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INTRODUCTION

Congratulations for choosing M1S2000 as your migrant education data management tool. This
M1S2000 system has been configured specifically to the needs of your migrant program.

MI1S2000 allows you to store data from Certificates of Eligibility (COES), education records,
health information, as well as any additional information your program collects. MI1S2000's
powerful reporting tools allow you to run unlimited preinstalled reports, create your own reports
on the fly, print copies of COEs, run €ligible student counts, as well as federa performance
reports. Its unsurpassed data collection and reporting capabilities make M1S2000 the most
powerful software available to migrant educators.

Management Services for Education Data (M S/EdD), the company that makes M1S2000, was
founded in 1995. We are located in Little Rock, Arkansas. See page[LO} to find out how you can
contact MS/EdD.

Don’t forget about the M1S2000 Online Manual, available under M|1S2000’s Help menu.
The Online Manual provides answersright at your fingertipsl!
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M1S2000: A GUIDED TOUR
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Start Up, Shut Down, and Verify and Backup

Starting M 152000

1. Turn onyour computer.

2. Double-click on the M1S2000 icon on your Desktop, or go to MI1S2000 in your Start Menu.
The last screen you worked on in M1S2000 will appear.

3. Make sure CAPS are locked (all data must be entered in capital letters).

Shutting down M 1S2000

To close M1S2000, click on the X in the top right corner of the screen.

N, The proper way to turn off your computer isto go to the Start Menu and
J select Shut Down. Pressing your computer’s power button without going to
the Shut Down menu item can create problems.

Verify and Backup

The Verify and Backup procedure differs from site to site. Check with your technical liaison or
M1S2000 technical support to determine how your Verify and Backup is being done. In some
states, when you close M1S200 you will be given the option to Verify and Backup your
database. It is recommended that you run this procedure at the end of each working day.

» Choosing yes will scan the database for corruption, repair any corruption, and create a
copy of your M1S2000 directory. This copy (azip file) will be placed at the root of your
hard drive.

e Choosing no will close M1S2000 without doing the verify and backup.
e Choosing cancel alows you to remain in M1S2000.

If you are not given this option when you close M1S2000, then your Verify and Backup is
probably being done at night. In thiscaseit isimportant to leave your computer on when you go
home for the day.

: NOTE: Running a Verify and Backup does not guarantee that your
database is safe. For instance, if your hard drive crashes, both the zipped
copy and the original database may be lost. Check with your office's
computer technician/liaison to find out other ways to protect your
database from loss or corruption.
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The Basics

Views of Your Database

Thefirst thing to learn about M1S2000 is that there are two views onto your database: the Student
View and the COE view.

e In COE View you enter the data from your COEs.

e In Student View you enter data Student Data as School History, Health, Tests, and
Supplemental Programs data.

Student View

Record Procedures HBepotz  Preferences Go  Miew Help

Personal Data Last Name First Matme Micicile: Maime Stuent [Ds—————————
Search I ;PENNEL ;RON ;LEE ;ARD_S?SM
a| =] MF Birthdate  Sge Race AR Race District | ||| =] ] 5]
Salfe] o e o dF A |
School History
School Mame Schoal ID
MELROSE ELEMENTAR :j ;NMEIPDN :j
Enrolliment Date  Withdraweal Date Type Grade Davys Enr. Days Prs. Type  Date
[12012199 [sisimo e ;'9"“ [0 E Termination ;N -] |5r5ruc|
From City State Courtry  To Schoal District State LG Residence Date
;MEMPHIS j ITN j ;LIS.-‘-\. j ;FARMINGTON ;| ;.&R j IE!H 095 ;Bm 0493

-

| =] ResDate  |EnrcliDate WithddrawDste |Grade  |DayvsEne  (DaysPres  |FacilitylD | Facilityame
=1l groies 124289 L=l ! 3 30 |MMBFDM |MELROSE ELER
Funding Date gMoes 9Mma9 121099 90 FLEHBZ MELROESE COM
§1 211 2/99 aMoigs  10MomeE 120299 1 25 25 ARLREW DAMNWVILLE PL
223y 953539 ARBBBM ROGERS PUBL
Created:
4129099 2:55:56 Ph
Pi
School History i Tests i Health i Supplemental | Credit Accrual | Parent |

The top panel, Personal Data, gives you basic information about the student: Ron Pennel.

The middle panel gives you detailed information about Ron Pennel. The information you see here
is his School History information.

The bottom panel has buttons that allow you to change the middle section. Notice that the School
History button isitalicized, because that is the currently selected button. If you pressed the Tests
button, Ron’'s test data would appear in the middle panel.
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COE View
Fecord Procedures Reportz  Preferences COE Go o View  Help
CDE D t COE Date Schoal District
dala
IDANVILLE PUBLIC SCHOOLS =
Search . -
Audited By Facility 1T

| ||| =] ] ; IARLRWY :j

Child(ren) Information

Last Mame First Matme Middle SR WIF Birthdate  “er Age
iF‘ENNEL iRON iLEE 1454-54-5454 IET j?m 52 jEl = 11 B
Birth City Birth State Birth Country Grade  Race AR Race Enr. Date Enrall Type

;MEMF‘HIS ;”TN j jusg j 111 |2 L”C j jmmmga IR ;|

LGk Date Res. Date

;Em 045G |sr1 0495
Funding Date
fionoms

Homebaze City Homebaze State Homebasze Countey

ONESBORD Hlar =l | B Student IDg———————————

;ARD-S?BM
|l [ =[a]

Last Mame First Mame Enroll Date  |Facility
0 |PEMRMEL 1010455 DAaNILLE

Remove Enrollment i

0| Updste Record i

Farmily | cuitagen |

The top panel, COE Data, gives you basic information about the COE.

The middle panel gives you detailed information about the COE. Here you see the COE’s
Children data.

The bottom panel has buttons that allow you to change the detail section. Notice that the Children
button isitalicized, because that is the currently selected button. If you pressed the Family button,
the middle panel would display the COEs Family information.

See page [15to learn how to enter COEs.

Navigators

Navigator bars are mouse-activated. Y ou can use them to move through your database. They
enable you to add, update, or delete records.

COE Data

o] > || =] ||

8 MIS2000 User’s Guide



MS/EdD

Management Services for Education Data

Navigator Bar

Notice that when your let your mouse hover over a navigator button, the function of the button is
listed in the bottom left corner of your screen.

| = "’AIVI LamDate |ResDate  (EnrolDate Withch

fe = e | EMOES (1069 |91 390|100
Funding Dat BMOMB9  |10B588 10889 501K

Igm3,rg|:| Mext enrollment| | 1046589

EAORE  10/6E9
Crested:
fiEs EA0BA  10MEEI
[« |
School History | Tests Hestth

mMaves ta the next enrollmert for the current student.

When your mouse hovers over the right arrow button on the Navigator Bar, the message "Moves
to the next enrollment for the current student” appearsin the bottom left corner of your screen.

Hotkeys

If abutton has a character that is underlined, you can hold down on your Alt key and the
underlined letter to press the button. These underlined letters are called hotkeys.

SchoolHistory | Tests | Hesth |

You can hold down the Alt key and the letter "T" to press the Tests button, or Alt and the letter
"H" to press the School History button.

Shortcuts

To the right of some pull-down menu items are shortcuts. Y ou can select the menu item by
holding down the control key and the letter indicated on the shortcut.

Gueue Record Chrl+0
Erint Quewed Records. ..

To queue a record you can hold down your Control key and the letter "Q."

Control-Tab will toggle you between Student View and COE View.

Shift-Tab will backspace you to the previousfield, so that you don't have to reach for your
mouse during data-entry.
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Pull Down Menus

Procedures M enu

Mass Enroll alowsyou to enroll students on a by-facility basis.

Mass Withdraw allows you to withdraw students on a by-facility basis.

Edit Codes allows you to edit the contents of your drop-down fields (such as district, facility, etc)

Configure Reportsalowsyou to install your own reports in Snap Reports.

Upload Changes sends your latest data to the state server.

Check for Upgrades allows you to connect to the state computer to seeif there are any upgrades
to your M1S2000 system, such as new version of M1S2000, an updated Online Manual, or a new
report.

M er ge Duplicates merges duplicate students.

Reports Menu

Snap Reports The Snap Reports window allows you to choose a report from your Snap Reports
list, select appropriate filtersif necessary, and run the report.

Report Builder Report Builder isyour tool for creating your own reports.

Potential Duplicate Students This procedure allows you to check your database for students
who may have two or more records in the system.

Queue Recor d Pressing the Queue Record button puts the current student’s record into the print
queue.

Print Queued Recor ds creates a screen preview of all recordsin the queue. Y ou can then choose
to print the records, save them, or clear them from the record queue.

Clear Record Queue removes all records from the print queue.
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Include Health Record is a checkable item controlling whether or not the health information
prints on the record. To add or remove the check mark, smply click onit.

Include Ed Record is a checkableitem controlling whether or not education information, such as
School History, Tests, etc. prints on the record. To add or remove the check mark, simply click on
it.

Preferences M enu

Form caching is a checkable item. When checked, it helps M1S2000 to work more quickly. It is
recommended that you leave it checked.

Auto Caps Lock isalso acheckableitem. When checked, it will turn your Caps Lock on for you
automatically.

Use Windows Short Date Format is a checkable item that controls whether M1S2000 will use
your default Windows setting for displaying the year. If you want to see only atwo-digit year
(which is best for reporting), leave this item unchecked.

COE menu
This menu only appearsin COE View.

Queue COE places the COE you are currently viewing into the printing queue.

Print COE Queue creates a screen preview of all records in the COE queue. Y ou can then
choose to print the records, save them, or clear them from the record queue.

Clear COE Queue removes all COEs from the printing queue.

Queue all New COEsis acheckable menu item. If you check it, it will add each new COE that
you enter to the printing queue.

Queue all Studentsisacheckable menuitem. If you leave it checked, it will add all new students
to the student record queue.
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Go Menu

The Go menu provides you with a quick way to get to other information related to the student or
COE you're currently viewing.

Back Clrl+B
ToCOEs Chl+G

Example: Say you are working on the Student Data of Janet Smith. Y ou want to see her COE. Go
to the Go pull-down menu, and select To COEs. M1S2000 will then show you Janet's COE(S).

N, NOTE: If the"To COES" menu itemis grayed out (you aren't allowed to
J select it), then that child does not have a COE in your database.

View Menu

The View menu allows you to flip between the COE and Student views.

COE View contains Family and Children screens, which include all of the data collected on your
state’s COE form.

Student View contains screens for school history, supplemental programs, credit accrual, and
any other information that your state’'s Migrant Education Program collects on its participants.

v Student
COE

] NOTE: Changing the view does not take you to the COE/Student Data of
the student you are currently working on. If you wish to see the
COE/Student Data of your currently selected student, choose the Go pull-
down menu.
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WORKING WITH COES
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Entering COEs

Important If you are at aregional site that uploadsto a state site, it isimportant that

Note: you search your state database for the students on your new COEs before
you enter the COEs. If a student is already entered into the state M1S2000
database, you need to download that student to your database. Y ou will
then add that existing Student Data to the new COE.

Otherwise, you may end up with duplicate students.

Doing a Batch Search will allow you to search for and download from the
state site all the students on your COEs before entering the COES. See
page @to find out how to do a Batch Search.

1. Whilein COE view, pressthe"+" on the Navigator Bar to add a new COE to the database.
Y ou will be given ablank COE, which you will fill in with the information from your state’'s
paper COE form (remember to type in all caps).

2. Enter the data from your paper COE in the white fields. Use the tab key to move from field
tofield. Using the "Tab and Type" data-entry method is much quicker than picking up your
mouse and clicking each time you need to go to the next field.

3. When you have entered all of your family data, then you are ready to enter the children’s data.
Tab to the Children button at the bottom of the screen and press Enter.

4. Youwill add children to the COE one at atime. For each new child, press the New
Enrollment button. Thiswill automatically bring up the Student Sear ch panel. (Searching
for students before adding them to a COE decreases the possibility of ending up with
duplicate students).

5. Enter the student ID if you haveit, or you can enter any other information you have about the
student.

] NOTE: It is sometimes best to enter less information rather than more.
The more data you enter, the more likely you are to make atypo. Also,

the data you enter must match exactly the datain the database. If the
original data-entry person made atypo, your match wouldn't be found.

6. When you havefilled in the data, press the Do Sear ch for Child button to find the child in
your local database.
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7. When your search is completed the results will display in the grid:

« If the student you are looking for is listed: Select the student and press the Select
Child button. This child will be added to the COE and will get a new School History
line with the same enroll date, QAD date, etc that are listed on the COE.

« If thechild you are looking for does not appear in the grid, press the New Child
button.

8. Fill inthe blank fields. Use the tab key to move from field to field. If you have selected a
child that was already in the database, you will still have some fieldsto fill in.

9. Once you have entered the data, press the Update Recor d button (afew states don't have this
button). The child's enrollment data will be added to the School History grid.

10. If you have another child to enter, press the New Enrollment button again and follow steps
5-9 to add the child to the COE.

11. Once you have entered the last child on the COE, press the + on the top Navigator bar to start
anew COE. Or, if you are finished, you can close M1S2000. Y our new COE will be saved
automatically.

[/ NOTE: When you add a new student to a COE, that student’s
J information such as name, birthdate, and enrollment data, is copied over
into Student View as"Student Data."

To look at that Student Datain Student View, highlight the child in the
COE children grid. Open the Go menu, and select To Student. You will
then see the Student Data that was copied when you added the new child
to the COE.

When you add a previously existing child to a COE, the new enrollment
data you gave the child will also be added to the child’s Student Data
panel.
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Searching for COEs

1. In COE view, click the Sear ch button in the top left corner of the screen.

2. TheFind COE window will appear. Enter your data.

[ /1 NOTE: It is sometimes best to enter |ess information rather than more.

J The more data you enter, the more likely you are to make a typo. Also,
the data you enter must match exactly the data in the database. If the
original data-entry person made a typo, your match wouldn't be found.

3. Pressthe Do Search button.

4. When your search is completed the results will display in the grid. If the COE you are
looking for islisted, select the desired family and press the Select COE button. M1S2000
will then show you that COE.

EstablishingalList of COEsto View

COE Data

] e [ | =] ]|

This Navigator Bar allows you to scroll through alist of COEs. There are three ways to establish
thelist of COEs:

e Tonavigatethrough COEsfor a particular student: In Student View, select the
student whose COE(s) you want to view. From the Go menu, select To COEs. M1S2000
will show you most recent COE for that student. Y ou can use the arrows to move back
and forth between that student’s COE(S).

e Toscroll through COEsfrom a Search: Do a COE Search. Close the Search window.
Y ou can now scroll through all the COEs who appeared in the Search Results grid.

e Toscroll through all the COEsin your database: Pressthe Sear ch button, then Close
the Search Window without doing a search. Y ou can now scroll through all the COEsin
the database.
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Printing COEs

In order to print COES you must add them to the printing queue. The printing queueis aline up of
records that are waiting to print. The records will remain in the queue until they are cleared or
printed.

1. Find the COE you want to print.

2. Go to the COE menu at the top of the screen and select Queue COE. The COE will be
added to the printing queue. To queue al the new COEs you are entering, check the
Queue All New COEs menu item by selecting it.

3. Once you have queued your COEs, select Print COE Queue from the COE menu. You
will be given a print preview of the COEs. Y ou can then choose to print, save, or cancel
the COEs.

4. To clear the COE gueue upon printing, check theitem labeled Clear queue on print on
the print preview screen.

18 MIS2000 User’s Guide



MS/EdD

Management Services for Education Data

NOTES

MIS2000 User’'s Guide 19



MS/EdD

Management Services for Education Data

WORKING WITH STUDENT DATA
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Understanding the Student View

When you look at a student in Student View, you will see three panels.

Fecord Procedures  Beports Preferences Go View  Help

Personal Data Last Mame Firzt Mame Midclle: Matme Student IDs————————
smarch ; IPENNEL iRON iLEE § ;ARD_S?SM

e lal=fal ]

O e WIF Bitthdste Age Race AR Race District

2

<[> > TN N O |
School History

School Mame Schoal 1D

MELROSE ELEMENTAR _:_| ;NMEIPDN :_1

Enrolliment Date  Withdraweal Date Type Grade Days Enr. Days Prs. Type  Date

[rznzms [ssmo [ =l ;Efu [0 [0 Termination ;N vi 55100

From City State Courtry  To School District State L hd Reszidence Date
;MEMPHIS :j ;TN _:j ;USA _:j ;FAHMINGTON _:_| ;AR _:_1 |ar1 0/93 |ar1 0/93

-

EnrollDate
1212139
951539

WithdraweDate |Grade [DaysEne  |DaysPres  |FaciltylD |FacilityMame
g 30 |MMWBPDM |MELROSE ELEN
90 FLBHBZ MELROSE COb

+|=] |
e L L
Funding Date

Si500

121189

G085

i1 2/ 2/99 SM0Mes  10M083 121289 11 25 25 | ARLRWY DAMYILLE PLI
202097 9,999 ARBBBM ROGERS PLIBL
Created

ull

Sc.ﬁ'ooujstoryi Tests i Heatth i Supplementsl i Credit Accrual i Parent i

* Thetop panel on your screen contains data such as student name, sex, birthdate, age, and
student ID. Thisdataiscarried over from the student’s COE.

* Themiddle panel containsinformation that has been collected about the student, such as
health, tests, supplemental programs, and school history.

e Thethird panel is a series of buttons. When you press a button, that data appears in the
middle panel. For example, if you press the School History button, the child’s School
History datawill appear in the middle panel.

To enter student data, press the button for the type of data you want to enter. Following are
references to the different types of student data you may be required to enter.

Credit Accrual, page Specia Ed, page[2g]
Family/Parent, page Supplemental Programs, page P9
Health, page P9 Tests, page

School History, page
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Credit Accrual Panel

The Credit Accrual Panel shows you the secondary school credits a student has accumulated
toward hisfher graduation requirements. Notice that there are two grids in the Credit Accrual
Panel: the Credit Accrual grid and the School History grid.

Each line in the Credit Accrual grid islinked to an enrollment in the School History grid. For
instance, the Credit Accrual Panel may list a credit earned on 05/01/99. This credit islinked to the
enrollment line of 09/01/98--06/01/99 in the School History Panel, because that is the enrollment
during which the credit was earned

If you click on acredit in the Credit Accrual grid, its associated SH line will be highlighted.

Grade (Type Term [Term [Year & | [EnrolDete  [WithdrawDate (Type |Grade (FacilityMame I

A GOVERMMEMT JASPER PUBLIC SiC
CIWICS 12 SEM FALL| 92 S26Ma1 2529532 11 JASPER PUBLIC SC—
EMGLIZH Il 12 SEM FALL| 92 g7 a0 1A 10 JASPER PUBLIC SCt
FIME ARTS 12 SEM FALL| 92 G169 83180 JULE] JASPER PUBLIC SCt
GEOMETRY 12 SEM FALL| 92 G293 Bf2i59 i< JASPER PUBLIC SCt
VILDLIFE MGNT 12 SEM FalLL| 92 3158y Bi3055 a7z JASPER PUBLIC SCE
- -

< | _>l_I | _>l_I
Credit Accrual grid School History Grid

Adding anew Credit Accrual Line:

1. Find the student who needs the new CA line. Press the Credit Accrual button at the bottom
of the screen.

2. Before entering any new data, you need to link your new Credit Accrual line to the correct
School History enrollment. Select the line in the School History grid to which you want
your new Credit Accrual line to be linked.

3. Pressthe"+" button on the Navigator Bar above the Credit Accrual grid. The white fields
above the grid will become blank, so that you can enter your new data.

4. When you have entered your data, press the checkmark on the Navigator Bar to post your
new data. Y our datawill then be added to the Credit Accrual grid.

Updating a Credit Accrual Line:

1. Tochangealineinthe Credit Accrua grid, select theline. You will see that line's data
autofill in the white fields above the grid.

2. Make your changesin the fields, then press the checkmark on the Navigator Bar to post your
changes. The changes will be posted to the Credit Accrual grid.
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Did you link your Credit Accrual line to the wrong School History line? See pageto find out
how to change the linking.
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Family/Parent Pandl

The Family/Parent Panel holds information about the student’s family. The datayou seein the
Family/Parent Panel has been copied over from the student’s COE. The Family/Parent Panel is
useful because it allows you to record current family information without changing the COE.

For instance, a child's father may have relinquished custody of the child to the mother. Y ou want
to record this change, but you don't want to change the original COE. So, you just record the
change on the child’'s Family Panel and the COE remains unchanged.

Changing Family/Parent Data for One Child on a COE

1. In Student View, find the child whose Family/Parent Panel data you want to change. When
you find the child, press the Family/Par ent button at the bottom of the screen.

2. Pressthe Set button. The Family Sear ch screen will appear.

A. To change the child’'s Family/Parent data to afamily that is already in the database:

« Enter the new mother or father's name in the white fields. Press the Do Sear ch
button. When M1S2000 finds the family, it will list the family in the grid.

e Select the family in the grid and press the Select Family button. That family will
now be displayed in the child’s Family Panel. The child's COE will not be
changed.

B. To change the child’'s Family/Parent data to a new family that is not in the database:

e Pressthe New Family button. M1S2000 will give you blank fields in which to
enter your new family data. The child’s COE will not be changed.

Changing Family/Parent Data for All the Children on the COE

1. In Student View, find one of the children whose Family/Parent data you want to change.
When you find the child, press the Family/Parent button at the bottom of the screen.

2. Make your changesin the white fields. These changes will be applied to the Family Panels of
all the children on that child’'s COE. The COE itself will not be changed, just the children’s
Family Panels.
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Health Panel

The Health Panel holds data about the student’s health history. The Health panels for most states
contain severa different charts. Each chart has atab at the bottom of the Health Panel. To view
the datalocated on another tab, click on it and that chart will appear.

Measles I I I WarivamiChicken Pox I I ‘

N Tests Avitals AMedical Alert 45 chool Specific £ |
This Health Panel has four charts:.Tests, Vitals, Medical Alert, and School Specific.

Entering and Updating Health Data

Find the student who needs the Health data.

Press the Health button at the bottom of the screen.

Select the tab for the chart on which you want to enter data.
Enter your data. M1S2000 will save your changes for you.

A wDbdh PR
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School History Pandl

The School History Panel holds information about students’ school enrollments. The School
History panel is connected to other panels that your state may have, such as the Tests panel,
Supplemental Programs panel, and Credit Accrual Panel.

Zchoal Mame Sichoal 1D Termination Term Date
B BIRIT &I HIGH ﬂ ICTDSMG j IEND OF ELIGIBILITY j |2:3I94
Entollinert Date  Withdravwal Date Enrollment Type Grade Spec, Code 1 Spec Code 2 Spec. Code Date
N died [ = [ & |
Days Enr. ||:| Days Pra. ID Days .&.bs.l Sch % Inter I vl SRl e
_ |2;3x91 |2r3:91
on Track Teacher Mame Language of Instruction Commerts
| =[] | = =
Form. Azszess Date Inform. Assess Date Reazon Mot Formally Assessed Gifted
| | | H = =
=]
Ll s B LS 2 1110094 0
=H [S)antrt Iam g 213091 91533 E123/94 UG 180 180 [CTDSMG |MEW BRITAIN HIC
= 213091 B124093 712343 06 0 0 CTREEP CHAMBERLAIM =
Created: -
11421134
Modified: 3

Hereis an example of a School History Panel. You type your data in the white fields, and it is
saved in the grid.

. NOTE: When you enter a new child on a COE, that enrollment data, such
J as Facility Name and Enroll Date, will be copied over into the School
History grid in Student View.

Adding a new School History Line:

1. Find the student who needs the new SH line. Press the School History button at the bottom
of the screen.

2. Pressthe"+" button beside the School History grid. The white fields above the grid will
become blank, so that you can enter your new data.

3. When you have entered your data, press the checkmark on the Navigator Bar to post your
new data. Y our datawill be entered as the top line in the School History grid.

Updating a School History L ine:

1. Tochangealinein the School History grid, select the line. Y ou will seethat line's data
autofill in the white fields above the grid.
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2. Makeyour changesin the fields, then press the checkmark on the Navigator Bar to post
your changes. The changes will be made in the School History grid.
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Special Ed Panel

For each enrollment in your School History grid, you can add Special Education information if
necessary.

Adding Special Ed data to a School History line

1. Find the student who needs the Special Ed data. Press the Special Ed button at the bottom
of the screen.

2. Youwill seeagrid partialy filled with School History Data. Select the School History line
to which you want to add Special Ed data.

Special EdUCEtiOf'I Created: 5/9/83 modified: 34/89 4:11:.07 PM
Cartact Mame Cortact Title
;HEWN SMITH ;
Address City State Fip
;1 LIBERTY SaUARE ;NEL-“J BRITAIN Ll ;CT Li 105051 0000
Telephane Fax |EFP &vailable Date
;203 555 5555 | | :_j ;
Contactiame |IEP2vaiable [EPDate  |ErrollDate |Grade |FaciityD |FaciltyName -]
BI3E4 (UG | CTDSMG NEM BRITAIN HIGH
9193 |US  |CTDSMG NEW BRITAIN HIGH |
B24/93 |06 |CTREBP CHAMBERLAIN SCHOOL
KEWIN SMITH CHAMBERL AN SCHOOL
UG  CTREBP CHAMBERLAIN SCHOOL =
KX _n!—j
Soecial Ed Data School History Data

3. Enter your Special Ed data in the white fields above the grid. M1S2000 will save your data
for you. The next time you pull up the Special Ed Panel, the data you entered will display
when you select the School History line.

Updating Special Ed Data

1. Select the School History line to which your Special Ed datais connected. The Specia Ed
datawill autofill in the white fields above the grid.

2. Edit the data. M1S2000 will save your changes for you. The next time you pull up the
Special Ed Panel, your changes will be reflected in the grid.
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Supplemental Programs Panel

The Supplemental Programs Panel shows you any special programs in which the student has
participated. Notice there are two grids in the Supplemental Programs Panel: the Supplemental
Programs grid and the School History grid.

Each line in the Supplemental Programs grid is linked to an enrollment in the School History
grid. For instance, the SP Panel may list a SP that started on 10/14/98 and ended on 01/26/99.
This SPislinked to the enrollment line of 09/01/98--06/01/99 in the School History Panel,
because that is the enrollment during which the student participated in the SP.

If you click on an SP in the SP grid, its associated SH line will be highlighted.

StudentSeq [SHSeq SPCode |StartDate EnciDiat & | [EnrolDate  [WithdrawDste [Type (Grade [FaciltyiMame -
GRAWETTE PUBLIC
1560 19 029 aM0m91 M 191 819591 S122092 11 GRANVETTE PUBLIC
1560 15 029 529590 5130090 8/23590 65591 10 GRAWETTE PUBLIC
1560 17 029 42490 4250 8/21/39 122090 09 GRANVETTE PUBLIC
1560 14 025 111887 115150 10041555 G12559 03 GRAWETTE PUBLIC
1560 12 026 417136 aM2538 1043088 0z QRCOWILLE ELEM SC
1560 12 004 9/9r55 SII00EE & | |1 QUERSY G13055 ar GRAWETTE PUBLIC &
Supplemental Programs Grid School History Grid

Adding a New Supplemental ProgramsLine

1. Find the student who needs the new SP. Press the Supplemental Programs button at the
bottom of the screen.

2. Before entering any new data, you need to link your new Supplemental Program line to the
correct linein the School History grid. Highlight the line in the School History grid to which
you want your new SP datato be linked.

3. Pressthe"+" onthe Navigator Bar above the Supplemental Programs grid. The white fields
above the grid will become blank, so that you can enter your new data.

4. Enter your data, then press the checkmark on the Navigator Bar to post you new data. Y our
new datawill be posted into the Supplemental Programs grid.

Updating a Supplemental Programsline

1. Toupdate a Supplemental Programs line, select the line you wish to update. That line's data
will autofill in the white fields above the grids.

2. Make your changesin the fields, then press the checkmark on the Navigator Bar to post
your changes. Y our changes will be posted to the Supplemental Programs grid.
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Did you link your Supplemental Program line to the wrong School History line? See pageB4find
out how to change the linking.
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Tests Panel

The Tests Panel shows you the tests a student has taken. Notice that there are two gridsin the
Tests Panel: the Tests grid and the School History grid.

Each linein the Test grid islinked to an enroliment in the School History grid. For instance, the
Tests Panel may list atest taken on 05/01/99. Thistest islinked to the enrollment line of
09/01/98--06/01/99 in the School History Panel, because that is the enrollment during which the
test was taken.

If you click on atest in the Tests grid, its associated SH line will be highlighted.

SHSeq TestCode | TestDate TestForm |TestLew & | |[EnrollDate  [WithdrawDate | Type |Grade |FacilityMame -
20 (10005 ! 5/483 12 GRANVETTE PUBLIC
20 10005 121682 85198 12282 11 GRAVETTE PLBLIC
19 10005 Q12282 823080 612591 10 GRANETTE PLBLIC
19 10015 819091 8121459 S122080 09 GRANVETTE PLBLIC
1004055 Br2139 03 GRAVETTE PUBLIC
951 2055 1005055 03 QROVILLE ELEM S
- | [1055057 GI3155 av GRANVETTE PUBLIC &
Tests grid School History Grid

Addinganew Test Line

1. Pressthe Tests button at the bottom of your Student View screen.

2. Before entering any new data, you need to link your new Test line to the correct School
History enrollment. Highlight the line in the School History grid to which you want your
new Test line to be linked.

3. Pressthe"+" button on the Navigator Bar above the Tests grid. The white fields above the
grid will become blank, so that you can enter your new data.

4. Enter your data, then press the checkmark on the Navigator Bar to post your new data. Y our
datawill be posted to the Tests grid.

Updatinga Test Line

1. Tochangealineinthe Tests grid, select the line. You will see that line's data autofill in the
white fields above the grids.

2. Makeyour changesin the fields, then press the checkmark on the Navigator Bar to post your
changes. The changes will be posted to the Tests grid.

Did you link your Test line to the wrong School History line? See page[34]to find out how to
change the linking.
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Student Records

In order to print Student Records you must add them to the printing queue. The printing queueis
aline up of recordsthat are waiting to print. The records will remain in the queue until they are
cleared or printed.

Y ou can print Student Records from Student View or from COE View:

Printing Student Records from Student View

1

Find the student record you want to print by navigating to it or searching for it.

Go to the Reports menu, then choose Queue Recor d.

Repeat this process to queue as many student records as you want.

If you wish for health data to appear on the printed records, click on the Reports menu item
labeled Include Health Data until you see a check besideit.

Once you have queued all your records, select Print Queued Records from the Reports
menu. A preview of the gueued Student Records will appear on the screen. Y ou can then
choose to print or cancel the queued records.

Printing Student Records from COE View

1

Find the COE that includes the student whose record you want to print. Find the COE by
navigating to it or searching for it.

Press the Children button at the bottom of the screen.

Select the child whose record you want to print.

From the Reports menu, select Queue Record.

Repeat this process to queue all the children you want.

32
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6. Fromthe Reports menu, select Print Queued Records. A preview of al the queued
records will appear on the screen. Y ou can then choose to print or cancel the queued
records.

N, NOTE: You can aso queue students by using the Student List feature on
J the Student Search window.

Clearing the Record Queue

There are two ways to clear records out of the record queue:

* Gotothe Reports pull-down menu and select Clear Record Queue. M1S2000 will ask
you if you want to clear all recordsin the queue. Press OK.

e Fromthe Reports pull-down menu, select Print Record Queue. Check the field labeled
Clear Queue on Print. The queued records will now be automatically cleared once they
have printed.
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Changing Grid Linking

If you linked a Test line, Supplemental Program line, Specia Ed line, etc. to the wrong School
History line, you can change the linking:

1. Highlight the Test, SP, etc line that isincorrectly linked.

2. Uncheck the Lock Enrollment Window field.

3. Highlight the correct School History line.

4. Pressthe checkmark in the Navigator Bar to save your changes.
5. Check the Lock Enrollment Window field.

Y our line should now be linked to the correct School History line.
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SEARCHING FOR STUDENTS
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Under standing the Student Search Window

Student Search

Key Deta ;DistridsFacility; 5L | Student List | Batch Search | Locator |

Last Mame First Mame Mlicclle Student I (Exclusive) Do Search For Child

;GARCH‘\ ; i Select Child

Birtholste  Birth City CCE I (Exclusive)

[y |

Male Parent Female Parent

Last Mame First Mame Last Mame First Mame e

; ; ’ ; Search Remote

Do e St dent

Last Hame |First Nams [Micitis |studentiD  [Faciity I [DoB Birth City |Fatrer Last 2]

AMTUAN AR12-3945: ARBEF)  9M8/52 ALBUQUERGUE GARCIA,

| |e3tsosis |aroEeM SANTA MARIA

Whenever you want to look for a student in the database, thisis the Search Window you will use.
Y ou can get to the Student Search window in Student View by pressing the Sear ch Student
button. Y ou can get to the Student Search window in COE View by pressing the New
Enrollment button on the Children panel.

There are 6 tabs across the top of the Student Search window:

Key Data tab allows you to search your own database or the state database for one student at a
time.

District/Facility tab allows you to search your database by District or Facility.

SQL tab allows you to search using Standard Query Language (SQL). Thistab isfor MD/EdD
staff.

Student List tab alowsyou to create alist of students that you can the scroll through, or queue
for printing. Thisisatime-saving feature that is helpful if you need to add data to a group of
students, but don’t want to do an individual search for each one. It is also afaster way to send a
group of student records to the printing queue.

Batch Search tab allows you to search your state database for a group of students.

L ocator tab allows you to search the MI1S2000 National Locator for students. If you would like
for your state to become part of the MIS2000 National Locator, please contact MS/EdD.

How do | search my own database for a student? See page[3g to learn how.
How do | search the state database for a student? See page to learn how.
How do | search the state database for a group of students? See page to learn how.
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Searching Your Database for One Student

] If you have the Student ID of the Student you're looking for, the

quickest way to access that student is to type the ID number in the
Student ID field at the top left of your screen and press Return. Or,
you can search with the following steps:

1. From Student View, pressthe Search Student button .

2. OntheKey Datatab, fill in your data and press the Do Sear ch for Child button to search
your database.

[ J NOTE: It is sometimes best to enter less information rather than
J more. The more data you enter, the more likely you are to make a
typo. Also, the data you enter must match exactly the datain the
database. If the original data-entry person made a typo, your match
wouldn't be found.

3. When your search is completed the results will display in the grid. If the student you are
looking for islisted, select the desired student in the grid and press the Select Child button.

See page @lto learn how to search the state database.
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Sear ching the State for One Student

1. Pressthe Student Search button in Student View.

2. OntheKey Datatab, fill in the datafor the student you are looking for. Remember, it is
better to enter less data than more, for the chance of typos increases the more data you enter.

3. Pressthe Search Remote button.
4. If found on the state database, the student’s data will appear in the grid.
5. Select the student and press the Download Student button.

6. Once the student has been downloaded to your database, press the Do Search for Child
button to find that child on your database.

7. Pressthe Select Child button to view that student’s data.

See page @to learn how to search the state for a group of students at once.
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Sear ching the State for a Group of Students (Batch Sear ching)

When you get a batch of COEs, it isimportant that you search the state database for the students
on the COEs before you enter the COEs. If a student is already entered into the state M1S2000
database, you need to download that student to your database. Y ou will then add that existing
Student Data to the new COE.

Batch searching is away for you to search the state for a group of students. Y ou can search for all
the students on your COEs, and download any students that you find at the state. Then, when you
enter your COEs, the students will already be downloaded to your computer. Y ou just have to add
the students to the COEs.

1. Open the Student Search window by pressing the Sear ch Student button in Student View.
2. Onthe Batch Sear ch tab, press the New Batch button to clear out your last batch.

3. Enter the datafor the first student you are looking for. Remember, it is better to enter less
data than more, for the chance of typos increases the more data you enter.

_| NOTE: Entering the student/COE ID will exclusively identify the
student (no two students should have the same ID)

4. Pressthe New Sear ch button. The student’s name will be added in the top grid. (Each
individual student you search for is considered a "search").

5. Follow steps 3-4 to add all the students you are searching for in the top grid.

6. When you have finished entering your list of students, press the Sear ch the State button.

7. You will see amessage at the bottom of your screen stating, "Batch submitted. Check later
for results.”

8. Keep pressing the Check button until you get a message stating that your search is
completed.

9. Click on thefirst student in the top grid. Any matches found at the state will appear in the
bottom grid. Check the birthdate, parent’s names, etc. to determine if this record from the
state (in the bottom grid) is the same student that is on your COE.
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10. If you determine that it is the same student, click in the Get column beside the student’s
name. A "Y" will appear, marking this student for download.

11. Follow steps 9 and 10 to mark all the students you want to "Get".

12. When you have marked all of the students you want to download with a"Y", press the
Download Students button. All of the selected students will be downloaded onto your
computer. Y ou can then add them to COEs.

See page to learn how to enter COEs.
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Using the Student List feature

The Student List function is helpful if you want to "gather together" a group of studentsto put in
the printing queue, or to scroll through for editing. If you were working with paper COEs and
wanted to edit twenty paper COEs, you would probably gather the twenty paper COEsinto a
stack and then begin your editing. Y ou can essentially do this with the Student List function.

For example, you may have twenty students from different facilities to whom you need to add
Enrollment data. Rather than searching for those students one at atime, you can create alist of
those twenty names. Then you could scroll though the students from the list and edit their records
without having to do individual searches. Y ou could also send the list of twenty studentsto the
printing queue to be printed.

1

Open the Student Search window by pressing the Student Sear ch button in Student View.

Search your database for the first student you want to add to the list.

When the child is found on your database, select the child and press the Add to List button.

Follow steps 2-3 to add the rest of the studentsto the list.

Select the Student List tab:
* Pressthe Usethe List button if you wish to scroll through the students on your list.
* Pressthe Queue All button to send the list to the printing queue.
* Pressthe Clear All button to clear thelist.

_l NOTE: Y ou can add students to the Student List from the K ey Data tab or

the District/Facility tab.
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Using the District/Facility feature

The District/Facility function allows you to search your database by district or facility. You can
then view students from your search, or you can add the students to the Student List. From the
Student List tab, you can send al the students from the district or facility to the printing queue to
be printed.

Sear ching by Facility

1. Enter the Facility Name or the Facility Code and hit the Tab key. The other field will
fill in for you.

2. If you want to limit your search to students whose enrollments are within certain dates,
enter the dates in the From and To fields.

3. Pressthe Facility Search button.Y ou can then:
e Select the child you want to view and press the Select Child button.

e Select the child you want to add to the Student List and pressthe Add to List
button. The child will then be added to the Student List on the Student List tab.

e If youwant to add all the studentsto the Student List, press the All button. All
the students from that facility will be added to the Student List.

Searching by District

1. Enter the District Namein the District field.

2. If you want to limit your search to students whose enrollments are within certain dates,
enter the dates in the From and To fields.

3. Pressthe District Search button.Y ou can then:
»  Select the child you want to view and press the Select Child button.

e Select the child you want to add to the Student List and pressthe Add to List
button. The child will then be added to the Student List on the Student List
tab.

* If youwant to add al the students to the Student List, press the All button.
All the students from that district will be added to the Student List.
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WORKING WITH YOUR STATE DATABASE
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Uploading changesto your state computer

When you do an upload to the state computer, the work you have done in M1S2000, such as
entering COEs and adding enrollment information, will be copied to the state database. Y ou
should do an upload to your state database every day that you enter data. The state database
should always have an updated copy of your work.

1. Go tothe Procedures menu, then select Upload Changes. The Upload Status window will
appear.

2. Pressthe Begin Upload button. When your changes have finished uploading to the server,
you will see one of two things:

» If your upload has finished without any problems, you will get a message saying,
"Y our upload has completed successfully." Y our upload has not completed
successfully until you see this message!

Y ou can now close the upload window. Y our upload is finished.

« If your upload encountered problems, you will get a status report with directions for
making corrections, if necessary. If the status report isn't clear, contact M1S2000
technical support.

If you do receive a status report, you should print it out by pressing the Print button.

3. You will then see thiswindow:
MIS 2000 =]

Sour kIS 2000 spztem iz now capable
of updating itzelf automatically.
It will mioww atternpt ta da Hhis.

Fleaze be patient.

4. Pressthe OK button. If thereis an upgrade avail able, the upgrade will begin downloading to
your computer. Once it finishes, you will get a message telling you to reboot your computer.
Reboot at that time.
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SPECIAL FUNCTIONS
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Enrolling a group of students (Mass Enroll)

Mass Enroll is a procedure that allows you to apply a common enrollment date to more than one
student in a particular school. So, if you need to enroll 150 children from the same school on the
same enrollment date, you can do it easily with Mass Enrall.

N, Mass Enroll is one of the most customized aspects of M1S2000. Following
J areinstructions for ageneric Mass Enroll. Contact your state M1S2000
coordinator to find our more about your Mass Enroll screen.

1. From the Student or COE view, open the Procedur es menu, and then select Mass Enroll.
The Mass Enrollment dialog field will appear.

2. Typeinthe Facility Code or the Facility Name, and the other will fill in automatically.
3. Tabto Enroll Date and enter the new enrollment date.
4. Tabto Type and enter the new enrollment type.

5. Pressthe Do Search button. It varies from state to state, but the general ruleisthat all
students whose Most Recent Enrollment isin that facility will appear in the grid.

6. Enter the New Grade for each child that isto be re-enrolled. Or, you can check the Grade
Rollup field. Then each child with an"X" in their Do column will automatically be enrolled
in the next highest grade.

7. If necessary, enter the New Facility ID.
8. After entering your datafor all the students to be re-enrolled, pressthe Do Enroll button.

The students are now enrolled. M1S2000 will display a printable report showing which
students were enrolled and which students were ignored.

] NOTE: Y our version of M1S2000 may have field for

Begin Date and End Date. These are dates you can use
to limit the number of enrollmentsto be listed. For
instance, you can choose to look at all enrollments
between August 1999 and May 2000.
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Withdrawing a group of students (Mass Withdraw)

Mass Withdraw is a procedure that allows you to apply a common withdrawal date to more than
one student in a particular school. For example, if you have to withdraw 150 children from the
same school on the same date, you can do it easily with Mass Withdraw.

4% TheMass Withdraw screen is customized for each state. Following are
J instructions for a generic Mass Withdraw. Contact your state M1S2000
coordinator to find our more about your Mass Withdraw screen.

1. From the Student or COE view, open the Procedures menu, and then select M ass
Withdraw. The Mass Withdrawal window will open.

2. Typeinthe Facility Code, and tab to Facility Name. The facility name will autofill in the
field. Or, type in the Facility Name and the Facility Code will autofill.

3. TabtoWithdraw Date and enter the new withdrawal date.

4. Pressthe Do Search button. A list of students whose Most Recent Enrollment isin that
facility, and who don't have awithdraw date, will appear in the grid. A student must have an
enrollment date in order to be withdrawn!

5. Now you can typein your enrollment data for each student, such as "days enrolled" and
"days present." If you type anything in either of these two fields, M1S2000 will
automatically add the data to that child’s school history line and withdraw the student.

6. If you don't have any enrollment data, such as "days present" and "days enrolled," just place
an X (or any letter) in the withdraw field to the left of the screen. Thiswill cause the student
to be withdrawn.

7. After marking al the students who need to be withdrawn, press the Do Withdraw button.
The students are now withdrawn.
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Adding SP datato a group of students (M ass SP)

Mass Supplemental Programsis a procedure that allows you to add one or more SPs to a group of
students from the same school. If 100 students from afacility need to have one or more SPs
added, you can add them all at once with Mass SP.

Adding M ass SPs

1. From Student or COE view, click on the Procedur es menu. Then select M ass SP.
The Mass SP dialog field will appear.

2. If you are adding just one SP to the students, select the By Single SP Codes tab. If
you are adding a group of SPsto the students, select the By SP Group Codes tab.

3. Typeinthe Facility Code or the Facility Name, and the other will fill in
automatically.

4. Inthe SP Codeor SP Group field, select the code you wish to add to the students.
Or, select the name in the SP Description field. The other field will fill in for you.
(An SP Group Code is aletter that stands for a group of SPs. When you choose that
letter, al of the SPsin the Group are added to the students. For information on
creating SP Groups, please read on).

5. Enter the funding code in the Funding Code field.

6. Enter the start and end dates for the SPsin the Start and End fields. Or, if you want
to use the student’s school enrollment and withdrawal dates as the Start and End
Dates, just check the Use Enr and Use Withdraw fields.

7. If you want to limit the enrollments to enrollments after a certain date, enter the date
in the Enrollments Sincefield.

8. Pressthe Do Search button. A list of students whose most recent enrollment isin that
facility will appear in the grid.

9. Placea (or any letter) in the Do field for al the students who need to have the
SP(s) added. Or, check the Do All box to add the SP(s) to all the students listed.

10. Press the Add SPs button.

MI1S2000 will display a printable report showing the students who had SPs added, and the
students whose records were ignored.

What if the SP Group you want to add is not included in the drop-down list in your "By SP Group
Codes' tab? Then you will need to create the SP Group yourself. Here’'s how:
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Defining your SP Group

V]

NOTE: If you are going to create your own Mass SP Codes, you should
coordinate this with the state site so that everyone has the correce codes.

Thefirst thing you have to do istell M1S2000 which SPs you want to add to the students. For
example, let's say that you want to add Even Start and Needs Assessment to a group of students.
You will tell M1S2000 that you are making an SP Group consisting of Even Start and Needs
Assessment, and that you are calling this group Group A. Once you have defined your group, you
don't have to do it again. M1S2000 will always know that Group A consists of Even Start and
Needs Assessment.

Y ou define your SP groups with the Edit Codes dialog. (If you do not have a basic understanding
of Edit Codes, see page b3|to learn more).

1

Example:

Go to the Procedur es menu, and choose Edit Codes.

In the Select Code Tablefield, select the SP Group Code code table.

Make up a one-character code (it can be aletter or numeral) for your group and type
it in the GroupCodefield in the grid.

In the Description field, make up a name for your group.

In the SPCodefield, type in the SP code for the first SP you want to add to the group
(if you need to look up an SP code, you can find alist of SP codesin the
Supplemental Program Code codetable).

In the Funding field, typein funding code of the SP (Migrant, Title 1, etc)

To include more than one SP in the group, click anywhere in the right grid and press
the Insert button. M1S2000 will give you blank fields. Fill in the new blanks with the
second SP Code and its funding.

| want to add two SPsto a group of students: Even Start and Needs A ssessment.

e | would go to Procedures| Edit Codes and choose the SP Group Code table.
e | would then make up acode for my SP group: A, and enter it in the Group Code field.
e Next | would make up a Description: Even Sart and Needs Assessment.

e Inthe SP Codefields | would enter my SP Codes: 001 for Even Start and 002 for Needs
Assessment.
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* Inthe Funding fields | would enter the funding code: M for Migrant.

Code Table Edit

Select Code Takle

ISF' Graup Code

[

Close |

Dezcription

SP Code| Funding|

Ewven Start / Meeds fsseszment

=

4

3|

0m M
0oz M

-

Now Group A consists of Even Sart and Needs Assessment.

Now you are ready to add your Mass SPs to the students.
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Editing the Contents of drop-down lists (Editing Codes)

The Edit Codes function allows you to add, update, and delete entries from lists of information
such asthe Facility list, Test Codes list, Supplemental Programs list, etc. Here is an example of
when you might want to use the Edit Codes feature: Let’s say you are entering a parent
relationship and accidentally type in "Mothr" instead of "Mother" Y ou could remove the
mispelled entry with the Edit Codes dialog.

To access this feature, open the Procedur es menu and then select Edit Codes. The Code Table
Edit dialog field will open.

To add a new entry:

1. Click on the Select Code Table drop-down button and scroll down the displayed list. Select
the code table you want by clicking on it.

2. Click anywherein the displayed grid and press the Insert key. Thiswill result in a blank
linein the grid.

3. Enter your datainto the new line. M1S2000 will alphabetize your entries for you.
4. Pressthe Close button after entering your data. The dialog field will close and you will be
returned to either the Student screen or the COE screen, depending on where you were

previoudly.

To update an existing entry in a code table:

1. Click on the Select Code Table drop-down button and scroll down the displayed list. Select
the code table you want by clicking on it.

2. To update an existing entry within a code table, move the cursor to the field you wish to edit
and click on that field. Make your changes. When you are done, press the Close button.

Todeletean entry in a codetable:

Select the entry you wish to delete. Hold down on the Control key and hit the Delete key.

Tofind a particular entry in a code table:

1. Click on the Select Code Table drop-down button and scroll down the displayed list. Select
the code table you want by clicking on it.

2. Typeinthe name of the entry you are looking for in the white field next to the word "Key."
Press the Find button.

3. Thetable will now jump to the field you have specified.
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NOTE: Some Code tables have several indexes from which you may

J choose. For example, your Facility table may offer you indexes that
sort the list by name and by district. Choose the index you wish to

use by clicking on the Select Index List Button.
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Checking for duplicate students

No student should have more than one record in your state (although students can appear on more
than one COE.)

The following procedure will help you determine which studentsin your database may have
duplicate records. M1S200 can only guess at this. It is up to you to investigate the potentially
duplicated students to determine if they really are duplicates, or if they are just students with
similar information.

1. Gotothe Reports menu at the top of your screen. Select Potential Duplicate Students.

2. Therearefour ways to search for students who may have more than one record in your
database. Check the Only Recent Recordsitem to limit your search to records that have had
activity within the last three years.

* Matching DOB: DOBs must match and first three letters of first and last name must
match.

e Close DOB: At least two parts of DOBs must match and first five letters of first and last
name must match.

» Potentially Adopted Duplicates: Finds records with identical first names, DOBs, and
birth cities, but different last names. These students have been adopted and had their last
name changed.

* Same SSN: Finds records with identical Social Security Numbers.

N, NOTE: If you hover your mouse over the above menu items, their
J descriptions will appear in the bottom left corner of your screen.

3. Select the method you wish to use to search for potential duplicate students by clicking onit.
MI1S2000 will immediately begin scanning the database for duplicate students who match the
criteriayou selected. Onceit isfinished, M1S2000 will show you alist of duplicate students
who matched your criteria.

4. Once you determine who your duplicate students are, the duplicates will need to be merged.
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Merging duplicate students

Merging duplicate studentsis a complicated procedure. If you are at aregional site, always
coordinate merges with your state site. Please contact M1S2000 support if you need assistance
with merging duplicate students. We are working on this process to make it easier!

The following is a step-by-step checklist for merging alist of duplicate students:

1. Makeatwo-column list of the Student IDs to be merged. Each duplicate student will have
two different Student IDs.

2. Givethislist to each regiona site.

3. Ateachregional site, if they have either record in a pair, they must download both records
in the pair. Use the Student Sear ch panel to download records.

4. After each regional site has completed their downloads, the state site may then merge all the
pairson thelist.

5. After completing the merges, visit each merged record and delete any duplicate lines. Do
any clean up that is appropriate.

6. Now each regional site must merge each pair they downloaded in step 3.

7. Now each regional site must download their students again, just like they did in step 3
except thistimeit is only necessary to download one ID in each pair, since the pairs have
been merged.
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REPORT BUILDER
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What is Report Builder?

Report Builder is atool which allows usersto create their own reports in M1S2000. If you need
to know how many students are enrolled in a particular school, or the names of students who
scored a particular grade on atest, Report Builder will make it easy for you.

Report Builder is made up of three parts: Selector, Designer, and Snap Reports.

e Selector allows you to choose the student or COE data that you want included in your
report.

» Designer alowsyou to format your Select data and make you report look polished and
professional.

e Snap Reportsalows you to quickly run reports that have already been created.

The best way to learn how to use Report Builder isto read the Selector Guided Tour, then work
through the Selector and Designer Tutorials.

See page @to begin a guided tour of Selector, the basis of all your reports. After you have read
the Selector Guided Tour, work though the Selector Tutorials (starting on page]63).
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Sdalector: An Overview

Report Tab

Thistab givesyou alist of the Report Types you can base your report on. For example, you can
base your report on al enrollments in your database, or on the most recent enrollment for each
student. Y ou can base your report on the facility information in your database, or on COE
information.

Reports with "count" in parentheses are reports that give you a count rather than alist. For
example, if you choose "All Enrollments," the report will generate alist of all the enrolimentsin
your database. If you choose "All Enrollments (Student Count)" you will be given a count of
students appearing on the report.

To select aReport Type, simply click onit, and alist of tablesincluded in the Report Type you
selected will appear. Y ou are now ready to move to next step.

All Enrollments

Al Enrallmernts (outer)

All Enrallments (Studert Cournt)
COE

CiOE (Student Count)

COE Queue

Currert Families

Facilties

Legal Families

Mozt Recent COE (preprocessed)
Mozt Recert Enrollments

Most Recent Enroliments (Studert Count)
Preprocessed

Gueued Studerts

Comparisons Tab

The Comparisons tab is where you define what records you want to see. For example, you can tell
Selector to show you only students in a particular district, or only students with enrollment dates
within a certain year. Y ou can add unlimited comparisonsto any report.
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Display Fields Tab

The Display Fields tab is where you choose which fields you want to be displayed in your report.
Y ou can display unlimited fields on any report.

Sort Fields Tab

The Sort Fields tab is where you can choose the order in which you want your report to be listed.
For example, you can dictate that you want your report ordered by last name, or by enroll date, or
by district code.

Sorting on mor e than onefield

Y ou can sort on more than one field. For instance, you could sort by Region Code, District Code
and Last Name. The sort field that is listed first will be sorted first. The sort field listed second
will be sorted second, and so on.

For example, say that you added two sort fields to your report: District Code and Last Name. If
District Codeislisted first, all the entriesin your report will be sorted by district. All the "District
A’s" will be together, all the "District B's" will be together, etc. Then, within each District Code,
the students will be sorted by Last Name.

If you sorted by Last Name first, then by District Code, the entries would be sorted first in
a phabetical order by last name. Then, within each last name (the Smith’'s for example), the
districtswould be listed in order.

Moving Sort Fields Up and Down

To move asort field up or down, select the field in the large white field. Then press the Move Up
or Move Down button. The field will move up or down, accordingly.
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SQL Tab

The SQL translates your Selector settingsinto Standard Query Language (SQL). The SQL tabis
for display purposes only, and is unnecessary for building or running reports.

Results Tab

The Results tab iswhere you run, print, and save your report.
To run your report, pressthe Run Query button.
To print your report results, pressthe Print Query button.

To save the results of your report, press the Save as Table button. Thiswill save a copy of the
dataasit appearsin theresults grid. You can choose where you want to save your report. Y our
report will be saved as ReportName.db (See page [0 for more information).

Snap Setup Tab

Thistab iswhere you can modify reports to be run in Snap Reports. Snap fields listed here will be
available asfiltersin Snap Reports. Also, thistab alows you to prepare your Select Data for
Designer.
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Basic Selector Tutorial

Thistutorial will only take afew moments, and will teach you how easy it is to create your own
custom reports. The easiest way to use thistutorial isto print it by pressing the Print button at the
top of this help screen.

Open the Report menu at the top of the M1S2000 screen, then select Report Builder.

Y ou may want to mazimize the Selector window by pressing the square in the top right
corner of the window.

Notice that there are 7 tabs across the top of the Selector screen. Thefirst tab isthe Report
tab, and it will be open.

Uncheck the Advanced tab for now.

Press the New Report button.

Report | Comparizons I Dizplay Fields | Sott Fields | Sl I Results I Snap Setup |

From the Report tab, click on All Enrollments. Wait until you see the list of tables appear
in the white field to the right before moving on to the step 7.

Click on the Display Fieldstab. Click on the + beside the Student table to open it.

Click on Last Nameto select it, then pressthe Add Display Field button. You will see
"Student.Last Name" appear in the large white field.

Repeat step 6 to add First Name to your report. Now students first and last names will
appear on your report.

- HomehaseCourtry ~] Report | comparisans  Display Fislds | sort Fists | saL | 4] ¥
- HomebaseSchool

- HomebazeStateCode il Remove Dizplay Fieldl

- Lastiame | |student Lasthlame

- MiddleName Student Firzthame Move Lp |
- WodDate LI Mave Doven I

Your screen should look like this.

: NOTE: Y ou can aso double-click on afield to add it to the display list.
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10. Click on the Sort Fields tab. Open the Student table and select L ast Name.

11. Pressthe Add Sort Field button. " Student.LastName" will now appear in the large white
field. Your report will now be sorted by last name.

- HomebaseCourtry »| Repart | comparisans | Display Fields  Sort Fields |SQL | | ]
- HamebazseSchool

. HomebasestateCoe Add Sort Field I i Remove Saort Field

- LastiMame | |student LastMame

- MiddleName &I

- hodDate LI hove Daven I

Your screen should look like this.

[/ NOTE: You can sort on more than one field. For instance, you could create

J areport and sort it by District Code and Last Name. The sort field that is
listed first will be sorted first. The sort field listed second will be sorted
second, and so on.

For example, say that you added two sort fields to your report: District Code
and Last Name. If Digtrict Codeislisted first, al the entriesin your report
will be sorted by district. All the "District A’s" will be together, all the
"District B's" will be together, etc. Then, within each District Code, the
students will be sorted by Last Name.

12. Pressthe Results tab, then press Run Query. Thisreport shows you the names, in
aphabetical order, of al the enrollments in your database.

Congratulations, you have just created areport! See how easy it is?

Exercise

Based on the above steps, create an All Enrollments report that displays Sex, Race, and Last
Name. Sort your report by Race
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| ntermediate Selector Tutorial

Now, let's create an enrollment report in Selector. This may look like alot of steps, but it'sreally
quite easy and fast! This tutorial should take no longer than 10 or 15 minutes

Choosing the Type of Report you want to Create

Open the Report menu at the top of the MI1S2000 screen, then select Report Builder.

Press the New Report button.

On the Report tab, click on All Enrollments. Wait until you see the list of tables appear in
the white field to the right before moving on to the next step.

Choosing the Fields you want to Display

Click on the Display Fieldstab. Click on the + beside the Student table to open it.

Click on Last Name to select it, then pressthe Add Display Field button. You will see
Student.L ast Name appear in the large white field.

3. Usesteps2 and 3to add First Name, Birthdate, and Student Seq to your report.

4. Click onthe -- to close the Student table, and click on the + to open the Facility table. Add
FacilityName to your report.

5. Open the School History table and add Grade and Enroll Date to your report.

=-EH School Histary =l Report | comparisons  Display Fields |sm Fielts | SGL | Resutts | Snap Setup |

|

- CountyCode
Daysibs J

| Biapiay Fieid Y| Remove Display FieIdI

Stuclent Lasthame
Stuclent Firsthame
Studert BirthDate

Facility FacilityMame
School Histary Grade
School History EnrollDate

hdove Lp |
Wlowe Dowvn |

Your screen should now look like this. These are the six fields that will be displayed on your
report.
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Limiting the Data to be included in your Report

1. Click onthe Comparisons tab. Open the School History table and select Enroll Date.

2. Click in the white circle beside Between.

3. Click in the top white field. Enter 09/01/99. Tab to move your cursor to the bottom white
field. Type 05/01/00 in the bottom field (Y ou can enter whatever dates you want).

4. Pressthe Add Comparison button. Y our comparison will appear in the large white field.

5. Open the Facility table. Select Facility Name.
6. Click inthewhite circle beside =.
7. Click inthetop whitefield. Enter afacility id from your state.

8. Pressthe Add Comparison button. Y our comparison will appear in the large white field.

=1 School History 2l Report Comparisons | Dispiay Fields | Sort Fields | SL | Resuits | Snap Setup |
-~ CountyCode
Daysibsz

School Histary EnroliDate is between 0900195 and 0501539

w
n o

i lialia e’
n

n
w

i ol
iz not null
% petyeen

IDEIIEH 195

||:|5m1 199

-4 LoclploadFlag - Remove Comparison I
~| r < 1 2]y

our screen should ook something like this. Thisreport will now display students with an
enrollment in facility TNCZCV between 09/01/99 and 05/01/00.

J NOTE: Y ou can use the Comparions tab to limit your report by Grade,

City, Enrollment Type, QAD Date, Res Date, etc. For instance, you could
limit your report to students with a Res Date before 09/01/00. Y ou could
look at students who have an SP Code of 102. Be creative!
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Sorting your Select Data

1. Click onthe Sort Fieldstab. Open the Facility table and select Facility Name.

2. Pressthe Add Sort Field button.

3. Open the School History table and select Grade. Press the Add Sort Field button.

4. Closethe Facility table by pressing the minus sign beside Facility. Open the Student table
and select Last Name. Pressthe Add Sort Field button.

|

FirstMame

o

Repart I Comparizons | Display Fields  Sort Figlds |SQL | Resuts I Snap Setup I

Facility FaciltyMame

School History Grade hiowe Lip |

Student LastMame T — |
azcDesc |

Your screen should look like this. Your report will now be sorted by Facility Name, then Grade,

then student Last Name.

v/

To move asort field up or down, select the field in the Sort Field field.
Then press the Move Up or Move Down button. The field will move up or
down, accordingly.

Getting your Select Results

From the Results tab, press the Run Query button. In afew moments, you will see atable
containing the results of your report.

Saving your Select Settings and Select Results

When you create a report, you may want to save it so that you can run the report at alater date.
Thereis adifference between saving your Select Settings and your Select Results.

* Your Select Results is the table you get when you press the Run Query button. Press the

Save as File button to save your results table as atext file. Pressthe Save as Table
button to save your resultsas a".db" file. The text or .db file could then be imported into
software such as Microsoft Word or Access to be viewed.

*  When you save your Select Settings you are saving the report type, display fields,
comparisons, and sort fields that you chose for your report. If you think you may want to
run these Select Settings again, you will need to saveit:
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To save your Select Settings:

1. Pressthe Save As button on the Report tab. The Save Report window will open.

2. Enter the name Selector Tutorial in the File Name field.

3. Look at the Save | n box to see where you are saving the file. M1S2000 should
automatically open the M1S2000 folder, which is right under your C drive (it may be
right under another drive.) We recommend saving your reportsin your M1S2000
folder.

4. Pressthe Save button. Your Select Settings will be saved as an R2K file.

NOTE: You can reload your R2K file at any time: Press the L oad From button
on the Report tab. When the Open Report window pops-up, select the name of
the R2K you want to open, and press the Open button. Y our R2K will open, and
you can then run or edit it.

Congratulations! Y ou have now completed an intermediate report! Reporting is
getting easier, isn't it?

<)

Exercise

Create areport that displays femal e students with an enroll date between two dates (hint: you will
need to make two comparisons). Display student Last Name and First Name, family Last Name 1
and First Name 1 (or any parent name field), and Facility Name. Sort the students' last names
alphabetically.
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Advanced Selector Tutorial: Using" And/Or" Groups

Sometimesit is helpful to make "and/or" groupsin Selector. For example, you may want alist of
students who live in either "district 123" OR "district 456." The following tutorial showsyou
how to create "or" groups. (In this tutorial we will not create an entire report; just the "and/or"

part)

1. Pressthe New Reports button on the Report tab

2. Select All Enrollments from the Report tab.

3. Click onthe Comparison tab.

4. Open the School History table and click on Grade.

5. Click on the white circle beside the =.

6. Inthetop whitefield, type 8. Pressthe Add Comparison button.

7. Inthetop white field, delete the 08 and enter 12. Press the Add Comparison button.

=-EE] Credit Accrusl
-] District

- Facility

-] Family

.. LegalF amily
=B Race Code
=-F Schonl History

: i CountyCode
il Daveihs

4:|

i

o

Report  Comparisons |Disp|a«,a Fields | Sort Fields | 5@ | Resutts | Snap Setup |

W
o

il o]
o

=

iz null

iz not null
hetween

w

School History Grade = 08
Zchoal Histary Grade =12

Your screen should look like this.

8. Now, select both comparisons. To select two things at once, click on the first item. Then
hold down on the Control key and click on the second one.

9. Once you have both items selected, press the Make OR Group button.
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: MIS 2000 Report Builder

-Credit Accrual
- District
-Facility
-Farmily
- LegalF armily
-Race Code
-School Hiztory
b CountyCode
- DaysEnr
- DaysPres
- DigtrictCade

w

el ]
n

=
iz mull

iz mot nul
™ hetywesn

W

|12

Report Comparisons | Display Fields | Sort Fields | SaL | Resutts | Snap Setup |

l((SchDul Histary Grade = 053] or (Schoal Histary Grade = 127 ;

3

| |

Your screen should look li
twelfth grade.

ke this. Your report will now show you any students in eighth grade or
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Saving your Select Settings and Results

When you create a report, you may want to save it so that you can run the report at alater date.
Thereis adifference between saving your Select Settings and your Select Results.

The Select Results is the table of data you get when you run your query. The Select
Resultsis your asnwer set.

When you save your Select Settings you are saving the report type, display fields,
comparisons, and sort fields that you chose for your report. Your Select Settingsis
your report design.

Saving your Select Settings (your report design):

1

4.

Press the Save As button on the Report tab. The Save Report window will open.
Enter the Report Name in the File Name field.

Look at the Save I n box to see where you are saving the file. M1S2000 should
automatically open the M1S2000 folder, which is right under your C drive (it may be
right under another drive.) We recommend saving your reportsin your M1S2000
folder.

Press the Save button. Your Select Settings will be saved as an R2K file.

Torun an R2K again:

e PresstheLoad From button on the Report tab.

e When the Open Report window pops-up, select the name of the R2K you want to
open, and press the Open button. Y our R2K will open, and you can then run or
edit it.

Saving your Select Results (your answer set)

1. When you have finished designing your report, press the Run Query button on the Results

tab.

2. When your report displays, press the Save as Table button to save your resultstable asa
".db" file, or press the Save as File button to save your results table as atext file.
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3. IntheFile Namefield, type in the name of the report results.

. NOTE: You can't re-open the DB or text filein M1S2000. Y ou can
J view it with software such as Microsoft Word or Access.

Exercise

In the Comparisons tab, create a comparison that will look at all students who have enroll dates
between two particular dates (choose two dates) AND who attend a particular school (choose a
school from your database).
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Designer Overview

Before learning about Desginer, you should have a good understanding of Selector, the basis of
Designer (see page for aBasic Selector Tutorial).

Following is an introduction to Designer. After reading this section, we recommend that you
work through the Designer tutorial (see page@. Getting hands-on practice is the quickest way to
learn Designer.

To look at Designer:
1. Go tothe Reports pull-down menu and select Report Builder.
2. The Report tab will be showing when you open Selector. Check the Advanced button.
3. Select the Snap Setup tab and press the Designer button.

What you see now is Designer. Thistool is used for arranging and organizing your Selector
report. Y ou cannot build areport in Designer, you can only "pretty it up" here. To build areport,
you must use Selector.

Design and Preview Tabs

There are two tabsin Designer: the Design tab and the Preview tab.

On the Design tab you specify how the Selector data will be positioned on the page, how you
want your data grouped and sorted, and how you want your text to look (bold, italicized, etc).
When working on the Design tab, you are working with "data representations,” not the data itself.
Think of the Design tab asa"virtual report.” It has the structure and instructions for creating the
final report, but it is not the report itself.

Notice that there are three sections to the Design tab. The Header section, the Detail section, and
the Footer section.

e TheHeader iswhere you put information that you want listed at the top (head) of every
page, such as column labels and headers.

» The Detail section iswhere you will put the bulk of your report data.

e TheFooter section iswhere you put information that you want listed at the bottom (foot)
of each page, such as the page number or print date.
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Design I Preview I

([Grece ‘ (e dfz e rluj=== A
[DeEnelk e |AEEaud iAdna=sl a|o-L-==
R I F R R A P S R
-7 Enrollment Report (Sorted by Facility and Grade}
“ Tille
_0
Etudent Last BtudentFirs]  Enroll Datd  [Agd
" Header
o [BBRAHAM LINCOLN SCHOOL | EMITH | [ESLA | B2ms | F_]
™ Detail
0
[ fi]
* Foater

Hereis an example of a Design Document in the Design tab.

On the Preview tab you can see what your report will actually look like.

Design  Preview |

= BEE [0: 1447 » o e

Facility Mame Grade Student L ast Student First Enroll Date  Age
FOURTEENTH STREET SCHOOL 02 MC NEAL Juoy 10/5/95 B
FOURTEEMTH STREET SCHOOL 03 WICNAIRE Juoy 104595 B
FOXCROFT ACADEMY 11 DRAKE Juoy 941798 18
FOXCROFT ACADEMY 11 WOODBURY Jupy 9/1/98 17
FRANK D. ROWE SCHOOL 03  ROBINSON Jupy 9/16/98 8
FRAMK D. ROWE SCHOOL 04  ROBINSOM Juoy 9/21/98 9

Hereis a section of the report on the Preview tab.

When working in Designer, you will switch back and forth between the Design tab and the

Report tah. After you make a change to the Design tab, you can click on the Preview tab to see
how the change looks on the report.
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Toolbars

Y ou will use the Toolbar buttons a lot when working in Designer. If you hover your mouse over a
toolbar button, alittle yellow field will appear to tell you the function of the item.

Go the View menu and select Toolbars. You will see alist of al the available toolbars. We
recommend |eaving the following toolbars checked:

Toolbars v Standard Components
v Hulers v [Data Components
Grid Dptions... &dvanced Components
Repart Tree
Data Tree
Standard
Format
Edit
Diraws
Align or Space
Size
v Mudge

v Show Data

L L LK

Here are the main toolbar items you will use:

|2
A

The DB Text button lets you add Selector data to your Design Document.
The Label button lets you put labels ("nametags") on your Design Document.

i The DB Calc button lets you perform simple cal culations such as adding.

Ea!
= |3‘\| b = The Print, Print Preview, Cut, Copy, and Paste buttons allow you to
quickly edit and print.

fie The System Variable button allows you to add fields such as Page Number, Time, and
Print Date.

| G = | The Nudge buttons allow you to move the items on Designer around.

M New, Open, and Save allow you to create a new Designer, open an existing
Designer report, and to save the Design Document you're currently working on.

£ The Page Setup button brings up a window with options for changing paper
Size/orientation, paper source, margins, and layout:
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Pogeserp |

| Faper Source I Layout I b arginz I

Faper Size

|Letter 81/2x11in

[

Wwidth 8.5 =
Height " =
Orientatior

S [+ Partrait
i
{~ Landscape

—Freview

1]

Cancel

i
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Basic Designer Tutorial

The easiest way to use thistutorial isto print it by pressing the Print button at the top of this
window. If you haven't yet read the Designer Overview on page [/2| we recommend that you do
so before doing thistutorial.

| NOTE: Designer allowsyou to format your Selector report.

Opening your R2K and Designer Document

Thefirst step in using Designer is to select and organize the data you want included in your
report. Y ou do this with Selector. For this tutorial, we will use the report we created in the
Intermediate Selector Tutorial.

1. Open Report Builder and check the Advanced box on the Report tab.

2. Open Selector Tutorial.R2K: Press the L oad From button on the Report tab in Selector.
Then select "SelectorTutorial" and press Open. Y our R2K will then open.

3. Onceyou have "SelectorTutorial .r2k" open, select the Snap Setup tab.

4. Pressthe Build Snap Table button. In afew seconds, you will see atable open called Report
Results. Thistable holds the data from your Selector report results. Designer will need to
look at the dataiin thistable.

5. Onthe Report Results table, press the Close button. Then press the Snap Designer button.

Now the Designer window is ready for you to work on.

Inserting Database Fields

Notice there are three bands in Designer: Header, Detail, and Footer. In the Header section you
put data that you want to appear at the top of every page. In the Footer section you put data you
want to appear at the bottom of every page. In the Detail section you put data you want to appear
in the middle of each page: your report data.
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1. Toadd adatabasefield to your report, press the DB (Database) text button at the top of your

A

screen

. Then click your mouse in the Detail band. Y ou will see afield with "handles’

onit. Place the DB field to the far left of your Detail band, and at the top of the Detail band:

Design | Preview I

ISnap jl

GAEE @ = | &

0

* Header

’

* Detail

2. Now you need to choose what datato put in this DB field. At the top of your screen there
are four white fields. Click on the arrow in the second field. This drop-down field contains
al the database fields you chose in Selector. Highlight Facility Name. The name of the first
school listed in your Selector report will appear in the DB field.

Design | Preview I

“I Shap j Facility arne

“I.-i'xrial

5 Age

[ s [ 2 @ [asniae

v v 0 o|BithDate
Enrolll ate
—& ‘Facilitul ame
] FirstM ame
i Grade
L LaztH ame

0 [1

|

]

* Header

-°  BBRAHAM LINGOLN SCHOOI

* Detail

& 2|

|+

& B @B

[o- =

st

3. Pressthe Preview tab, and you will see how you report looks so far. Y ou should see alist

of Facility Names all the way down the page.

Now you should have a beginning understanding of how Designer works. Wherever you put the
DB field on the Design tab is where the actual datawill be listed on the report.
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Let’s add the rest of our database fields. Following steps 1-2, pick up another DB text field
and put it beside the Facility Name item. Then click in the drop-down field and select
Grade. You will see agrade appear in your DB Text field.

Press the Preview tab. You will now see alist of grades next to the facility names.

J NOTE: You can enlarge the size of your preview page by entering a

percentage in the percentage field and pressing Return. Y ou can scroll
through the pages of the report by pressing the arrow keys.

6. Add four more DB Text fields. Designate them as L ast Name, First Name, Enroll Date,
and Age (whenever you select birthdate as afield in Selector, it will automatically calculate
the age for you.). Select the Preview tab and you will see that all five fields are now being
displayed on your report.

* Header
EERAHAM LINCOLN SCHOOL] ] F]

* Detail

Your Design tab should look something like this.

_| NOTE: To edit aDB Text field in your Design tab, click your mouse on it.

Y ou will see black "handles" appear around the field. Y ou can then go up to
the white field and change the DB field. Whichever DB Text field has the
handles around it is the currently selected field.

Adding L abels

Now we need to add labels to these DB fields, so the reader of the report will know what the data
on your report is (for example, the reader may not know whether the names listed are the names
of teachers, parents, or students).

To add alabel to your Design Document:

Press the Label button: - .
Click your mouse in the Header tab, over the Facility DB field. A field with handles called

"Label 1" will appear.

Look in thefirst white field at the top of your screen, and you will see that it holds the word
"Label 1." Inthisfield, you type the text that you want to appear on your labels. Delete the
words "Label 1" and type Facility Name in the field. The words "Facility Name" will be
added to your actual label for you.
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Diezign | F'reviewl
IFau:iIit_l,l M ame | ‘ I.-’-'-.rial

D nEh sa| A

1]

I

* Header

o FacilityMarne

* Detail

Your label should look like this.

4. Follow steps 1-3 to add |abels to the other DB fields. Name them Grade, Student L ast,
Student First, Enroll Date, and Age.

([ Ho o :He rus=s=A-2- 5%

ZH SR »2RA U0 v A na=Ete | Ao L

R (N A L SR - S

Etudent Lasi [tudent Firs{  Enroll Datd PBad
Header

BEERAHAM LINCOLM SCHOOL] F]
Dretail

ur screen should look like this.

Formatting Your Design Document

Now its time to clean up the Design Document to make our report look neat and professional!

AddingaTitle

Yo

1. Go tothe Report menu, and select the Title menu option. A new band will be added to your

Design Document above the Header band. This band is called the "Title" band.

A

2. Pressthe Label button, , and put alabel in the center of the Title section.

3. Inthewhite label field to the top left of your screen, type in the words "Enrollment Report

(Sorted by School and Grade)"

4. Withyour Title label still selected (to select it, just click on the label field and the black
handles will appear around it), press the Bold button and the Under line button.
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pl Lt s o' ls'

Enroliment Report (Sorted by Facility and Grade)

" Title

Etudent Las] [Etudent Firs§  Enroll Datd Buad

" Header

& 7

Your title should look like this.

[ J NOTE: Labelsin the Title band are only printed on the first page of the
J report. If you want your title to appear on every page, place thetitlelabel in
the Header section.

Enlarging DB items

We need to enlarge the DB fields so that they will hold long words. Remember, the Design
Document is a representation of what the actual report will look like. The DB fields will not
expand on their own to fit the words. They will stay the exact size asthey are on your Design
Document, so we need to make them bigger.

1. Select the Facility DB field by clicking on it. Hold your mouse over the right side of the
¥ERAHAM LINCOLM SCHO Ok

field and you will see aresizing arrow appear:
Facility field to your right until it looks big enough to hold the names of most of your
facilities.

. Pull the

2. Expand your other DB fields, too. Use your own judgement, and make them roomy enough

to hold your data. Y ou will probably need to move your labels and DB fields abound a
bit.To move afield, just click on it and drag it.

Gradd [tudent Last B
Header
LEION ELEMENTARY SCHOOL | K1 EMTH | lUDY | E_]
D etail

Once you have enlarged your fields, your Design Document should look something like this.
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Resizing Bands

Press the Preview tab and look at your report. Notice that there is alot of space between each
row of the report. Let's tighten the report up so that more rows will fit on each page.

1. Hold your mouse over the gray bar that says "Detail." Y ou will see aresizing arrow. Pull the
gray bar up until it aimost touches the DB fields.

2. Using the same procedure, pull the Title bar up to the bottom of the title.

Enroliment Report {Sorted by Facility and Grade)
* Title
Gradd [tudent Last Bad
* Header
[ BION ELEMENTARY SCHOOL P K] EMITH | UDY | B2ee | E_]
~ Detail

Formatting with Fonts and Styles

Now lets format our labels so that they stand out more.

1. Select the Facility Name label by clicking on it. Then press the Underline button.
2. Click in the drop-down field of fonts and select 12.
3. Follow steps 1-2 to make all of your labels underlined and in 12 font.

Gradd Etudent Lasi EBtudentFirs]  EnrollDatd  [agd
Header
BCADEMY HILL SCHOOL | B6] EmTH | UDY |

[ et ail

Your |labels should look like this.

Using the Nudge buttons

Chances are that some of your labels and DB fields aren't lined up quite evenly. Using your
Nudge buttons, you can "nudge" your fields around until they are exactly where you want them
(if you don't see the nudge buttons, go to the View Menu, select Toolbars, and select Nudge).

Gradd Ftudent Firsh
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Y ou can see that these three labels are not lined up evenly. To even them up, you could select the
"Student First" label, then press tNedge Down button.

Mudge Doven

The label will move downward. You can keep nudging the label until it is where you want it.

Adding Page Numbers and Print Date

To finish touching up our report, let's add page numbers and the print date to the Footer of our
report. Remember, data listed in the Footer will appear at the bottom of every page.

1. Click on the System Variable butt ,%E' on the toolbar. Then put your mouse to the top
left of your Footer section and click. You will see a System Variable field appear.

2. Click in the drop-down field to the top left of your screen, and sbket Today's date will
appear in the system variable field.

3. Pick up another System Variable field and put to the far right of the footer. Then go to the
drop-down field and sele€&age No.

4. Finally, let's make a label for the print date field. Click on the Label button and put a label in
front of the print date field. Go to the drop-down field and type in "Print Date."
fi]

Footer

Your Footer should look like this

Saving your Designer L ayout

Go to the File menu and press Bave As button. A Save As table will open. In the File Name
field enterDesigner Tutorial. Your report will be saved as &M report. It is a good idea to
save your rtm files in the MIS2000 folder.

Congratulations! You have now designed a professional looking report in Designer. Press the
Preview tab to see how your finished report looks. It should look something like this (except all
your first names won't be the same!)
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Enrollment Report {Sorted by Facility and Grade}
Facility Mame Grade  Student Last Student First Enroll Date Age
CASCADE BROOK SCHOOL 05 MURPHY Juoy 028 10
CASCADE BROOK SCHOOL 05 PHELPS Juoy 95188 0
CASCADE BROOK SCHOOL 05 FOOLER Juoy Qr2E 0
CASCADE BROOK SCHOOL 1]} JOHNSON Juoy 9198 12
CASCADE BROOK SCHOOL 1]} MURPHY Juoy 9,28 12
CASCADE BROOK SCHOOL 06 PHELP% Juoy ar28e "
CATHEDRAL SCHOOL o LE Juoy prRache b 7
CATHEDRAL SCHOOL 04 NGUYEM Juoy 0438 g
CATHERIME MCAULEY HIGH SCHOO 10 O'OOMMELL Juoy 0038 16
CAWE HILL SCHOOL o1 FOLMER Juoy 0425 T
CAWE HILL SCHOOL 0z CARMNEY Juoy Qr2E 7
CAWE HILL SCHOOL 0z HELLLIM Juoy Ar2ae 7
CAWE HILL SCHOOL 0z M DONALD Juoy Ar2ae 3
CAWE HILL SCHOOL 0z YOUNG Juoy 92098 T
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Intermediate Designer Tutorial: Adding One Group

In order to do this tutorial you must have completed the Intermediate Selector Tutorial.

In many reports you will want to create groups. Y ou may want a report that has students grouped
by school, test scores, days enrolled, etc. Having your data grouped can make it easier for the
reader of the report to understand the data at a glance. Here is an example of areport with

grouping:
MEA Scores By District (Count)

District Code: 1004

Test Mame: MEAD
Test Level: 08

Test Score; A 1
Test Score: B 2
Test Score: 0 4

Test Mame: MEADZ
Test Level: 04

Test Score; A 1
Test Score: B 3]

Test Score: M 2

Thisreport has three groups: District Code, Test Name, and Test Level.

Here is the Design Document for the above report:
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* Title

* Header

* Group Header[0]: DistrictCode

* Group Header[1]: TestCode

* Group Header[2]: Testlevel

* Detail

* Group Footer2]: TestLevel
* Group Foater1]; TestCode

* Group Footerd0]: DistictCode

IMEA Scores By District (Count)

District Code][1004 |

Mest Mame|MEADZ |

Mest Score] |5 f |

Opening the Selector (R2K) file and Designer File (RTM)

1

Open Report Builder. Press the L oad From button on the Report tab and open the R2K you
created in the Intermediate Selector Tutorial, Selector Tutorial .R2K.

Go to the Snap Setup tab and press the Build Snap Table button. Once your table has
opened, press the Close button.

. NOTE: We have to open the R2K file and build the Snap Table so that
J Designer will be looking at results of your Selector report.

Then press the Designer (or Snap Layout) button. Go the File Menu and open the document we
created in the Basic Designer Tutorial, Designer Tutorial.RTM.

Choosing what you want to Group on

1

Go to the Report menu and select Groups. A Groups window will open. Click on the arrow
of the white drop-down field. You will see alist of all the report fields you choose in
Selector.

We want to group on Facility Name, so click on Snap.Facility Name and press the Add
button, then press OK. Y ou will see two new bands added to your Designer: Group
Header: Facility Name and Group Footer: Facility Name.

Any data you put in the Group Header band will be listed at the top
J (head) of each group. Any data you enter in the Group Footer will be
listed at the bottom (foot) of each group.
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F

or matting your Group

1

We want to put the Facility Name label and Facility Name DB fields in the Group Header, so
that those fields will appear at the head (top) of each group.

We must first make some space in the Group Header to put the label and DB field. Hold your
mouse over the words " Group Header" and you will see adouble arrow. Pull the arrow
downward, and white space will appear between the words "header" and "group header.”

Click on the Facility Name label and drag it into the Group Header band. Then drag the
Facility Name DB field into the Group Header band. Now these two fields will be listed at
the top of each group on your report. Click on the Preview tab to see how your report looks
now.

-~

-~

Header

Facility Namg BBRAHAM LINCOLN SCHOOL |

[araup Header[O]: Facilityt arme

HATT

Your band should look like this.

What else might we want at the top of each group? We probably want our other labelsto
appear at the top of each group, too. Hold your mouse over the words " Group Header" again,
and pull your arrow downward. We need to make enough space in the band for the other
labels.

Now drag the other labels into the Group Header band, underneath the Facility Name fields.
Place the |abels above their corresponding DB fields. Press the Preview tab to show how your
report looks so far.

e

Header

Facility Nameg BERAHAM LINCOLN SCHOOL |

lradd  Btudent Lasi Etudent Firsy Enroll Datd  [agd
Group Header[O]: Facilityt armne
HATT | puD] B2G8 | F ]

Dretail

Your Design Document should look like this.
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6. We'reamost done! Let’s clean up the Design Document alittle.

» Select the Facility Name DB field and change its font to 12 (go to the drop-down
field with anumber in it and select 12). Keep the DB field selected, and underline it

by pressing the underline button.

e Select the Facility Name Label and place a colon after the words " Facility Name"

(enter the colon in the Label Text field to top left of your screen).

Press the Preview button, and you will see your final results. Looks good, doesn't it?

Enrollment Report (Sorted by Facility and Grade)
Facility Mame: ABRAHAM LINCOLMN SCHOOL
Grade  Student Last Student First  Enroll Date Age
02 HATT Jupy 9/2/93 7
02 LIINGETONE Jupy 9/1/98 8
02 SHAITH Jupy 9/1/98 8
K LINGETOME JUDy 04/95 5]
K MICHOLSOM JUDy 04/95 5]
P4 LINGETOME JUDy 04/95 4
Facility Name: ACADEMY HILL SCHOOL
>rade Student Last Student First Enroll Date Age
0= hACIRIM JuDy 0,/2/05 g
0= PILLSEURY Jupy 0,/2/05 g

Your report should look something like this.

Saving Your |Intermediate Design Document

Let’s save the work we just did on our Design Document: Go to the File menu and select Save
As. Enter the name, "IntermediateDesigner” in the file name box. Press OK. You will now have

two RTMs: "DesignerTutorial.rtm" and "IntermediateDesigner.rtm”
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Neat Designer Trick!

If you need to move several DB fields or labels around on your Design Document, you don't
have to move them one by one. Y ou can "lasso" them and move awhole group of fields at once.

Click anywhere above and to the right of the items you want to move. Drag your mouse down
and to the left, and you will see afield of dotted lines moving with your mouse. It’s like alasso:

' Eacility Name| [ABRAHAM LINCOLN SCHOOL |

! Gradd  Btudent Last Etudent Firs)  Enroll Datd  [Agd

_________________________________________________________________________

Let go of your mouse, and you will see that all the lassoed items have gray handles on them.
Y ou can now click on the entire group of fields and you move them all at once.

Exercise

Lasso the Grade —Age labels and practice moving them around your report.
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Advanced Designer Tutorial: Using Multiple Groups

In this tutorial we will add another group, so that our report will have two groups.

Opening the Selector (R2K) file and Designer File (RTM)

1. Open Report Builder. Pressthe L oad From button on the Report taband open the R2K you
created in the Intermediate Selector Tutorial, Selector Tutorial.R2K .

2. Go to the Snap Setup tab and press the Build Snap Table button. Once your table has
opened, press the Close button.

N, NOTE: We have to open the R2K file and build the Snap Table so that
J Designer will be looking at results of your Selector report.

3. Then pressthe Designer (or Snap Layout) button.

4. Go the File Menu and open the document we created in the Intermediate Designer Tutorial,
IntermediateDesigner . RTM.

Choosing what you want to Group on

1. Go tothe Report menu and select Groups. The Groups window will open. We have already
grouped on Facility Name, so Snap.FacilityName is aready showing in the Groups window.

2. Pressthe Add button, and "FacilityName" will appear again. We need to change the bottom
"Facility Name" group to Grade.

3. Select the bottom "FacilityName" group. From the drop-down box, select Snap.Grade. You
should now have two Groups: Facility and Grade. Press OK.

roups [N - |

Group[QLF acilityt ame

Group[1]Grade

Inzert

1l

Delete

4. Inaddition to your Facility Group header and footer, you will now see two new bands added
to the Design tab: Group Header: Grade and Group Footer: Grade. The report will be
grouped first on Facility. Then, within each facility group, there will be a grade group.
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We want to put the Grade label and Grade DB field in the Group Header : Grade band, so
that those fields will appear at the top of each grade group. We must first make some spacein
the Grade Header to put the label and DB field. Hold your mouse over the words " Group
Header: Grade" and you will see a double arrow. Pull the arrow downward, and white space
will appear.

Click on the Grade label and drag it into the "Group Header: Grade" band. Then drag the
Grade DB field into the "Group Header: Grade" band. Now these two fields will be listed at
the top of each Grade Group on your report. Click on the Preview tab to see how your report
looks now.

Our report would look better if the other labels were in the "Group Header:Grade" band, too.
Drag the other |abels into the Group Header band, next to the Grade fields.

Header

Eacility Namd [ALBERT S HALL SCHOOL |

Group Header0]: FaciliiyMame

Btudent Last GtudentFirs]  Enroll Datd  [Agd
Group Header1]: Grade
CARDN | [uDY | B2mE |

L etail
Group Foaoter[1]: Grade
Group Footer0]: Faciliteh ame

Your report should look like this.

For matting your Report

1.  Useyoaur lasso to highlight the Grade DB field and Grade label. Press the B button to
make them bold (see "Designer Intermediate Tutorial" to learn how to use the 1asso).

2. Useyour alignment buttons to align any fields that may be uneven. These alignment buttons
make formatting your reports very easy (If you don't see the Align buttons, go the the View
menu, Toobars, and select Align or Space). “ S | e | ol | ol & |

3. Lassothe uneven fields, and pressthe Align Bottom button = |to line them up across the
bottom. Use the Align Top button I to line them up across the top. Hover your mouse
over the alignment buttons to learn their functions. Practice using them.
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What isa Snap Report?

A Snap Report isareport that is saved in alist so that you can run it again and again.

To get to Snap Reports, go to the Reports menu and select Snap Reports. The M1S2000 Snap
Reports window will appear. Here is an example of a Snap Reports list:

IS[=] B3
Select Report
l ;W N 3 Fun Feport }

Count by Cournty ﬁ
Count by Grade

Days Abhsent by District
ADays Abzent by State

Enralliithdramwy Dates wparizon,  then your values. .
Enroliment Court ;

Enrallments (by Facility) | ;
. e

[

N

I &l Add Filter

[ iz ot mul :

[ I between Bemave Filter 1

Thiz report uses a date

rahge:
Start Date  End Date
A A A

Read the following section if you are designing your own reports:

A Snap Report is areport that was created in Report
Builder using Selector and Designer. A Snap Reportisa
combination of your Select Settings (R2K file) and your
Design Document (RTM file). Y ou select your data with
Selector, polish your report format with Designer, then
use Snap Reports to run both files together to give you a
professional looking report.

Technically, you can run your Select and Design
Documents from within Report Builder. But Snap
Reports is a handy way to save your Select and Design
Documents together in one place so that you can easily
run the report again and again, without having to go into
Report Builder.
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Running Snap Reports

Torun aSnap Report:

1. Highlight the name of the report you wish to run.
2. With some reports you have the option to put "filters' on your report. Add filtersif desired.

3. Pressthe Run Report button. Your report will then run and display your results.

Using Snap Report Filters:

Select Beport
l ;Da_l,ls Ahzent by District :j 3 Bun Repart 1

—Add v'our Dwe Filter

2 Fick a field, then a comparizon,  then your values...
F acility. DiztrictCode & - ;'II:II:I
r =
F »= i
ol AddFiter |
iz not mull - -
" bebween
FacilityDiztrictCade = 100 This report uzes a date
range:;
Start Date  End Date
;EIEI.-’EH /98 |05/01/99

In this example:
1. Thereport "Days Absent by District" was selected.

2. Inthe"Add Your Own Filters' field there was the option of adding afilter to the field
Facility.District Code. We decided that we wanted to see only data for District 100. So
"Facility.DistrictCode" was selected.

3. Inthe Comparisons list, the = was sel ected.

4. Inthetop white field the value 100 was entered.

5. The Add Filter button was pressed. The filter "Facility.DistrictCode" appeared in the large
white field. Now the report will only bring up data about District Code 100.
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6. Next, wewanted to limit our report data to data only within a certain date range. So the dates
09/01/98 and 05/01/99 were entered in the Start Date and End Date fields.

7. TheRun Report button would then be pressed to view the report.

Thisreport will now be limited to datain District 100, and data between 09/01/98 and 05/01/99.

] NOTE: Not all Snap Reports require the addition of
filters.
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Adding Reportsto the Snap ReportsList

It is easy to add areport to the Snap Reports List. You just have to tell M1S2000 which RTM and
R2K files you want to use to make up the Snap Report.

] NOTE: A Snap Report is areport that was created in Report Builder using
Selector and Designer. A Snap Report is a combination of your Select
Settings (R2K file) and your Design Document (RTM file). Y ou select your
data with Selector, polish your report format with Designer, then use Snap
Reports to run both files together to give you a professional |ooking report.

Technically, you can run your Select and Design Documents from within
Report Builder. But Snap Reports is a handy way to save your Select and
Design Documents together in one place so that you can easily run the report
again and again, without having to go into Report Builder.

To Add a Report tothe Snap List:

1. Write down the names of the RTM and R2K files that will make up the Snap Report.

2. Go the Procedures menu at the top of your M1S2000 screen, and select Configure Reports.

3. A Configure Reports window will appear. In thistable are listed all of your Snap Reports.
Click anywhere in the Configure Reports grid and pressthe I nsert key. A blank line will

appear for you to enter you new report information.

4. Inthe Report Name column, create a name for your report. This name you enter is what you
will seein your Snap Reports List.

5. Inthe Report File Name column, type in the name of your RTM file (example:
"DesignerTutorial . RTM")

6. Inthe R2K File Name column, type in the name of your R2K file (example: " Selector
Tutorial . R2K")

[/ NOTE: Giving your RTM and R2K files the same name may eliminate
J confusion about which RTMs and R2K s go together. For instance, you could
name files for an enrollment report "Enroll.RTM" and "Enroll.R2K"

Y our report will now appear in the Snap Reports List. All you have to run your Snap Report is go
to the Reports menu, select Snap Reports, select the report in the Snap Report List, and press the
Run Report button.

94 MIS2000 User’s Guide



MS/EdD

Management Services for Education Data

Advanced Snap Features

Using Variable Start and End Dates

Thisis an Advanced Report Builder topic, and will be best understood by people with
experience in using Selector and in adding reports to Snap.

Let’s say that you created a Snap Report that you plan to run once a month, or once ayear. But
each time you run the report you want to use a different date range. For instance, your could have
a Snap Enrollment Report, and you want to enter different enrollment dates each time you run it.

Y ou could go into your R2K file and change the dates each time you run the report, but that
would be time-consuming. Instead, you can design your report with variable report dates. Then
Snap will allow you to enter your dates right on the Snap Reports window, and you'll never have
to go back into your R2K file to change dates.

Thiz report uzes a date
range:

Start Date  End Date
|

Hereiswhere you enter your variable dates on the Shap Reports window.

Tutorial: Adding Variable Start and End Dates to your R2K

1. Open Report Builder
2. Select All Enrollments, then go to the Comparisons tab.
3. Open the School History table, and select the Enroll Date field.
4. Select the between comparison.
5. Inthetop whitefield, enter !startdate
6. Inthebottom white field, enter lenddate
7. Pressthe Add Comparison button.
If you then completed this report and loaded it into Snap Reports, your Snap Reports window

would allow you to enter a date range each time you ran the report. See page[94 to learn how to
load areport into Snap reports.

MIS2000 User’'s Guide 95



MS/EdD

Management Services for Education Data

Adding Filter Fieldsto a Snap Report

Thisis an Advanced Report Builder topic, and will be best understood by people with
experience in using Selector and in adding reports to Snap.

Select Hepart

l SIbMER EMBOLLMEMNT LIST :j 3 Bun Report i

—édd our Dwan Filker
2 | Pick a figld, ther a comparizan,  then vour values. ..

District. DistrictCode R I
Digtrict. RegionCode ;= . i
=

o :

iz nll Add Filter

iz not null | _
EETSEZLA Bemowe Filter 1

Notice that this report has two fields entered in the "Add Y our Own Filters' field:
District.DistrictCode and District.RegionCode. The person who runs this report could use either
of these fields to limit the data shown on the report. They could limit their report to students only
in District 100, or to students only in Region 2 (see pageto learn more about using Snap
filters).

ninieieininle’

Here's how you add fields to the "Add Y our Own Filters" window:

1. Open Report Builder and select All Enrollments (or any Report Type).

2. Pressthe Snap Setup tab.

3. Open the table that contains the field you want to put in the "Add Y our Own Filters' window.

4. Highlight the field and press the Add Snap Field button. That field will appear in the large
white field. It will be added to the "Add Y our Own Filters' window in Snap, and can be used
as afilter when thereport is run.

[+ Credit Accrual Report I Comparisons | Display Fislds | Sort Fields | SaL I Results  Snap Setup |

District DistrictCode [ addSnapField | Remove Snap Field |

|3triName
District.DistrictCode was added on the Shap Setup tab, and this field will now appear in the"Add
Your Own Filters' window in Shap Reports.
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UNDERSTANDING HELP
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About Table of ContentsHelp

Table of Contents (TOC) Help ishelp in book format. It islike having an MI1S2000 manual right

on your computer. In the TOC, topics are arranged into Chapters and Pages. Y ou can browse

through TOC Help as you would browse through a book.

1. Click onthe Help menu at the top of your screen, and select Contents and I ndex. The Help
window will open with the TOC already open. Notice that there is an "Explorer” in the | eft

panel, and in the right panel there is a yellow window where help topics are displayed.

2. Inthe Explorer, double-click on the chapter you want to open. A list of pages will appear
under the chapter.

3. Double-click on the page you wish to view, and your help topic will appear on the right
panel.

File Edit Bookmark Options Help

Help Topics Back | Prirt | £4 I o See bz

@ Contents |@{§ lnde:-:l a4 Eearghl Adding children to a COE

- 2] Welcome = 1 j

@ FIS2000: A Guided T aur

|_:_||:Q| Getting Started with COE 2 and Stu
=) working with COE 2

- |£] Adding childien to a COE
----- @ Entering a new COE

o @ IJzing the Mavigator Bars ir

- |£] Finding a COE that's alreac__

E]@ Working with Student Data_lj
4] | *

After all available data is entered on the
COE Family screen, press the Children

button to add the children.

You will add children to the COE one at a
time. For each new child, press the New

Enrollment button. This will
automatically bring up the Student

Search panel. (Zearching for students
befare adding them to a COE decreases
the possibility of ending up with duplicate

| |

Help Explorer

The Help topic you selected is displayed here

4. Tolook at another topic, simply double-click on the topic in the Explorer panel. It will then

appear in the panel to your right.

5. Familiarize yourself with these buttons on the Help window:

| Back | Erirk | 41

By

To go back to the last Help topic you looked at, click on Back.

To print the Help topic, press the Print button.
Use the Browse buttons to move back and forth between topics in the selected chapter.
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About Index Help

Y our online manual has an index similar to an index in the back of abook.
1. Click onthe Help menu at the top of your screen, and select Contents and I ndex.
2. When the Help window pops-up, select the I ndex tab.

3. Typeinthefirst few letters of the topic you're looking for, and the index will shift
accordingly.

4. You can browse through the Index by clicking on the up and down arrows on the right side
of the Index.

5. Select the topic you want to view. The Help topic will open, and you will see a screen
similar to this:

File Edit Bookmark Optionz Help

Help Topics  Back | Print | L2 I 22
| Conterts €3 Index | 7y §earch| What's the difference between Student
- Data and a Student Record?
Studert ~
Student Data - Student Data is the information you j
difference between Student Data and Student Recard see about students in Student View
entering new Student Data CWihen you enter information in
finding previously entered Student Diata Student View, you are entering
Student Record Student Data. ¥ou cannot print
difference between Student Record and Student Data Student Data directly from the
b do | privt — Student Wiew screen.
Student View -
Diisplay A Student Record is a report about
— a particular student that is designed 4|

In this example, the word "student” was typed in the white field. The index shifted to the word
"student” in the index. The topic "Student: difference between Sudent Data and a Student
Record" was selected, and that topic popped-up in the yellow field.

Familiarize yourself with these buttons on the Help window:

| Back | Erirk | 41 | x |

To go back to the last Help topic you looked at, click on Back.
To print the Help topic, press the Print button.
Use the Browse arrow buttons to move back and forth between topics in the selected chapter.
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About Search Help

If you want to search the online manual for a particular word or phrase, you can do that with
Search Help. Search Help will scan all the Help topics and give you alist of the topics that
contain your selected word(s).

1. Click onthe Help menu at the top of your screen, and select Contents and I ndex.

2. When the Help window pops-up, select the Sear ch tab. Press the Next, and then the Finish
button. The Search Help window will open.

3. Follow the 3 stepslisted in the Search window to find the topics associated with your

word(s).
Help Topicz  Back | Erint | 24 I 2 I
Qﬂl Enntentsl @, Index & Search | Printing Student Records
1. Type the word|z] you wizsh ta find. 1. Add 3 rE_CDrd to j
Iprint student record j the F'””t”'!g queus
by pressing
2. Select matching waords to namow search. Crtl-Q. Orgoto
... record the REPG“
... Aecord menu, then

choose Queue

Record. CJueue
D ezcription of the Rep i as many records

a5 wou want.

3. Chooze topic to display.

How do | print a student Becard™?
What's the difference between Student Data and a Student Record’
What iz a queue? LI

2. If you wish for
health data tn LI

In this example, the words "print," "student,” and "record" were typed in the field. Search Help
scanned all the topics and came up with four topics that contain all three of those words. The
topic, "How do | print a Student Record" was selected, and that topic popped-up in the yellow
field.

Familiarize yourself with these buttons on the Help window:

| Back | Erirk | 41 | 3 |

To go back to the last Help topic you looked at, click on Back.
To print the Help topic, press the Print button.
Use the Browse arrow buttons to move back and forth between topics in the selected chapter.
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CONTACTING MSEDD
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Feedback on the M 1S2000 M anual

We want our manual to be comprehensive and easy to understand. Is there anything we forgot to
add to the manual ? Do you have any suggestions that would make the manual more helpful to
other users?

If you have any suggestions or comments about the M1S2000 manual, please contact Emily
Pennel at support@msedd.com or at (501) 801-2500.
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M1S2000 Technical Support

At MS/EdD, we are working hard to provide you with software that is user-friendly. Additionally,
we try to provide superior on-line help to provide you with the answers you need. To familiarize
yourself with how M1S2000's Help system works, read through the chapter called "Understanding
Help."

If you cannot find the answer you need in M1S2000's manual, please contact us. MS/EdD’s staff
is happy to help you with any questions or problems you have regarding M1S2000.

Telephone Support

Y ou can reach us by phone at (501) 801-2500. Our Office Hours are Monday-Friday, 8:00 am.-
5:30 p.m., Central Time.

E-Mail Y our Questions
Y ou can e-mail us with your questions. Email: support@msedd.com.
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M anagement Servicesfor Education Data (M S/EdD)
Headquarters

Management Services for Education Data (M S/EdD), the company that produces M1S2000, is the
leading provider of software and computer services for migrant educators.

Address: Management Services for Education Data
7540 Highway 107
Sherwood, Arkansas 72120

Telephone: (501) 801-2500
Fax: (214) 853-5177
E-Mail: Support@msedd.com

World Wide Web: www.msedd.com

OfficeHours: Monday-Friday
8:00 am. to 5:00 p.m. Central Time
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H
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