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.                                                                                                                      Printing Transcript labels 

for Cumulative Folders 

	1..  Student Absences for the Year. 

      Select UPDATE ABSENCES IN GRADING SYSTEM 

                From your Job list 

                     or from the MENU AT30,XAT001   Option #2 

This job will updates the following: 

· the grading system fields A1, A2, A3 &  A4 with a total # of absences for the each grade reporting Periods. 

· Also, updates grading system field A9 with a total # absences for the year. 

· The Student Records screen @M with total # of absences for the year. 

  We will be using the field (ABSTY) Total Absences this year on the cumulative label. 



	COMMAND           DAILY ATTENDANCE ACTIVITIES MENU  (AT30)                  UF 

             1. Print Attendance Mailers/Reports...(if period restricted)       

             2. Update Absences in Grading System                               

             3. Print Course Absences..............(not period restricted)      

             4. Print Student Attendance Statistics                             

             5. Update Attendance Detail Records...(not period restricted)      

             6. Print Attendance Registers                                      

             7. Print Membership Statistics                                     

            23. Attendance Main Menu                                            

            24. INNOVAK Master Menu                                             

            (c) Copyright  INNOVAK International, Inc. 1999                     

            Licensed Material - Property of INNOVAK International, Inc.         

                                                                                

 ===>    2                                       Press ENTER                                           
                                                                                


This should be run each 9 weeks grading period before

running report cards.

	ABC School District            03                 57XX-XXX (c) INNOVAK 1986 

 For the purpose of ADD ABSENCES TO GRADING  you are selecting school(s) to be processed.                                   

 12                                         Enter School # and 

                                                           Press ENTER                            

                                                 Cancel:Cmd7   Continue <ENTER>

	    ADD ABSENCES TO GRADE REPORTING/MEMBERSHIP SEGMENT                          

    School Year.........    03                 Add to Grade Reporting... (Y/ )              Y                 

    School Number....... 24                Add to Membership Segment (Y/ )         Y                 

    Registration Period.                                                        

    Absence  D A T E S                                                          

             Period   From Thru                                                          

      1.       0812        1011                                                          

      2.     1015       1220                                                          

      3.      0106       0307                                                          

      4.      0317       0523                                                          

      5.                                                                        
   OR - Add absence periods 1-8 and place total in absence period 9....(Y).              Y                 

    57XX-XXX (c) Copyright INNOVAK International Inc  2000                      

    Licensed Material-Property of INNOVAK international inc                     

    Verify:<ENTER>   Help:<HELP>   F3=Exit             F2=Continue              

	  JOB QUEUE OPTION   for: UPDATING ABSENCES IN GRADING SYSTEM                   

  1) To execute this job from the Job Queue, key..........."JBQ"                

  2) To execute this job from your CRT, key…….............."CRT"                

  3) To Evoke this job, key...........................……………..."EVK"                

     Key your choice here.......................……………......... CRT                 

  WARNING: If you elect to run options 1 or 3, 

do not run any  conflicting activities until this job is completed.                  

  (c) Copyright  INNOVAK International, Inc. 1994                  F3=Restart   

  Licensed Material - Property of INNOVAK International, Inc.      Info:<HELP>

  

	2. Teacher Names 

From your Job List  - Select  Teacher Listing.  
Check the listing to be sure that teacher’s name is listed as Last Name and Initial Only.   If not make the necessary corrections in the Instructor Master File to the Teachers that need to be changed.  (as shown below). 

	Select Instructor Master File  -- From your Job List 

                                                  or from the Menu RG20,XRG001  Option #1

You need to Make corrections to The Instructor Name.



	Screen 01 of 01         Instructor File Maintenance            Mode:  Change   

                          Changed          ABC School District            03   File ABC.INSM   

 School Number...     40                                                            

 Instructor Code.      0001                                                          

 Instructor Name.     DOE   J                                                       

 Salutation......          JANE                                                        

 WORK                                                                           

 Department......                                                               

 Building/Office.     04                                                            

 Office Phone....                                                               

 Homeroom........                                                               

 HOME                                                                           

 Home Address.... 1634 Anywhere ST                                               

 City............         LAUREL                                                        

 State and Zip...   MS         39440                                              

 Home Phone...... 601 555 5555                                                   

 Soc. Sec. No....   123456789                                                     

 USER                                                                           

 Define your USER fields on Menu RG10....                                       

 ........................................                                       

 ........................................                                                               User ID... OJORDAN  

 Add record:C10  Delete record:C4   Show field names:C9                         

 Change rec:C11  Reactivate rec:C5  Enable Dictionary:C8    Prior screen:C3     

 Search:<ROLLs>  Start search:C11   Enable Text:C20         End this job:C7    

 


3. Course Names  - In order to print on the small cumulative stickers the course name must be abbreviated to 8 characters or less including spaces  (Very IMPORTANT)

      in the field Course Narrative line 1. 

	Run Query Report (Course listing in STUDENT library) OR 

 - Select  Course Listing.  From your Job List.
There should be a short abbreviation of the course name (8 characters or less including spaces) in the column of Course Narrative 1 –   If not make the necessary corrections in the Course Master File to the Course #’s that need to be changed.  (as shown below). 

Also, Verify that credits are CORRECT. 



	Select Course Master  File  -- From your Job List 

                                              or from the Menu RG20,XRG001  Option #2



	Screen 01 of 02         Course Master File                     Mode:  Change   

          Changed 053002     ABC School District            03   File ABC.CRSM   

 School Year    03      School Number    40         Course Code      230170                             

                                                                                

 GENERAL                                                                        

 Course Name       ACCELERATED ENGLISH 1                                                          

 Narrative 1            Ac Eng 1                                                           

 Narrative 2                                                                    

 Department         ENGLISH                         Subj. Area       ENGLISH                            

 ACADEMIC                                                                       

 Credits             01000                    Duration              04                                 

 Ungraded                                     Exclude RIC                                    

 Exclude Grd                                  Prereg Save                                    

 Contact Hrs      00003                   Lecture Hrs         03000                              

 Lab Hrs            01010                                                              

 Prerequis.                                                                     

 Corequis.                                                                      

 Type (S Hall=Y, Vocational=V, Regular=blanks,Sped=S..                          

 Req Priority    Tot Sec 000 Total Req 00059 Number of Per 0 Seats/Section 000  

 Add record:C10  Delete record:C4   Show field names:C9     Goto screen#:C2  02 

 Change rec:C11  Reactivate rec:C5  Enable Dictionary:C8    Prior screen:C3     

 Search:<ROLLs>  Start search:C11   Enable Text:C20         End:C7  Help:<HELP>


	4. APPLY Credits Earned  to courses  at the  JR & Senior High Schools 

    Refer to your instructions  on how to  Apply Credits .  If this is your first time to Apply credits you may need to schedule a training session.  

Be sure your system administrator has a GOOD BACKUP before doing this. 

Must do Options  1 – 2  - 3 on this screen. 



	COMMAND                  CREDITS/GPA'S MENU         (CG30)                  UF 

             1. Calculate and Print Credits                                     

             2. Calculate and Apply Credits and GPA                             

             3. Calculate Rank based on GPA                                     

             4. Clear CURRENT Credits                                           

            10. Process Honor Roll                                              

            23. Grading Main Menu                                               

            24. INNOVAK Master Menu                                             

            (c) Copyright  INNOVAK International, Inc. 1993                     

            Licensed Material - Property of INNOVAK International, Inc.         

 ===>                                                                           

                                                                                


	5. Build file to Print Cumulative Labels 

  Select Build file to Print Cumulative Labels 

            From Your job list   

            Or Go to Menu CG20,XCG001     Type “CG840”  and press ENTER

	

	    TRANSCRIPT PRINTING FILE BUILD                                              

  The values entered on this screen will be used as to create a file that can be served to transcript label printing.           

   The file will be placed in the QS36F library.          

                                               Year......................................………………......  03

School Number.............………........................  24
Registration Period........………….......................  1
File name to create.............……..…….......  WE322003


    (c) Copyright INNOVAK International, Inc.  2002                             

    Licensed Material-Property of INNOVAK International, Inc.                   

         F3=Exit          Enter=Continue         



	

	Now you are ready to use the Microsoft Word and Excel programs.

· Minimize your Innovak Screen 



	·  FIRST - 
· You were emailed a template for the Elementary and Secondary labels. 

· Create FOLDER – Cumulative Labels in MY Documents 

· Copy Templates to this Folder 



	· SECOND 

· Follow Instructions for setting up ODBC Data Source. 


	· THIRD 

· Click START Programs 

· Microsoft EXCEL 

· Open NEW WORKBOOK
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	<-- On the Toolbar

Click Data 

>> Get External         Data 

>>  Create New    Query


	

	

	Choose Data Source 

 LABELS  -->
(you created this when you created your ODBC Data Source )

Click  OK 
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	QUERY WIZARD 

	1. 

	2. Scroll down the Available Tables and columns 
until you find the File you created during the Transcript label build process.  Select and highlight the file          WE322003       (

2.    Click on the
 box to move all fields to Columns in your Query.

(Results shown in next frame) 
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Click NEXT

	

	Click on the Drop down arrow to display field names.  

Scroll down thru the list to find 

Field names :

· Sort  file by    CLASS 
· Then by  (STNML) Student’s Last Name 

· Then by (STNMF) Student’s First Name 
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	Click 

 RETURN DATA TO MICROSOFT EXCEL 

Click   FINISH
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	A message box will appear over your EXCEL spreadsheet asking you where do you want to put the data. 

Insert  into Existing Worksheet 

Cell A1
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CLICK  OK 


	Wait Patiently here.

When the green World disappears your data is through refreshing.
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	You have DATA.
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	Next  on the EXCEL TOOLBAR 
Click Data 

>> Get External Data

>> Data Range Properties 

Check the box 

REFRESH DATA

on FILE OPEN.

CLICK   OK
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	· Click File and Save AS  the Same Name as you built in INNOVAK.    
                         (WE322003)  in the Cumulative Folder 
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	CLICK  FILE and  EXIT Excel.    



	

	Repeat this steps in this Excel Section for each school.

School Name:              File Name:              School Name:                     File Name

_______________________________         _________________________________

_______________________________         _________________________________

_______________________________         _________________________________

_______________________________         _________________________________

_______________________________         _________________________________

_______________________________         _________________________________

_______________________________         _________________________________

_______________________________         _________________________________



	


	MICROSOFT WORD  -  TRANSCRIPT LABEL TEMPLATE

	· 

	Now to merge Data to Transcript Label Template. 

· Click Start >> Programs >>  Microsoft WORD 

· Open Transcript Label Template  for either Elementary or Secondary  (which ever one your are presently working on. )
 

	

	Change City, State 

Change your Session Days (If not equal to 180)   This is the Number of Attendance days in your school calendar. 
Change the School Term  (If needed) Should be listed as 2003-2004
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	On the Microsoft WORD TOOLBAR 

Click Tools >> Mail merge

(The Mail Merge Helper will display)

· In Step 1 You will see the Main Document and 

· Catalog is already selected for you with the document name specifying either the Elementary or Secondary Transcript Label Template 
· Go to Step 2 
·  Click on Get DATA 
· >> Open Data Source 
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	· Go to My Documents >> Cumulative Labels Folder 

· Change File of Types to Microsoft Excel  -- by clicking on the drop down box and scroll to find MS Excel Worksheets.
· You will see the Excel files display in your window. 
· Double Click on the EXCEL file you saved earlier (WE322003) 
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· 

	· CONFIRM DATA SOURCE -  MS Excel Worksheets via DDE is Highlighted  --  Click OK 
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· 

	· MICROSOFT EXCEL – Entire Spreadsheet is Highlighted –
·  Click OK 
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	· Back to Mail merge Helper

·  Step 3 – Click MERGE

Now were ready to 

MERGE

 our data
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	MERGE 

	

	Click MERGE

This will merge 

ALL RECORDS. 

.  
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	You will see a counter in the bottom left hand corner of the screen as the document is being merged.

When FINISHED, MS WORD merged this data to a NEW DOCUMENT called Catalog 1 (shown in example below.  Every time you run this MERGE option the Catalog # will increment by 1 number.

Click File and PRINT to print labels.  

* * * * RECOMMEND that you print on PAPER first before you actually print on your labels. 

Click the X in th upper right hand corner of the CATALOG 1 document. 

You WILL NOT SAVE this CALALOG# document,

but you will save the TRANSCRIPT LABEL TEMPLATE and the EXCEL file.
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Remember the file you just merged was sorted by Class, Student Name.

	

	

	

	Now,  from this point on you only have to open the Transcript Label Template 

Click Tools >>  Mailmerge >>  MERGE  on the Mailmerge helper  >>  MERGE again

OR   Shortcut  method 

On your TOOLBAR you have a



Click on MERGE this will bring up the dialog box shown below.  From here you can click Merge again or select Query Options to sort or Filter Records 


[image: image20.wmf] 



	

	

	

	The "Sort Records" Dialog Box

To sort the data source file, click the Sort Records tab. You can sort by up to three fields. If you only want to sort by one field, like CLASS, click on the "Sort by" window and choose the CLASS  field from the drop down list. Check the button on the right to choose between ascending and descending sorts. If you want to sort the records so that names are listed alphabetically within Class, click on the  "Then by" window and pick "STNML (Student LastName) from the field list.Click on the “Then by” window and pick “STNMF (Student First Name) from the field list.  Click [OK] to perform sort. 
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1. Suppose you want to sort your labels by – Homeroom Teacher – Last Name  First Name

2. Click on [Query Options] in the " Merge " dialog box.

3.  Click on the Sort Records tab.

4.  Click in the "Sort By" window and select HRINA (HR teacher). 

5.  Now click in the "Then By" window and select STNML = Student Last Name. 

6. Now click in the “Then By” window and select STNMF = Student First Name.

7. Make sure the sort order is Ascending for both criteria. 

8. Click on [OK] to perform the sort. 
Word will store new records in the sort order you established until you close the file or until you change the sort order. When you want to start over with a completely new sort, click the [Clear All] button.



	

	Filtering Records

There is a [Query Options] button in both the "Mail Merge Helper" and the "Merge" dialog boxes. Clicking this button takes you to the "Query Options" dialog box, where you can select (or filter) specific records for the merge based on criteria you identify.

Click on the Filter Records tab in the "Query Options" dialog box . You will see a grid layout with three labeled columns: Field, Comparison, and Compare to. Clicking the down-arrow to the right of the Field column provides a list of the fields in your data source. Clicking the down-arrow to the right of the Comparison column displays a list of comparison options. The comparison options allow you to select or exclude records matching the items you specify in the Field and Compare to columns.  You can see in the structure that you can identify up to six comparisons for a filter. If you use more than one comparison, then you must select from the And/Or options in the column at the far left to decide whether both comparisons must be true (choose And), or whether either selection can be true (choose Or) to select the record. You are limited to the six rows for comparisons, but this still provides many combinations you can use. [image: image22.png]i Feseids 3 Sott Records |
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	Example below shows Records being filtered to include grades 7-12, 58 and 78.
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clicking on CLEAR ALL will clear the Filter to allow you to make a different selection.      

Class equal to 12 

	


Key Y to ADD absence to grade reporting & membership segment. 


Key in the beginning and ending dates of each 9 weeks grading period.


Key Y to add absences periods 1-8 





 * Press Enter 


 * Then Press F2 to Continue





(  Change Choice to CRT   and 


 Press ENTER





 In the Instructor Name Field – Use this for the Teacher’s Last Name and Initial Only


Use the Salutation field for the First Name. 

















>





File Name to create:   WRITE THIS DOWN you will need it later,  This can be anything you want  RECOMMEND you use:                                                                                                                       WE                    32               2003


School initials    School #      School Year





Narrative 1 – MUST be 8 characters or less including spaces. 








Innovak International, Inc
May 2003
18

_1114590532.doc
[image: image1.png]Herge to

[New document. -] g =

Cuer cptins
W mering recrcs
= Bt i ks when ot il vy,
et Bk s wha G s s ]

No query options have been set.








