
 

 

 

Engineerica Systems, Inc. 

POB 677096 

Orlando, FL 32867-7096 

 

 

 

http://www.engineerica.com  

 

Quick Start Manual for AccuTrack/AccuSQL 2015 

 

Revision 1.4 

 

 

November, 2014 

 

© 2002 - 2014 Engineerica Systems, Inc. 

All Rights Reserved 

http://www.engineerica.com/


ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

 

Engineerica Systems, Inc. 

POB 677096 

Orlando, FL 32867-7096 

Phone: (407) 678-0936 

Fax: (407) 678-0287 

INTERNET WEB: HTTP://WWW.ENGINEERICA.COM 

Internet Email: info@accutrack.org 

Engineerica Systems, Inc. (ñDeveloperò) has made every effort to ensure the accuracy of this 
document. Developer makes no warranties with respect to this documentation and disclaims any 
implied warranties of merchantability and fitness for a particular purpose. The information in this 
document is subject to change without notice. Developer assumes no responsibility for any errors that 
may appear in this document. Names and data used in examples herein are fictitious unless otherwise 
noted. 

The information contained herein is the exclusive and confidential property of Engineerica Systems, 
Inc. and, except as otherwise indicated, shall not be disclosed or reproduced in whole or in part. No 
part of this document may be reproduced or transmitted in any form or by any means, electronic or 
mechanical, for any purpose, without the express written permission of Engineerica Systems, Inc. 

Due to our continuous effort for improving the software, some of the images or descriptions in this 
manual may not match your version of AccuTrack/AccuSQL. 

Trademarks 

AccuTrack/AccuSQL and the Engineerica Systems, Inc. logo are trademarks of Engineerica Systems, 
Inc. 

All other trademarks acknowledged. 

 

  



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

CONTENTS 

CONTENTS ............................................................................................................................................... 3 

ABOUT ACCUTRACK/ACCUSQL ............................................................................................................... 10 

HOW TO MASTER ACCUTRACK/ACCUSQL .............................................................................................. 11 

WHAT IS THE DIFFERENCE BETWEEN ACCUTRACK AND ACCUSQL? ........................................................... 12 

HOW TO USE THIS MANUAL .............................................................................................................................. 12 

SETTING UP ACCUTRACK/ACCUSQL ....................................................................................................... 14 

OPERATING SYSTEM ........................................................................................................................................ 14 

HARDWARE REQUIREMENTS ............................................................................................................................. 14 

INSTALLATION ................................................................................................................................................ 15 

LAUNCHING ACCUTRACK/ACCUSQL .................................................................................................................. 17 

UNINSTALLING ACCUTRACK/ACCUSQL .............................................................................................................. 17 

USING THE DATA ON A NETWORK WITH ACCUTRACK .............................................................................................. 17 

USING THE DATA ON SQL SERVER WITH ACCUSQL ............................................................................................... 18 

SOME TERMS ......................................................................................................................................... 20 

STUDENT SIGN-INS ................................................................................................................................. 21 

WHAT IS IT? .................................................................................................................................................. 21 

HOW IT WORKS .............................................................................................................................................. 21 

SIGNING IN .................................................................................................................................................... 22 

SIGNING OUT ................................................................................................................................................ 27 

SIGNING IN AGAIN .......................................................................................................................................... 28 

ACCESSING SYSTEM ADMINISTRATION .................................................................................................. 28 

WHAT IS IT? .................................................................................................................................................. 28 

HOW TO ACCESS ............................................................................................................................................. 29 

RETURNING TO THE SIGN IN SCREEN ................................................................................................................... 29 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

EXITING ACCUTRACK/ACCUSQL ....................................................................................................................... 30 

SETTING UP THE SEMESTER DATES ........................................................................................................ 30 

WHAT IS IT? .................................................................................................................................................. 30 

HOW TO SET IT UP .......................................................................................................................................... 30 

SETTING UP STUDENT ACTIVITIES .......................................................................................................... 31 

WHAT IS IT? .................................................................................................................................................. 31 

HOW TO SET IT UP .......................................................................................................................................... 32 

Entering a new Category ...................................................................................................................... 33 

Entering new Activities ......................................................................................................................... 33 

TRACKING SERVICE TYPES ...................................................................................................................... 36 

WHAT IS IT? .................................................................................................................................................. 36 

ADDING SERVICE TYPE ITEMS ............................................................................................................................ 36 

SERVICE TYPE REPORT ..................................................................................................................................... 38 

SIGNING STUDENTS OUT MANUALLY ..................................................................................................... 40 

WHAT IS IT? .................................................................................................................................................. 40 

HOW TO DO IT............................................................................................................................................ 40 

DEALING WITH NO SIGN-OUTS .............................................................................................................. 41 

WHAT IS IT? .................................................................................................................................................. 41 

HOW TO DEAL WITH IT ..................................................................................................................................... 42 

SETTING UP THE STUDENT SIGN-IN SCREEN ........................................................................................... 43 

WHAT IS IT? .................................................................................................................................................. 43 

CHANGING THE WELCOME MESSAGE ................................................................................................................. 44 

GRANTING STUDENTS EXTRA FUNCTIONALITY ...................................................................................................... 44 

SETTING UP THE NEW STUDENT SCREEN .............................................................................................................. 47 

SIGN-IN REPORTS ................................................................................................................................... 48 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

STUDENT ATTENDANCE DETAIL REPORT .............................................................................................................. 48 

STUDENT ATTENDANCE - SUMMARY REPORT ....................................................................................................... 49 

STUDENT LIST (VISITED) ................................................................................................................................... 50 

VISITS SUMMARY REPORT ................................................................................................................................ 50 

BY ACTIVITY DETAIL REPORT ............................................................................................................................. 50 

ACTIVITY SUMMARY REPORT ............................................................................................................................ 51 

SETTING UP PROFILE QUESTIONS ........................................................................................................... 51 

HOW TO DO IT ............................................................................................................................................... 52 

SELECTING A PROFILE QUESTION ........................................................................................................................ 53 

ADDING A PROFILE QUESTION ........................................................................................................................... 54 

ENTERING THE POSSIBLE ANSWERS FOR A PROFILE QUESTION .................................................................................. 54 

CHANGING THE STATUS OF THE QUESTION .......................................................................................................... 55 

CHANGING THE APPEARANCE OF THE QUESTION ................................................................................................... 55 

PROFILE REPORT ............................................................................................................................................ 56 

PROFILE QUERIES ........................................................................................................................................... 57 

COLLECTING FEEDBACK ON SERVICES AND TUTORS ............................................................................... 59 

HOW TO DO IT ............................................................................................................................................... 59 

SELECTING A QUESTION ................................................................................................................................... 60 

ENTERING A QUESTION .................................................................................................................................... 61 

CHANGING THE STATUS OF THE QUESTION .......................................................................................................... 61 

CHANGING THE HEADER OF THE FEEDBACK SCREEN ............................................................................................... 62 

CHANGING THE INSTRUCTIONS .......................................................................................................................... 62 

CHANGING THE OPEN COMMENTS BOX HEADER .................................................................................................... 62 

CHANGING THE FEEDBACK ANSWERS .................................................................................................................. 63 

SELECTING FREQUENCY AND ACTIVITIES TO SURVEY ............................................................................................... 63 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

FEEDBACK SCREEN .......................................................................................................................................... 67 

ACTIVITY RATINGS REPORT ............................................................................................................................... 68 

ACTIVITY COMMENTS REPORT ........................................................................................................................... 69 

ENTERING COMMENTS ON SIGN-IN SESSIONS ....................................................................................... 70 

HOW TO DO IT ............................................................................................................................................... 70 

ENTERING COMMENTS .................................................................................................................................... 71 

SESSIONS LOG REPORT .................................................................................................................................... 72 

ENTERING STAFF .................................................................................................................................... 73 

HOW TO DO IT ............................................................................................................................................... 73 

ADDING STAFF MEMBERS (TUTORS) .................................................................................................................. 74 

ENTERING STAFF SCHEDULES ................................................................................................................. 75 

HOW TO DO IT ............................................................................................................................................... 75 

ENTERING A CUSTOM SCHEDULE FOR A TUTOR ...................................................................................................... 79 

TUTOR SCHEDULE REPORT ............................................................................................................................... 80 

TRACKING MEETINGS BETWEEN STAFF AND STUDENTS ......................................................................... 80 

HOW TO DO IT ............................................................................................................................................... 80 

WHAT THE STUDENT SEES ................................................................................................................................ 81 

TUTORING SESSIONS REPORT ............................................................................................................................ 82 

STAFF SIGN-IN ........................................................................................................................................ 83 

STAFF SIGN-IN ............................................................................................................................................... 83 

STAFF SIGN-OUT ............................................................................................................................................ 85 

SETTING UP STAFF TASKS ....................................................................................................................... 85 

HOW TO DO IT ............................................................................................................................................... 86 

Adding Staff Tasks ................................................................................................................................. 86 

Making Tasks Appear to Staff................................................................................................................ 87 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

TUTORS REPORTS................................................................................................................................... 88 

TUTORS WORK HOURS REPORT ς DETAIL ........................................................................................................... 88 

TUTORS WORK HOURS REPORT - SUMMARY ....................................................................................................... 89 

CALCULATING STAFF PAY ....................................................................................................................... 89 

DEFINING PAY RATES ...................................................................................................................................... 90 

ENTERING THE STAFF PAY RATES ....................................................................................................................... 92 

DEFINING THE ROUNDING RULES ....................................................................................................................... 92 

STAFF PAY REPORTS ........................................................................................................................................ 92 

TUTOR EVALUATION COMMENTS REPORT ........................................................................................................... 93 

ENTERING INSTRUCTORS ....................................................................................................................... 94 

HOW TO DO IT ............................................................................................................................................... 94 

ASSOCIATING INSTRUCTORS TO ACTIVITIES .......................................................................................................... 94 

DISPLAYING THE INSTRUCTOR IN THE ACTIVITIES SCREEN ........................................................................................ 95 

SENDING INSTRUCTORS REPORTS AUTOMATICALLY ............................................................................................... 95 

INSTRUCTOR REPORTS ..................................................................................................................................... 96 

APPOINTMENTS ..................................................................................................................................... 96 

HOW TO DO IT ............................................................................................................................................... 97 

SENDING EMAIL CONFIRMATION WHEN APPOINTMENTS ARE SET OR CANCELED ........................................................ 106 

VIEWING AND CANCELING APPOINTMENTS ........................................................................................ 108 

HOW TO DO IT ............................................................................................................................................. 108 

VIEWING APPOINTMENTS .............................................................................................................................. 109 

CANCELLING APPOINTMENTS .......................................................................................................................... 109 

VIEWING SCHEDULES ........................................................................................................................... 110 

APPOINTMENTS REPORTS .................................................................................................................... 110 

SCHEDULED APPOINTMENTS ........................................................................................................................... 110 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

OPEN SLOTS REPORT ..................................................................................................................................... 111 

TRACKING APPOINTMENTS NO-SHOWS ............................................................................................... 111 

VIEWING NO-SHOWS .................................................................................................................................... 112 

NO-SHOWS REPORT ..................................................................................................................................... 112 

NO-SHOW RESTRICTIONS ............................................................................................................................... 113 

TRACKING APPOINTMENTS CANCELLATIONS ....................................................................................... 114 

VIEWING CANCELLATIONS .............................................................................................................................. 114 

CANCELLATION RESTRICTIONS ......................................................................................................................... 115 

EMAIL REMINDERS ............................................................................................................................... 116 

HOW TO DO IT.......................................................................................................................................... 116 

TRACKING LOANED MATERIALS ........................................................................................................... 117 

ENTERING YOUR MEDIA STOCK ....................................................................................................................... 118 

MEDIA CHECKOUTS .............................................................................................................................. 119 

CHECKING MEDIA OUT ................................................................................................................................... 119 

CHECKING MEDIA IN ..................................................................................................................................... 120 

SETTING CHECKOUT OPTIONS ......................................................................................................................... 120 

LATE MEDIA REMINDER ................................................................................................................................. 121 

LOANED MEDIA REPORTS .................................................................................................................... 121 

MEDIA CHECKOUTS REPORT ........................................................................................................................... 121 

LATE MEDIA REPORT ..................................................................................................................................... 122 

TRACKING SEMINARS AND WORKSHOPS ............................................................................................. 123 

ADDING SEMINARS ....................................................................................................................................... 123 

CHECKING SEMINARΩS STATUS ........................................................................................................................ 125 

STUDENTS REGISTRATION IN SEMINARS ............................................................................................................ 126 

SEMINAR REGISTRATION REPORT ..................................................................................................................... 126 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

MESSAGING ......................................................................................................................................... 127 

HOW IT WORKS ............................................................................................................................................ 127 

RECEIVING MESSAGES ................................................................................................................................... 129 

TEXT MESSAGING ......................................................................................................................................... 129 

/I9/YLbD ²IhΩ{ Lb ............................................................................................................................ 130 

HOW TO DO IT ............................................................................................................................................. 131 

QUERY GENERATOR ............................................................................................................................. 131 

HOW TO DO IT.......................................................................................................................................... 132 

GENERATING REPORTS ........................................................................................................................ 133 

HOW TO DO IT ............................................................................................................................................. 133 

ReporEPORT Toolbox ........................................................................................................................... 135 

TRAFFIC ANALYSIS................................................................................................................................ 137 

HOW TO DO IT ............................................................................................................................................. 137 

EXPORTING DATA ................................................................................................................................ 137 

HOW TO DO IT.......................................................................................................................................... 137 

OTHER SCREENS ................................................................................................................................... 138 

INSTALLATION TROUBLESHOOTING GUIDE .......................................................................................... 140 

ACCUTRACK/ACCUSQL WEB SITE ......................................................................................................... 141 

 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

ABOUT ACCUTRACK/ACCUSQL 

AccuTrack/AccuSQL is database software specially developed for academic success centers, tutoring 

centers and learning labs. The first version of this software was released in 1998. Since then we have been 

continuously adding features and enhancements based on feedback and requests from thousands of 

users. As a result, AccuTrack/AccuSQL is comprehensive software with numerous uses. Here are the just 

some of the functions you can perform with AccuTrack/AccuSQL: 

Track students' visits 

¶ Track usage of services 

¶ TǊŀŎƪ ǎǘŀŦŦΩǎ ǿƻǊƪ-hours 

¶ /ŀƭŎǳƭŀǘŜ ǎǘŀŦŦΩǎ tŀȅ 

¶ Manage appointments 

¶ Manage the intake process of students when they visit your center 

¶ Automatically send student visit reports to instructors 

¶ Schedule any other reports automatically send to a recipient list or shared folder 

¶ Track loaned materials 

¶ Collect feedback on services 

¶ Collect staff ratings 

¶ Analyze traffic patterns 

¶ vǳŜǊȅ ǾƛǎƛǘƻǊǎΩ ŘŜƳƻƎǊŀǇƘƛŎǎ 

¶ Create student and tutor groups for report filtering and messaging 

¶ Conduct Program Assessment 

¶ Send messages to students and staff via AccuTrack/AccuSQL, email and/or SMS  

¶ Check which students and staff members are signed in 

¶ Track student athletes and their required hours 

¶ Manage registration for seminars or workshops 

¶ Record interactions with students 
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¶ YŜŜǇ ŀ ǎŜǎǎƛƻƴΩǎ ƭƻƎ and tutor session questionnaire 

¶ Track grants utilization 

¶ Track tutoring requests and assignments 

¶ Create your own queries with Query Generator 

¶ Run over 84 flexible reports and charts 

¶ Generate custom reports 

¶ And lots more! 

Because of its wide variety of features and flexibility, AccuTrack/AccuSQL is used in many 

different types of centers such as tutoring, advising, writing labs, computer labs, financial aid 

offices, etc. As you will discover, there are many options you can configure to make the software 

suit your particular centerôs needs.  

HOW TO MASTER ACCUTRACK/ACCUSQL 

As you may have gathered, AccuTrack/AccuSQL offers a lot of functionality. We provide you with 

several ways to learn the software. You can choose the method for mastering the software based 

on your learning style and circumstances, including; 

1) Userôs Manuals: These include the Quick Start manual (this manual), the Reference 

Manual, and the Whatôs New manual. Use this manual for a quick description of the main 

modules of the software. Use the Reference Manual for detailed description of each 

screen in the application. Use the Whatôs New manual for new features of each version. 

2) The AccuTrack/AccuSQL Training Webinars: Each webinar focuses on certain 

features of the software and is about one hour long. To view recorded Webinars, please 

visit http://www.youtube.com/engineerica  

3) The AccuTrack/AccuSQL Training Videos: You can now view a video of the recorded 

Webinars on http://www.youtube.com/user/engineerica  

4) The Orlando Training Classes: The two-day class is offered 3-4 times a year. The class 

covers all aspects of using AccuTrack/AccuSQL from beginner to advanced topics. 

Check the Engineerica website for the next class dates. 

5) The AccuTrack/AccuSQL Online Training: There are 6 training sessions to choose 

from. You can order a training session at a time you specify. Sessions run from 2 to 3 

hours long. Please visit http://www.AccuTrack/AccuSQL.org/support/online_training.htm 

for more information. 

6) On-site Training: During the one-day training session you will learn how to use the 

software and will get the opportunity to consult with the trainer on how to best use the 

software at your center. 

http://www.youtube.com/engineerica
http://www.youtube.com/user/engineerica
http://www.engineerica.com/orlando-training
http://www.accutrack.org/support/online_training.htm
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$  Note: To help you learn the software, AccuTrack/AccuSQL ships with three databases: A 

blank database, a sample tutoring database and a sample advising database. Use the blank 

database when you are ready to use the software for real tracking. Use the sample databases to 

see an example of how the software can be set up, sample reports, etc. The sample databases 

contain pre-populated data that you can use to familiarize yourself with how the software works. 

To switch between the databases, use the Database Location screen in the Database menu. 

$  Note: If you are over-whelmed by the various functions AccuTrack/AccuSQL provides, start 

with the most important feature to you. As you get more comfortable with the software, extend 

your usage to other features. For example, start by only using the student sign-in module. When 

you feel comfortable, add the category and activity selection module, tutor selection module, 

appointments create on and tracking module, and so on. 

WHAT IS THE DIFFERENCE BETWEEN ACCUTRACK AND ACCUSQL? 

!ŎŎǳ¢ǊŀŎƪ ŀƴŘ !ŎŎǳ{v[ ŀǊŜ ƛŘŜƴǘƛŎŀƭ ŦǊƻƳ ŀ ǳǎŜǊΩǎ ǇŜǊǎǇŜŎǘƛǾŜΦ ¢ƘŜ ƻƴƭȅ ŘƛŦŦŜǊŜƴŎŜ ƛǎ ƛƴ ǘƘŜ ōŀŎƪŜƴŘ 

database they use. While the examples in this document use AccuSQL 2014 screens, the same 

functionality is available in AccuTrack as well.  Actually if you Ǌǳƴ !ŎŎǳ{v[ ƛƴ άbŀǘƛǾŜέ ƳƻŘŜ ȅƻǳ ŀǊŜ 

accessing the data exactly how AccuTrack would. 

HOW TO USE THIS MANUAL 

The purpose of this manual is to give you a quick introduction to AccuTrack/AccuSQL and to get 

you familiar with its main features. This manual does not cover all the details of the software, but 

rather shows the big picture and how the various parts fit together.   

To get the maximum benefit, you should launch AccuTrack/AccuSQL and follow the manual on 

your computer. If there are examples, type them in to yourself to see how the software works. 

Also feel free to explore other screens and functions on your own to see what they do. If you want 

to learn more about a certain screen, look it up in the Reference manual. 

This manual is divided into sections corresponding to the functionality offered. You can go directly 

to the section that interests you, or you can read all the sections to get a feel of what the software 

can do. Here is a list of those sections: 

Subject Page 

Software Installation 12 

Setting up the terminology 15 
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Student sign-in module 18 

Setting up the sign-in screen announcement  34 

Tracking students demographics 36 

Tracking student athletes 48 

Feedback collection module 52 

Entering Comments on sign-in sessions 61 

Class Sign-ins 72 

Tracking Usage of Grants 74 

Tracking Staff work-hours 78 

Staff Ratings module 87 

Instructorsô Reports 91 

Appointments management module 93 

Loaned materials checkout module 110 

Program Assessment 118 

Tracking Seminars and Workshops 120 

Tracking Contact with Students 123 

Sending Messages 124 
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Checking who is signed in 127 

Generating Reports  128 

Traffic Analysis 130 

Exporting data to other applications 131 

Running Data Repair 132 

After familiarizing yourself with AccuTrack/AccuSQL through this manual, refer to the 
AccuTrack/AccuSQL Reference Manual for detailed descriptions of each screen and for 
instructions on modules not covered here. 

SETTING UP ACCUTRACK/ACCUSQL 

 

OPERATING SYSTEM 

You can run AccuTrack/AccuSQL with any version of Windows, XP and beyond. 

HARDWARE REQUIREMENTS  

AccuTrack/AccuSQL has minimum hardware requirements and can run on almost any 

computer with Windows XP or later. For optimal performance, we recommend at least this 

configuration: 

¶ 1 GHz or faster processor.  

¶ 512 MB of RAM or more.  

¶ 120 MB of free hard drive space. 

¶ SVGA Video Card with a screen area of at least 1024*768.  

¶ 17" monitor.  

¶ A printer for printing out reports. You can use a local or a network printer.  

¶ CD-Rom Drive or USB Flash Drive for installing the software. 

¶ Keyboard and mouse.  
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¶ Microsoft Excel (needed for charting and for some high-level administrative reports).  

¶ (Optional) A network card and connection to access the data remotely.  

¶ (Optional) An ID reader. We provide readers that were tested with the 

AccuTrack/AccuSQL software. 

INSTALLATION 

(1) If you have the installation USB Key 

1. Insert the Engineerica USB key. 
Note: Your key may differ slightly from the picture shown below). 

 

2. /ƭƛŎƪ ƻƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ άhǇŜƴ ŦƻƭŘŜǊ ǘƻ ǾƛŜǿ ŦƛƭŜǎέ 
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3. Run the Installer AccuSQL.exe or AccuTrack.exe file, depending on which version of the software you 

own, by double clicking on it. 

4. Click on the product you would like to install. 
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5. Follow the on screen instructions to install AccuSQL/AccuTrack, Computer Lab Plug-in, or Web 

Gateway. 

 

NOTE:  If you did not purchase the add-on products, click to learn more about them. 

(2) If you downloaded the software from our web site 

Unzip the downloaded file to a folder then run the file ñsetup.exeò file and follow the on-screen 

instructions for installing the software. 

LAUNCHING ACCUTRACK/ACCUSQL 

After installation, you can launch AccuTrack/AccuSQL 2014 by double clicking on the AccuTrack 

or AccuSQL2014 shortcut on your desktop: 

 

You can also click on the Windows ñStartò button and point to All Programs, then point to the 

Accu2015 or AccuSQL2015 folder and click on ñAccuTrack2015.exeò or ñAccuSQL2015.exeò to 

launch the software. 

UNINSTALLING ACCUTRACK/ACCUSQL 

To uninstall AccuTrack/AccuSQL from your computer, launch the Windows Control Panel and 

click on ñPrograms and Featuresò icon. Select AccuTrack 2015 or AccuSQL 2015 from the list 

and click on ñUninstallò. 

USING THE DATA ON A NETWORK WITH ACCUTRACK 

There are two ways you can use AccuTrack: 

1) With data on the local computer. This is the default installation option (by default 

AccuTrack opens the Tutoring Sample database on its local drive). This would be 

changed to the AccuData blank database when you are ready to start setting up your 

own center. 

2) With the data on a shared folder on another computer. Use this option if you want to 

share the data files. This is useful if you want to administer the software or print reports 

from another computer. Also useful if you are running the software on more than one 

sign-in station and you want to share the data. 
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To share the data, you need to select one computer (the host computer/server) for storing the 

data files and then point all other computers to use the data files on this computer. Of course 

for this to work, the computers must be connected via a computer network (LAN or WAN). 

Also the shared folder on the host computer the shared files and folder under that share must 

have read/write access for the users that will be accessing the database. 

Here is how to set up AccuTrack with shared data access: 

1.  Install the software on the local computer using the ñTypicalò 

installation option .  

2.  After installation check the AccuTrack  fold er (e.g. ñC:\ Program 

Files  (x86) \ Accu 2015ò. You will see two folders ca lled ñAccuDataò 

and ñDataDicò. Copy these two folder s from the local computer to 

a folder on a shared d rive (e.g. H: \ shared \ AccuShared). Make sure 

the files and folders under the ñAccuSharedò folder have the 

proper read/write permissions for the users that will be 

accessing the data.  Optionally, if you do not want to map a 

network drive, you can use a unc path to the AccuData folder 

( \ \ SERVERNAME\ ACCUSHARED\ AccuData)  

3.  Launch AccuTrack , login with the default user id of 111111111  and  

password of NEW then  go to t he System Administration area. Click 

on the Database node and then on ñDatabase Locationò. Click on 

ñSelect Pathò and use the browse window to select the data folder 

on the shared drive (e.g. H: \ shared \ AccuShared \ AccuData)  or unc 

path ( \ \ SERVERNAME\ ACCUSHARED\ AccuData) . Click on ñSaveò to save 

the path and then click on ñOKò 

4.  Exit AccuTrack  and restart it. The software is now usin g the data 

on the shared folder  

5.  Point other installations of AccuTrack  to the shared data folder 

by repeating steps 3 and 4 above  

AccuTrack/AccuSQL will record the path to the data folder and will not ask about it again as long 

as it can find its data files there. 

USING THE DATA ON SQL SERVER WITH ACCUSQL 

There are 2 steps you need to perform before using AccuSQL: 

1) Create a blank database in SQL Server or else transfer an AccuTrack/AccuSQL native 

database to SQL Server. 

2) Change the database location to point to the new database on the SQL Server. 

Here is how to transfer a native database to SQL Server: 
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1.  Open AccuSQL an d login as a root administrator  (111111111 and pw 

NEW). 

2.  In the right side of the screen, click Database.  

3.  Click Create Blank SQL DB  to create a blank database. If you want 

to transfer a database (such as the Tutoring Sample or Advising 

Sample, click Transfer DB to SQL and in the Native p ath to 

transfer click Select Path and pick either 

sampledatabases \ Advising_Sample or 

sampledatabases \ Tutoring_Sample.  

4.  In the SQL server connection info (SQL server admin role account) 

area, enter the SQL Server name, authentication mode (SQL server 

authen tication recommended ) and the "sa" username and password. 

In the Database field, type the name for the database you are 

creating. The Owner field is optio nal, but typically would be 

dbo .  

5.  Now press the Test Connection button. If all is well, you will 

get a "Test connection succeeded" message. If not, you will get 

an error message. Verify all the information is correct and 

retest until you get a success message .  Tip : If you are getting 

an oleIDispatch, provider cannot be found error, you need to 

install the S QL Server native client driver. It is in the 

AccuSQL2015\ sql_drivers folder where you installed AccuSQL 20 15. 

Make sure you install the 32 - bit version (sqlncli.msi) or the 64 -

bit version, depending on your operating system.  

6.  Press the Create Blank  Data base  button  if you are creating a 

blank database or Transfer data if you are transferring a sample 

database . You will get a "Transferring data to SQL Server" 

message and AccuSQL will initiate the database creation in SQL 

Server .  

7.  After the process completes, pre ss Close Form in the Transfe r 

database to SQL server window .  

Here is how to connect AccuSQL to SQL Server: 

1.  Now access the Database - >> Database Location screen and click 

the SQL Server radio b utton and click the Next button .  

2.  You should not need to change a nything in the Application Share 

Path area. In the SQL server connection info area, enter your 

server name, authentication mode (SQL server authentication 

recommended ), and your "sa" username and password. In the 

Database drop - down menu, selec t the databas e you just created .  
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3.  Now press the Test Connection button. If all is well, you will 

get a "Test connection succeeded" message. If not, you will get 

an error message. Verify all the information is correct and 

retest until you get a success message .  

4.  Press the Save button and then press Close. Now press the main 

Exit AccuSQL button to close the application .  

5.  When you reopen AccuSQL, you will be connected to the SQL Server 

database. Congratulations!  

AccuTrack/AccuSQL will record the path to the data folder and will not ask about it again as long 

as it can find its data files there. 

SOME TERMS 

Before we start exploring AccuTrack/AccuSQL, we need to define some of the terms we use in 

this manual. 

Activity: The services you offer at your center. For example, these can be the classes you 

tutor, the advising services you offer, or the counseling services you provide to students.   

Staff Task: The activities tutor/staff/advisor performs when they sign-in. 

Administrator: The person who performs setup and maintenance tasks in 

AccuTrack/AccuSQL. You can have as many administrators as you like and you can assign 

them customized access rights to the system using access groups. 

Category: A group of related activities. For example, if you are using Classes for activities, the 

Categories can be the subject areas (e.g. Math, English, etc.) 

Inactive: Items that exist in the database but are no longer used. For example, if a tutor quits, 

you can make his/her record inactive so that it no longer appears in the appointments screen. 

The record is not deleted because it might be needed for historical reports. 

Instructors: If you use classes as your activities, you can also enter the instructors 

(professors) who teach these classes. This will help the student identify the appropriate class 

and will enable you to automatically generate Instructorôs reports. 

Staff: Your employees (e.g. tutors). If you like, AccuTrack/AccuSQL can track the work-hours 

of your staff members and their activities. The staff data is kept separate from the student's 

data. 

Student: Also referred to as visitor ï the person who visits your center to use your services. 

AccuBuzz: When a user signs in and selects an advisor or tutor, the AccuBuzz software will 

check to see if the advisor/tutor is selected for notification. If so, it will pop up a balloon on the 
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advisor/tutorôs computer with sign-in notification. At any time the advisor/tutor can click on the 

AccuBuzz icon and select ñShow today's sign-insò to review all the sign-ins to date. 

Web Gateway: The module that enables appointment scheduling and seminar registrations 

via a Web browser.  

Computer Lab Plug-in: It allows students to sign in and out of AccuTrack/AccuSQL from any 

computer in the lab. In essence, each lab computer becomes its own sign in station! This 

makes the sign-in process more convenient and ensures students sign in and unlock the lab 

computer before using it. 

$  Note: This manual uses terms like staff member or tutor. However, you can substitute 

whatever terms that suit your centerôs terminology. For example, if you have an advising 

center, think óadvisorô each time you see ótutorô or óstaff memberô. Also, AccuTrack/AccuSQL 

allows you to change the terms used in the software itself to your liking as explained below. 

STUDENT SIGN-INS 

WHAT IS IT? 

This feature allows you to track studentsô visits to your center and gives you information on both 

the attendance and usage of services. You can use this information to meet your grants reporting 

requirements, generate reports for upper-level administration, or to improve services. If you are 

using sign-in sheets to do this tracking, you will be amazed how much easier this process will 

become with AccuTrack/AccuSQL. 

HOW IT WORKS 

To use AccuTrack/AccuSQL for tracking sign-ins, simply install the software on a dedicated 

computer in your centerôs reception area and require your students to sign in and out. To sign in, 

students type in their ID number and press <Enter>. Students can also simply swipe their ID card 

in the ID card reader purchased from us. If this is a new ID, AccuTrack/AccuSQL will ask for 

some information such as studentôs name and contact info if you allow new students, and will 

then display the Activities (i.e. services) screen. 

Note: You can setup AccuTrack/AccuSQL to either allow new students to enter themselves in the 

system, or to not allow new students to enter themselves. You can also choose to allow new 

students, but password protect the new student screen. These options are setup in the Users >> 

Setup >> New Student Options screen. 

If the ID number exists in the database, AccuTrack/AccuSQL will display the Activities screen 

directly and will even highlight the activity the student selected during his or her last visit.  To 

complete the sign in, the student selects one of the activities and clicks on ñContinueò. Depending 

how the software is configured, AccuTrack/AccuSQL will either show a staff selection screen, or it 

might simply sign the student in at this point. 
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To sign out, the student simply his or her ID number again. 

Note: The student sign-in screen is by default is full size and does not have maximize, minimize, 

restore, or exit button. Since AccuTrack/AccuSQL is designed to run on a dedicated sign-in 

computer, these controls are removed from the student screens. You can run the screen in sign 

in ñkioskò mode for the sign in stations, but you can also run in ñnormalò mode on the admin 

computers, or the computers that will be using AccuTrack/AccuSQL for reports. ñKioskò or 

ñNormalò mode can be set on a per computer basis in the Sign-in Setup >> Setup >> Welcome 

Screen Options screen. 

 

Before using the software for tracking sign-ins and services, you will need to set it up with your 

centerôs activities. Another section in this manual explains how to do this. This section takes you 

through a sample student sign in using some sample data. This data is available for you to try 

your own sign-ins using the Tutoring Sample database that opens automatically the first time you 

launch the software. Ultimately, of course, you will want to use a blank database and then build 

AccuTrack/AccuSQL to suit your particular needs. 

SIGNING IN 

To sign in, the students simply enter their ID number. The default ID format is a 9-digit number. 

You can change this to a different format if needed (see the System >> Setup >>  ID Settings 

Option screen). As an example, weôll assume a new student (not in the database) called ñNick 

Oberò is coming in for help in Biology 1. He has an ID of 444444445. We also have setup 

AccuTrack/AccuSQL to allow new students to enter themselves in the system in the Users >> 

Setup >> New Student Options screen. When Nick walks in, he sees the sign-in screen, which 

looks something like this: 
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To sign in, Nick would enter his ID number in the ID Entry box. Assuming his ID number is 

ñ444444445ò, here is how he would sign in: 

1.  Type ñ44444444 5ò in the ID entry box  

2.  Hit the <Enter > key on the  keyboard   

He would see the New Student screen, which looks like this: 
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This screen collects studentôs name, contact, and some profile (demographics) data. It will only 

appear to visitors during their FIRST sign-in session. Notice the ID is displayed at the top of 

the screen. 

The student would now use the mouse to move between the fields or hit the <Tab> key and fill-in 

the required info: 

In the first name box, type ñNick ò 

In the last name box, type ñOberò 

In the e -mail box, type ñnickober @mycollege.eduò 

In the Phone field, type ñ555- 123 -4567ò 

In the Address field, type ñ678 Main St.ò 

In the Cit y field, type ñOrlandoò 

In the State field, type ñFLò 

In the Zip field, type ñ32234ò 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

If there are multiple - choice questions, answer them by clicking on the 

answers in the drop - down list box .  

 

Note that fields with red dots mean answers are required. You can customize which fields are 

required or not in Setting up Profile Questions section. 

After answering all the questions, click on ñContinueò to continue with the sign-in. This will bring 

up the Activities screen, which will be similar to this. 
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The activities are grouped in categories. To select an activity, first select its category in the upper 

left box and then select the activity in the lower left box. For example: 

Click on ñCourse Tutoringò in the upper left box  

Click on ñAnatomy & Phys 1 -  BIOLò in the lower left box  

(Optional) Click on ñRequired Hours ò in the upper right Service Type 

box  

(Optional) Click on ñHollan , Wendyò in the lower right Instr uctor box  

Click on  ñContinueò to complete the sign- in  

Note: The above is just an example. You might have different categories 

and activities depending on how your version is set up . You may not 

even need to use activity selection. In that case, you would select not 

to show the Activity Selection screen in your AccuTrack/AccuSQL  setup 

Options menu.  
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Depending on the way your systems is configured, you will either see a screen that allows you to 

select the staff member you will be working with, or you will see a confirmation message. The 

staff members (tutors) the students would see are based on the tutorsô activity assignments and 

also their schedules. 

 

After the Nick is done with the selection process, he would then press the Sign In button and a 

message would appear indicating a successful sign-in. He would now have his tutoring session 

with Mr. Potter, then sign out when he is done. All of the information collected at sign in would 

then be available to view in a number of report formats. 

 

SIGNING OUT 

To sign out, simply enter the ID again. For example, for Nick Ober to sign out, he would: 

Type ñ444444445 ò in the ID box  

Press the <Enter> key  
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He would then see a confirmation message that shows the visits statistics like this one: 

 

SIGNING IN AGAIN 

To test how future sign-ins will go, enter Michaelôs ID number again: 

1.  Type ñ444444445 ò in the ID box 

2.  Press the <Enter> key  

You will notice that AccuTrack/AccuSQL skips the New Student screen and goes directly to the 

Activities screen. The software even remembers the activity Nick selected during his last sign-in 

(e.g. Biology 1 - BIOL) and will select it automatically. He would now click on ñContinueò to 

continue with the sign-in. 

$  Note: You can change the font size and display length of the confirmation message. You can 

also choose to show totals for the week and for the semester by going to System >> Setup >> 

Sign-out Options: 

 

ACCESSING SYSTEM ADMINISTRATION 

WHAT IS IT? 

Containing the setup options, the system administration area allows you to configure 

AccuTrack/AccuSQL, check attendance and generate reports. Access to system administration is 

restricted to authorized users - called administrators. The administrators need to enter a special 

ID and a password to enter this area. AccuTrack/AccuSQL allows you to customize the access 

levels according to the user signing in using Access Groups. 
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HOW TO ACCESS 

Here is what to do to enter the System Administration area: 

1.  Type ñ111111111ò in the  ID box and hit <Enter>  

2.  Type ñNEWò (all upper case ) in the password box and press <Enter>  

 

You will see the System Administration screen. 

 

RETURNING TO THE SIGN IN SCREEN 

To leave the System Administration screen and go back to the student Sign-in screen: 
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Click on the ñReturn to Sign - I n s creen ò button  

EXITING ACCUTRACK/ACCUSQL 

To quit AccuTrack/AccuSQL, click on the ñExit AccuTrack ò or ñExit AccuSQLò 

button  

SETTING UP THE SEMESTER DATES 

WHAT IS IT? 

Before using AccuTrack/AccuSQL, you need to set up your semesterôs dates. You can associate 

activities to a certain semester. AccuTrack/AccuSQL will only display activities assigned to the 

current semester when students sign in. Also, the semester dates appear in the reporting period 

selection box in the Reports screen. 

HOW TO SET IT UP 

From System Administration, click on System >> Semesters. You will see this screen: 
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If your semester dates are not set up already (one that includes today), follow these steps: 

1.  Click o n the ñAddò button on the right 

2.  Enter the semesterôs description in the ñDescriptionò field 

3.  Select  the semesterôs start date in the ñStartò field 

4.  Select  the semeste rôs end date in the ñEndò field 

5.  Select the classes or activities you want to offer this semester 

by moving them from the ñNot selectedò to the ñSelectedò box 

6.  Click on ñSaveò 

SETTING UP STUDENT ACTIVITIES 

WHAT IS IT? 

You can use AccuTrack/AccuSQL to track the usage of activities in your center. To do this, you 

need to enter the different activities you want to track with the software. When students sign in, 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

AccuTrack/AccuSQL will ask them to select the activity they want to use. For example, if you 

have a tutoring center, the activities can be the tutored classes and other activities such as 

group-study, word processing, and watching class videotapes, or whatever services you offer. 

AccuTrack/AccuSQL groups the activities into categories. This makes it easier for students to find 

them. It also makes it possible to report on the group of activities as a whole. For example, you 

can have a category called Math and enter all the tutored math classes under it.  

AccuTrack/AccuSQL gives you the flexibility to define the categories and activities to reflect the 

services you offer at your center. AccuTrack/AccuSQL now also supports Activity <>> Lab ID 

One-to-Many relationship. In other words, you can assign an activity to many different labs. 

HOW TO SET IT UP 

From System Administration, click on Sign-in Setup >> Categories & Activities: 

 

This will bring up the Categories & Activities screen: 

 

Use this screen to set up your activities and services. You will see two list boxes: 
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The list box on the left shows the available categories, while the list box on the right shows the 

activities under the selected category. Click on the different categories of the left to see the 

activities under it. 

ENTERING A NEW CATEGORY  

1.  Click on the ñAddò button on the left 

2.  Type the categoryôs name in the entry box on the left side of the 

screen (under the Category list box). For example, type 

ñChemistryò: 

 

3.  Click on ñSaveò. Chemistry will appear in the Category list box  

ENTERING NEW ACTIVITIES 

1.  Highlight the name of the category where  you want to add the 

activity. In this case, selec t ñChemistryò by clicking on it 

2.  Click on ñAddò in right side of the screen  

3.  In the Activities entry box on the right side of t he screen, 

enter the activity. For example, type ñChemistry 1101 ò in the 

ñActivityò box 



ACCUTRACK/ACCUSQL/ACCUSQL  QUICK START MANUAL  

 

 

< Back to Table of Contents > 

 

4.  (Optional) Click on the ñActivity IDò box and enter the class ID 

number (e.g. CRN)  

5.  (Optional) If the acti vity is a class, click on ñModifyò button 

and select the instructor (s)  of this class from  the Instructor 

box  
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6.  Click on ñCloseò and ñSaveò. The activityôs name will now appear 

in the Activities list box  

7.  (Optional) If you would like to a ssign activities to specific 

labs, click on ñAvailable in these specific labsò button and 

click on ñSelect labsò button \  

Select the lab(s) of this activity you want to assign. Click 

ñClose Formò 

You should see the assigned labs in the box:  

 

Now click Save  to save that class.  
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Repeat the above procedure for adding other activities. When a student signs in next time, the 

student will see the activities in the ñActivityò screen. Try to sign in with Michael Roberts ID 

number to check it out for yourself. 

TRACKING SERVICE TYPES 

WHAT IS IT? 

In addition to tracking the use of activities, you can track the type of service used. For example, if 

you set up your tutored classes as your activities, the service type might be items like tutoring, 

mentoring, computer use, self-study, etc. AccuTrack/AccuSQL now also supports Service Type 

<>> Lab ID Many to Many relationship. In other words, you can assign a service type to many 

different labs. 

ADDING SERVICE TYPE ITEMS 

From the System Administration click on Sing-in Setup >> Service Type: 
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This will bring up the Service Types screen. To add a new Service Type, simply click on Add, 

enter the item, and then click Save. 

 

(Optional) If you would like to assign a Service to specific labs, highlight the Service. Click on 

ñAvailable in these specific labsò and click on ñSelect labsò button. 

Select the lab(s) of this Service you want to assign. Click ñClose Formò. You should see the 

assigned labs in the box. 

Next you need to enable the display of the service type drop-down. Go to Sign-in Setup >> Setup 

>> Activity Screen Options: 
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And make sure the ñShow ñService Typeò list boxò is checked. 

 

When students sign in, they will see the Service Type list box in the Activities screen: 

SERVICE TYPE REPORT 

(Available via Students Visits Tracking >> Reports) 

 
















































































































































































































