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ABOUTACCUTRACK/ACCUSQL

AccuTrack/AccuSQd. database software specially developed for academmécessenters tutoring
centersand learning lahsThefirst version of thisoftwarewas released in 199&ince then we have been
continuously adding features and enhancements based on feediratkequestsrom thousands of
users.As a resultAccuTrack/AccuSQd comprehasive software withumeroususes.Here are thqust
someof the functions yowcanperformwith AccuTrack/AccuSQL

Track students' visits
I Track usage of services
T TNI O1 4&ad-hotrF Qa 62 NJ
T /+FEO0dA I GS adGlrFFQa tl @
1 Manage appointments
1 Manage the intake process of stutls when they visit your center
1 Automatically send student visit reports to instructors
1 Schedule any other reports automatically sendatrecipient list or shared folder
M Track loaned materials
1 Collect feedbackn services
1 Collect staff ratings
1 Analyze traffic patterns
T vdzSNE @QAaAG2NEQ RSY23INI LKAOA
1 Create student and tutor groups for report filtering and messaging
1 Conduct Program Assessment
1 Send messages to students and staééfAccuTrack/AccuSQémail and/or SMS
1 Check which studentsd staff members are signed in
1 Track student dtletes and their required hours
1 Manage registation for semimrs or workshops

1 Record interactions with students
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il

f

YSSLI I & SidautolsgsSién qiegtidhnaire
Track grantsitilization

Track tutoring requests and signments

Create your own queries witQueryGenerator
Runover84flexible reporsand charts

Generate custom reports

Andlots 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 particularc ent er 8s needs.

HOW TO MASTERCCUTRACK/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)

2)

3)

4)

5)

6)

User 6 s Mahese mdlugle the Quick Start manual (this manual), the Reference
Manual, and the Wh a t 6 smahNualwJse 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 Wh a tN@&ws manual for new features of each version.
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

The AccuTrack/AccuSQL Training Videos: You can now view a video of the recorded
Webinars on http://www.youtube.com/user/engineerica

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.

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.

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.
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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 DIFFERENBETWEEN ACCUTRAEBB ACCUSQL?

I O0dz¢ NI 01 IyR ! O00dz{v][ IINB ARSYGAOIt FNRBY | dzaSNDa LIS
database they use. While the examples in this document use AccuSQL 2014 screens, the same

functionality is available in AccuTrack as welttually if yolNHzy ! OOdz{ v[ AY abl GA@S¢ Y2
accessing the data exactly how AccuTrack would.

¢
Ida'y

HOW TO USE THIS MANU

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
Instructors6Reports 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 URCCUTRACK/ACCUSQL

OPERATING SYSTEM
You can run AccuTrack/AccuSQL with any version of Windows, XP and beyond.
HARDWARE REQUIREME&NT

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 1 GHz or faster processor.

i 512 MB of RAM or more.

1 120 MB of free hard drive space.

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

1 17" monitor.

1 A printer for printing out reports. You can use a local or a network printer.
I CD-Rom Drive or USB Flash Drive for installing the software.

1 Keyboard and mouse.
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1 Microsoft Excel (needed for charting and for some high-level administrative reports).
1 (Optional) A network card and connection to access the data remotely.

1 (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).

Py ACCUSQLLZ (H:
QL12 (H)
Mixed content options

[ 0 Play
using Windows Media Player

{7 Copy CD
using Mero Express

K Impart media
using MNero Kwik Media

o

™ ~oy Import pictures and videos
; IJ using Windows

Import pictures and videos
using Photo Gallery

View pictures

using Photo Gallery

General options

Open folder to view files
* using Windows Explorer

I
WA tiea thie Arius km—bw
View more AutoPlay options ifControl Panel

2. 1 tA01 2y GKST2LREMYGEAH20K88ISTAL Sae
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Organize v Open Burn New folder
¢ Favorites Name
Bl Desktop . utils
& Downloads .. SQLPlugin12_DIST
| Recent Places - 1\ pps
%@ SkyDrive ) pdf |
@ Documents L avi f
™ YouSendlt T 1. AccuSQL12_DIST
[E| Intro.avi I
- Libraries || LICENSE.txt
Lj-j Documents 4 | autorun.inf |
J’ Music favicon.ico
[&=] Pictures ‘ AccuSQL.exe -
B videos
|l
1% Computer
A . | ] m | »
AccuSQL.exe Date modified: 1/14/2013 6:03 PM Date created: 2/11/201310:19 AM I
e Application Size: 1.47 MB I

Run the Installer AccuSQL.exe or AccuTrack.exe file, depending on which version of the software you

own, by double clicking on it.
Click on the product you would like to install.

SQL Server Center
Management Software

—e
AccuSQL Enterprise-wide solution that is accurate,

fast, secure and scalable

5 Click icons be cess information about the products indicated.

| ‘AccuSQL ComputerLa Accu SL.

{b AccusoL I Accusal

View installation video and install AccuSQL 12.

www.engineerica.com @ contact us @
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5. Follow the on screen instructions to install AcQL$AccuTrack, Computer Lab Riogor Web
Gateway.

NOTE:If you did not purchase the adoh products, click to learn more about them.
(2) If you downloaded the software from our web site

Unzip the downloaded file to a folderthenru n  t h setup.exkddile &d follow the on-screen
instructions for installing the software.

LAUNCHIN@GCCUTRACK/ACCUSQL

After installation, you can launch AccuTrack/AccuSQL 2014 by double clicking on the AccuTrack
or AccuSQL2014 shortcut on your desktop:

2

L

A ccuTrack s Accus QLR

You can also click on the WiAhPRragnarss, tfieS pomtrtatie but t on and
Accu2015 or AccuSQL2015f ol der a nAtcutrack2016.exeom r i A A c 20168X@dto
launch the software.

UNINSTALLINSCCUTRACK/ACCUSQL

To uninstall AccuTrack/AccuSQL from your computer, launch the Windows Control Panel and
clickonfA Pr o ¢ and Reaturesd0 i &eadent AccuTrack 2015 or AccuSQL 2015 from the list
and c | Unnktallo.n 0

USING THE DATA ONNETWORKVITHACCUTRACK

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 | ocal computer wusilng t ATy pi c
installation option
2. After installation check the AccuTrack fold er ( e. g .\Prég@am
Files (x86) \ Accu20150 . You will see two folders ca Il ed AAccuDatabo
and fADat aDadpyg 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 fAAccuSharedo fold
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
(\\ SERVERNAMERACCUSHAREMR\ccuData)
3. Launch AccuTrack , login with the default user id of 111111111 and
password of NEW then gotot he System Administration area. Click
on the Database node and then on fiDatabase Locati
iSel ect Pathod and use the browse window sel ect

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

path ( \\ SERVERNAMRACCUSHAREMRccuData) . Cl i ck Savef®d to s

the path and then click on #AOKDO

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 GRQL SERVBERTH 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. Inthe 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. Inthe 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
geta "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 olelDispatch, provider cannot be found error, you need to
install the S QL Server native client driver. Itis in the
AccuSQL2015\ sqgl_drivers folder where you installed AccuSQL 20 15.
Make sure you install the 32 - bit version (sqIncli.msi) or the 64
bit version, depending on your operating system.

6. Pressthe 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 needto 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 tthe 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 automaticalygener ate I nstructorés 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 1 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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advi sor / t ut with8ign-inmatificgtiont A4 any time the advisor/tutor can click on the
AccuBuzz icon and selielcsto fitSh ove vitiosdeedstel sl stihgen s i gn

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 center6 s t e r mRonesample iff you have an advising
center, think 6éadvisord each AlsomecuTyackiAccaSE Ot
allows you to change the terms used in the software itself to your liking as explained below.

STUDENT SIGNNS

WHAT IS IT?

This feature allows you to track studentsédé visits to
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 centerés reception area and require
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 informations uch as student 6s if gomalowanewdstudents) andwilt i nf o
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 Cergiduedct sDeoreenddfngt he
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 fikiosko mode f drutt hyeo usicgam ianl ssot atuinonsn, inor mal 06 mo
computers, or the computers that wildl be using AccuTr
fi N o r mmade éan be set on a per computer basis in the Sign-in Setup >> Setup >> Welcome

Screen Options screen.

Run in Kiosk mode (Applies to this station)

Before using the software for tracking sign-ins and services, you will need to set it up with your
cent er 6 s Amothér sectibrtin tlissnanual 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
Optionscreen). Assan exampl e, wewdtudentgmotinthe database) c a | INekd
Oberd6 i s ¢ omi n gBidlogy 1f He has bnelD qf 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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Engineerica
CENTER HOURS
Monday - Friday: 8:00 AM to 5:30 PM

Saturday: 8:00 AM to 2:00 PM
Sunday: Closed

Type in your ID Number below, then press "Enter” to sign in or out

.‘ Student Pad
A A

1 Staff Pad

I -

E Seminar Sign up ‘0 )9 Media Checkouts

@ Appointments .‘ Messaging Center l]-p ExitAccuSalL

To sign in, Nick would enter his ID number in the ID Entry box. Assuming his ID number is
fM444444450 |, h e r ée wosld sigo im

1. Typeddf444450 in the | D entry box
2. Hit the <Enter > keyon the keyboard

He would see the New Student screen, which looks like this:
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New Student

Student ID:

Please fill in the information below then click on "Continue"

Cell Do not send SMS messages Birth Date 11

Gender? Program?

Ethnic Background? Classification?

Did you graduate from high school? Residency?
If you did not graduate. do you have a GED? Enroliment status?

Age Group? Referred by?

Continue

Required

This screen collects student @emographts)dataclowiltoalg t |,
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:

Inthe first name box, t yNickoi
Inthe lastname box, t yQ@beroi
Inthee -mai | box, nickopee @mycol |l ege. eduo

Inthe Phone fi el d, typ-d23i46%567 0

Inthe Address fi el d, type fi678 Main St.o
Inthe City field, type AOrl andoo

Inthe State field, type AFLO

Inthe Zip field, type 322340
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If there are multiple - choice questions, answer them by clicking on the
answers in the drop - down list box

New Student

Student ID:

Please fill in the information below then click on "Continue"

Name

Contact

ST (555) 123-4567 [MUNRICEEH 678 Main St. city BRI i 33234
Cell W Do not send SMS messages Birth Date

Gender? Program?
Male E| ARC

Ethnic Background? Classification?

Black-Non Hispanic |Z| Junior

Did you graduate from high school? Residency?
Yes [~] In-state

If you did not graduate, do you have a GED? Enroliment status?
N/A ] Full-time

Age Group? Referred by?

oiss

Continue Cancel

Required

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 allthequesti ons, cl & cto omo nitCiomtig Thisieil bringg he si gn
up the Activities screen, which will be similar to this.
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AccusQL

Tutoring Center Activities

Please select the activity you want to sign into.

(o-1 5[ Computer Labs

Activity Adv PC OS Windows - COMP LEGTE W Howard, Ron
Advanced C++ Program - COMP Lucas, George
Advanced College Read - READ
Advanced Database - COMP
Advanced Visual Basic - COMP
American Government - GOVT

BMGT Supervision - BMGT
Basic Computer Skills - HELP
Basic Excel

Biology 1 - BIOL

Biology 2 - BIOL

Continue

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 @oursdéi Tutoringo in tlefe hopper
Cli ck @Amnmatonmy&Phys 1 - BIOLO i n t he lefowbox

(Optional) Click ®ReguirddHours 0 i n the uppeServiceiTgh t
box

(Optional) Cl i ck #lollanii, Wendyd0 i n t he | o welnstrructgrh tbox
Click on AContinued to compl-ent e the sign

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 t u t activitydassignments and
also their schedules.

Select Your Tutor

Select a name to proceed.

-None-
-Unknown-
Bright, Cindy
Cruise, Tom
Freeman, Morgan

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.

|Nic.lc Ober signed in at 12/02/2014 04:18 PM
SIGNING OUT

To sign out, simply enter the ID again. For example, for Nick Ober to sign out, he would:
Ty p e444044445 o 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:

Nick oOber signed out at 12/02/2014 04:1S% PM.
In for 00:01 hours.

This Week This Semester
To Visits Time Visits Time
Znatomy & Phys 1 [Course Tutoring] 1 1 min. 1 1 min.
Center 1 1 min 1 1 min
Have a good day.
SIGNING IN AGAIN
Totesthow futuresign-i ns wi I I go, ent eagami chael 6s | D number

1. Type 44444444506 in the | D 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 wouldn o w c¢ | iCantinuedo n t @
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:

Sign-out Stats:

Sign-out statistics (yellow box) times outin seconds
Show totals for the week

Show totals for the semester

Sign-out statistics (yellow box) font size

ACCESSING SYSTEM ADIETRATION

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 111111 1Inkthe o ID box and hit <Enter>
2. TypeNEW® (all u gage§ in the password box and press <Enter>

Type in your ID Number below, then press "Enter” to sign in or out

2>

You will see the System Administration screen.

[ System Administration - AccuSQL 2015 Build 14.0.0 =n |22
System Administration

Users
Help Center
Sign-in Setup
Student Visits Tracking Reports
Tutor Visits Tracking
Student Demographics Control Panel
Set Appointments
View Appointments
Media Check-out
Feedback Surveys
Session Log
e frere e Custom Queries
Communications
Tutoring Requests
Seminars
Computer Reservations
System
Add-ons

Success Plans

1 Customize Menu e Return to Sign-In screen I}p ExitAccuSQL

YOUARE NOT CONNECTED TO A SQL SERVER DATABASE YET!

RETURNING TO THENIG SCREEN

To leave the System Administration screen and go back to the student Sign-in screen:
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Click on the td®gnt unscreen 0 button
EXITINGACCUTRACK/ACCUSQL

To quit AccuTrack/AccuSQL,c |l i ck on t heAcciTEack ® or AExit AccuSQLO
button

SETTING UP THE SEMER DATES

WHAT IS IT?
Before using AccuTrack/AccuSQL, you need to set upYoycanassocate mest er 6s
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 BT IT UP

From System Administration, click on System >> Semesters. You will see this screen:
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. Semnesters - AccuSGL 2015 Build 14.0.0 =N =R
% ciose Semesters

Semesters Description Activities count
Description Start End

Fall 2013 09/16/2013 123172013 Start

Spring 2014 01/01/2014 | 05/31/2014
Summer 2014 06/01/2014 08/30i2014
Fall 2014 \09!0112014 12i31/2014

[ Wed, Dec 31,2014 ~

4+ Add X Delete #& Edit

HNot Selected ERTREE Selected
Activity

Academic Use [Computer Use]
Adv PC 08 Windows [Course Tutoring]
Advanced C++ Program [Course Tutoring]
Advanced College Read [Course Tutoring]
Advanced Database [Course Tutoring]
Advanced Visual Basic [Course Tutoring]
American Government [Course Tutoring]
Analytical Chemistry [Course Tutoring]
Anatomy & Phys 1 [Course Tutoring]
Anatomy & Phys 2 [Course Tutoring]
Applied Psychology [Course Tutoring]

If your semester dates are not set up already (one that includes today), follow these steps:
1. Clcko n the AAddo button on the right
2. Enter the semestetriben diesctrhe® ADescriptionodo f
3. Select the semessenbs date in the AStarto fiel
4. Select thesemeste r 6s end date in the AEndo field

5. Select the classes or activities you want to offer this semester
by moving them fr osneltehcet eidNbott o t hed fbSeed ect ed

6. Click on fASaveo

SETTINWPSTUDENT 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,
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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:

Categories & Activities

This will bring up the Categories & Activities screen:

[5), System Administration: Modify Activities - AccuSQL 2015 Build 14.0.0 =n

Categories & Activities

Activity
Description Active » Active AllowAppts.In Only Global Max Students Mi =
Computer Labs \ | Open Lab Use m] 00
Computer Use Skills Training 2 =@ @ o = 00
Course Tutoring
Origntation

Category: Activity ID Activity Activity other
o B e [
pen Lab Use -

/] Ho i = [l Sign o Only [ Glok

Appointment Duration

Max Students n Min “ l.ﬂax“ Activity Schedules

E Available in t cificlabs  Medify Selection mstructors
Computer Lab [COMP] Assistant, Lab

4+ Add X Delete # Edit Multiple Delete

Default Instructor
Assistant, Lab

+ Add X Delete & Edit

Registered Students Vi Advanced

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 CATHRY
1. Click on the AAddo button on the | eft

2. Type the categoryds name in the entry box on the
screen (under the Category list box). For example, type
A@Gemi stryo:

Category:
Chemistry Active

€ Cancel _ BEEUCM Multiple Delete

3. Click on n&hemisty. will appearinthe Category list box

ENTERING NEW ACTINHS

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

activity. In this case, selec t AChemistryo by clicking on it
2. Click on fAnAighdside of the screen
3. Inthe Activities entry box on the right side of t he screen,

enter the activity. For example, type fiChemistry 1101 o6 i n t he

AActi vityod box
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[, System Administration: Modify Activities - AccuSQL 2015 Build 14.0.0 ===
Categories & Activities

Activity
Description
Chemistry
Computer Labs
Computer Use
Course Tutoring
Orientation

Active AllowAppts.In Only Global Max Students Mi =

Category:

_ Activity ID Activity Activity other
SIETES B Aciivz 123458 Chermistry 1101 [ ]

3 - Active Allow unregistered students Open for Appointments [l Sign In Only [l Global Registration
. Add . — LB DEES Appointment Duration
max swaents R Mo Max Activity Schedules

ilable inthese

Instructors | Select

Default Instructor

—Mo Default Instructor—

€ Cancel

Advanced

(Optional) Click on Achte vii t yboxdndenter the class ID
number (e.g. CRN)

(Optional) If the acti vity is a class, click on AModi fyodo button
and select the instructor (s) ofthis class from the Instructor
box
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Select instructors to assign - Accu5SQL..

¥ Last Name FirstMame =

[C{Allen Waody

[]|Assistant Lab

[]|{Cameron James

| Columbus Chris

[]|Coppola Francis F.

[J|Hallan Wendy

[]|Howard Ron

Lucas George
Learning Cer
Star Lab

John

James
is Robert

¥ close

Click on ACl osed AidmddebDhe activityds namepeari | | now ap
in the Activities list box

(Optional) If you would like to a ssign activities to specific
l abs, click on fAAvailable in these specific | absbo
click on ASel elmuttonl\abs o

Select the lab(s) of this activity you want to assign. Click
ACl ose For mo

You should see the assigned labs in the box:

Available in these specific labs Modif_\r Selection

Math Lab [MATH] -

Now click Save to save that class.
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[, System Administration: Modify Activities - AccuSQL 2015 Build 14.0.0 ===

X ciose Categories & Activities

Activity
Description Active AllowAppts.In Only Global Max Students Mi =
Chemistry Chemistry 1101 o |O 00
Computer Labs

Computer Use
Course Tutoring
Orientation

Category: Activity ID Activity Activity other
Chemistry 1/} g1
s —

3 Alow unrayi studs ants [l Sign o Only [l Glo
+ Add X Delete # Edit Multiple Delete e

Activity Schedules

Instructors

Lucas, George
Waoo, John
Woods, James
Zemeckis, Robert

Default Instructor

—Mo Default Instructor—

4+ Add X Delete #& Edit

Advanced

Repeat the above procedure for adding other activities. When a student signs in next time, the

student will see the activit i es i n t he AosignmiwithyMichasl Reberts ID .
number to check it out for yourself.

TRAKING SERVICE TYBPE

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 TYPEMS

From the System Administration click on Sing-in Setup >> Service Type:
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ServiceType

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.

Service Type

Service Type

SenviceType Name
Required Hours
Self Study

Service

[M Available in these specific labs

@ Cancel

(Optional) If you would like to assign a Service to specific labs, highlight the Service. Click on
AAvail able in these sSelectlab$di doultabosnd and click on @

Select the I ab(s) of this Servic¥Youshoudsesthe@t t o assign.
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 suret h e ABdrvicavTypeodlistboxd i s checked.

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

SERVICE TYREPORT

(Available via Students Visits Tracking >> Reports)
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