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Introduction.

This guide assumes that the program ‘Pre School
Reporter’, release 3.1 has been successfully installed
and connected to a live, empty, database.

The following processes will be covered by this guide:

. Setup.

For the program to operate correctly, several
initialization steps must be taken. Basically, these
consist of:
a. Selecting the name of your Nursery Centre.
b. Entering the details of the Nursery Personnel.
c. Entering the details of the Pupils.

. Data Entry.
When the Setup has been completed, Outcome and
Session details can be entered and end of Session
and Transfer Reports generated.
. Report Generation.
Two basic reports can be generated:

a. End of Session Report.

b. Transfer Report.

. E-Mailing Reports.
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Program Setup

Select Nursery Centre.
From the main menu, as shown below, select the

i3 Pre School Reporter R3.1

File Select Centre Personnel Pupils Pre School Reports  Transfer Reports

c Y i )

‘Select Centre’ option. The following dialog box should
now appear:

Select Your Mursery Cenktre : i!

Chooze the name af paur nursery centre fram the drop dawn list below.
When selected, prezs the 'Select’ button to record pour choice,

Select Murzen Centre: I _ﬂ

E xit |

Murzeny Centre D ]

Click on the downward pointing arrowhead, _;, in
the box next to the ‘Select Nursery Centre’ label to
display the list of available nurseries. Select the
appropriate one by clicking on it. Alternatively, your
nursery can be located by clicking inside the box and
beginning to type the name. See following example:
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Select Your Mursery Cenktre )l E]

Chooze the name af paur nursery centre fram the drop dawn list below.
When selected, prezs the 'Select’ button to record pour choice,

Select Mursem Centre: ithill Linder 53 Plavaoup

Futhill Under 5z Playgroup
Murzeny Centre D Metherton Mursery
Morth Muirton PS
Select | 0akbarnk PS
s 0ld Dak Murzemn
Cur Lady'z RC PS

Whichever method is used, the name of the nursery
should now appear in the box. Press the ‘Select’
button and the selection will be confirmed by the
‘Nursery Centre ID’ number changing from 0 to the
relevant ID. In this example, it will be “165’.

Select Your Mursery Cenktre )l E]

Chooze the name af paur nursery centre fram the drop dawn list below.
When selected, prezs the 'Select’ button to record pour choice,

Select Mursem Centre: IMuthiII nder Bz Flayaroup _TJ

E xit |

Murzeny Centre D 165

Now press ‘Exit’ to continue. You should not have to
repeat this step again.
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2. Enter Personnel Details

From the main menu, select the ‘Personnel’ option
and then the ‘Enter New Personnel’ option, as shown:

W Pre School Reporter R3.1

File Select Centre l Persnme.i" Pupils  Pre School Reports  Transfer Reports

Enter Mew Personnel

L Update Personnel
(49 ) Y 4 [ | ' .

You should now be presented with the form for adding
personnel.

o/

Personnel 1D |1
Title: | :I'

First Name: I

Middle Name: I

Last Mame: I

Full Name: I

Designation: I

Currently Employed v

Add Clear Exit

{Hesource Database
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‘Personnel ID’ is automatically generated for you, do
not alter this.

Select Title’ from the drop down list, Mrs, Miss, Ms
etc.

Enter first and last name. The middle name may also
be included.

The ‘Full Name’ will be automatically generated.
Enter the ‘Designation’. This is the description of the
job carried out by this person — e.g. teacher,
classroom assistant etc. This ‘Designation’ will be
used in the generated reports, as will the ‘Full Name’.
The ‘Currently Employed'’ is checked by default and
would not generally require to be changed, but can
be, if so required.

H Add Personnel Resource =13 x|
Perzonnel [D: I‘I
Title: Hi: 3

First M ame: IJohn

Middle Nams:  |"/1iam

Last Mame: IB IGWH

Fuall Marme: IMrJohnW Brown

Designation: IT eacher

Currertly Ernploped ¥

~Resource Database
Add Clear Eat |
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If you are satisfied with your entries, select ‘Add’ to
enter the data into the database. You should now see
the following message

Pre School Repos x|

Mew Personnel Accepted

confirming that the entry has been accepted.

If you are not satisfied with your entries, edit where
necessary and then press ‘Add’, ‘Clear’ the form and
start again, or ‘Exit’ to close the form and cancel the
data entry.

This concludes the section on adding new personnel.

Important Note on Personnel:

It is strongly suggested that before any personnel are
entered, all names and designations to be used are
collected and agreed. Also included must be the
name and designation of the Nursery Centre ‘Head
Teacher/Manager/Designated Member of Senior
Management Team'’ as this is a formal requirement for
the Report. This name/designation should be made
known to all personnel who will be using this program
as it is required to be listed in the ‘End of Session
Details.’

Jaybee Enterprises Ltd ©Copyright 2005 Page 10 of 46



Pre School Reporter R3.1

3. Enter Pupil Details.

From the Main Menu, select ‘Pupils’ and then ‘Enter
New Pupil’.

& rre school Reporter R3.1

File Select Centre Personnel | Pupils Pre School Reports  Transfer Repaorts
Update Pupil
List All Pupils

L
|| — ‘
You should now be presented with the following input

—
form:

Enter New Pupil ;Iglj
Personal Details ] School Details I
—Pupil Full Name —Dates
DOB:  |22/10/2001 |
~Unique Pupil ID Admission: | 21/10/2004 |
"y 18
UPID: ~Attiibutes
—Gender
T Male: =
Female: @
First: I
—Dexterity
Middle: | RightHanded &
I Left Handed: ¥
Last Mo Preference:
—Data Contral
Enter | Reset
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Note that the form consists of two tabbed pages,
‘Personal Details’ and ‘School Details’.

Firstly, complete the ‘Personal Details’ page.

Now fill in the pupil’s name, including the middle name
if possible. The ‘Pupil Full Name’ will be automatically
generated.

The ‘UPID’ (Unique Pupil Identifier) will have been
automatically generated for you.

Now set the ‘DOB’ (Date of Birth) and the date of
‘Admission’.

The ‘Gender’ and ‘Dexterity’ attributes in the
‘Attributes’ panel can also be set, if known.

NOTES: Many of these attributes, dates and details can
be updated from the ‘Update Pupils’ option under the
‘Pupils’ selection from the Main Menu.
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Now switch to the ‘School Details’ page by clicking on
the relevant tab. The following page should now
appear:
=

Personal Details  School Details |

~Pupil Full Name ~Attendance Details
—Sessions per Week
~MNursery Details: Moming: ||3
Centre: Muthill Under 5z Playgroup Afternoon: |U
Teacher. || j
~Pupil's Attendance Record ——
 Transfer School Details
Possible: ||j
School: T
I _I Actual ID
Intended Year of Transfer: l |
—Data Control
Eter | Beset | Ext |

The pupil name you filled in on the previous page
should now appear in the ‘Pupil Full Name’ panel, and
the Nursery Centre you selected in the first step
should be in the ‘Nursery Details’ panel, against
‘Centre’. In this instance, it will be ‘Muthill Under 5s
Playgroup’.

Operate the dropdown list against ‘“Teacher’ and the
names you entered in the previous step (Enter
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Nursery Personnel) should be available to you. Select
the relevant teacher for the pupil.

In the “Transfer School Details’ panel, operate the
‘School’ dropdown list and select the name of the
school the child will eventually be transferred to. If this
is not known, select the Primary school closest to the
Nursery. This value can be changed at a later date
when the true Transfer School name is know, but a
value must be entered at this stage otherwise the data
can not be entered and a warning message, similar to
this

Pre School Reporter R x|

Sorry, there is some data missing.
Please enter data for the following
and try again:

Pupil Mame
Teacher Name
Transfer School

will be displayed.

If known, the ‘Intended Year of Transfer’ can be
entered, otherwise it can be entered later using the
Main Menu ‘Pupils’ and then ‘Update Pupils’ option.

Likewise, if known, the attendance details can be

entered, otherwise they can be entered/changed later
using the ‘Update Pupils’ option.
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If you are satisfied that all details on both pages are
correct, then press the ‘Enter’ button on the ‘Data
Control Panel’ to record the details. If required data is
missing, you will see a warning message similar to the
one above. If you have entered names that would
produce a duplicate ‘Pupil Full Name’, you will see a
warning message like this:

warning x|

,.*" This 'Pupil Full Name' already exists.
;Y Try altering or removing the middle name
so that the Full name is unique.

Do you wish to see details of the pupil
with the same full name?

WARNING - Viewing these details will lose any entries

wou have made, If you wish ko keep your entries,
press 'No', try altering the middle name and

'Enter' again.
] w |

Follow the instructions listed in the message and try
‘Enter’ again. If successful, you will see a message
like this:

Pre School Reporaai.d|

MNew Pupil Accepted,
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New Transfer Schools, Private Schools or Schools in
another Authority.

It is only from the ‘Pupil Update’ option that the Transfer
School list can be added to so as to provide for schools
outside the Local Authority, i.e. different Authority or
Private. This is accessed by selecting the ‘Add New
School’ option from the ‘School:’ drop down list:

| ]
—Transfer School Details

sdd New Schoo

Add New School
Intended ‘Y4 Abemethy Primary
Abernypte Primary
— _|&beruthven Primary )

D ata Control | Alyth Primary S chool

Arngask Primary School
Update{ Auchterarder Primary School
Auchtergaven Primary School b

School:

Selecting the ‘Add New School’ will change the
contents of the ‘Transfer School Details’ panel to:

—Transfer School Details
Add New Transfer School

Name: ]
Local Authority ¢~ Private in Region ¢ Outwith Region

Add New School | Cancel |

-~ o

Type in the name of the new school and select its
category, ‘Local Authority’, ‘Private in Region’ or
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‘Outwith Region’ and click the ‘Add New School’
button to complete the transaction.

You have now completed the basic setup operations
and are ready to enter the Outcome and Session
details as they become available.

. Pupil Updating.

Pupil updating is accessed from ‘Pupils’ in the main
menu.

Pre School Reporter R3.1
File Select Centre Personnel | Pupils Pre School Reports  Transfer Reports
Enter Mew Pupil

s Update Pupil

ﬁ List &Ml Pupils ) ﬁ

Selection of the ‘Update Pupil’ option will present you
with the following screen which is very similar to that
presented for ‘Enter New Pupil’.

Jaybee Enterprises Ltd ©Copyright 2005 Page 17 of 46



Pre School Reporter R3.1

Update Existing Pupil .:].EJE]
Personal Details I School Details |
~Pupil Selector Dates
Teacher: |Select Name | DOB: |19a’0232EID2 >
Pupit Admission; I‘I 8/02/2005 ot
Pupil Has Left: [
1 Unigue Pupil ID
UFID: I Include Pupils that have Left: v
Name —Attributes
Firsk: I Gender ——— Dexterity ———————
_ Male: Ol Right Handed: +
Middle: l Female: o Left Handed:
Last: l No Preference:
rData Contral
Update | Exit | Delete Pupi I

The important differences on the ‘Personal Details’
page are the additions of the ‘Pupil Has Left:’
checkbox and the ‘Include Pupils that have Left:’
checkbox.

‘Pupil Has Left:’ When this is checked, the pupil will
no longer be presented for Annual Report printouts or
for adding or editing outcomes or end of session
details etc. Use this to remove a pupil after you have
printed any required reports. Note: The pupil’s data is
not removed, it is just not made available and can be
returned by un-checking this option.

‘Include Pupils that have Left:’ When checked,
(default value) this will allow pupils who have been
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recorded as having left (see ‘Pupil Has Left:” above) to

be available for updating.

The ‘School Details’ page is again similar to that
found under the ‘Enter New Pupil’ option.

=T
Personal Details School Details I
" Pupil Selector Attendance Details
Current Session
Teacher: |Selec| Name ﬂ
Pupit Session: :]'
i Nursery Details: —Sessions per Week
Centre: Crieff Road Pre School Centre
Morning |0
Teacher: I 3
Afternoon: |0
i~ Transfer School Details -
School: | =l
~Pupil's Attendance Record
Intended “'ear of Transfer: -
I = Possible: |0
Data Contiol Actual: IU—
Update | Exit | Delete Pupi I

There are two main differences, the first of which
deals with ‘Transfer School Details’ and is described
in the section ‘New Transfer Schools, Private Schools
or Schools in another Authority’ above.

The second is the ‘Current Session’ panel. The
session to which the changes are being made must
be entered here. If you fail to do so, the program will

prompt you to enter the ‘Session’.

Jaybee Enterprises Ltd ©Copyright 2005
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5. Entering ‘Outcomes Achieved’.

WUutcomes and Next Steps Input Form

From the main menu select ‘Pre School Reports’ and

then the ‘Enter Outcomes Achieved’ option, as shown
below.

Pre School Reporter R3.1
File Select Centre Personnel Pupils | Pre School Reports  Transfer Reports

Enter Outcomes Achieyed

L Enter End of Session Details

Q) Print/View Repork(s) ‘
+— | p—

You should now be presented with the following
screen:

i = |D| .’SJ
Outcomes Achieved l Mext Steps/Comments |
i Pupil and Curriculum Selector
Session: I A I Teacher: :] Pupil: I ﬂ
Subject: | LI
—Attainments Achieved  [You may enter upto 14 lines of text in this window}
No. Outcomes :‘j
=
Data Controller Overall Total Outcomes Achieved
i | e I Outcomes Achu.aved: I A'sterssk.tl'es Level . § |
= Equates to Attainment Level 1 for this Curriculum Subject
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Note that two tabbed pages are available, one for
‘Outcomes Achieved’ and one for ‘Next
Steps/Comments’.

Commence by selecting the ‘Outcomes Achieved’ tab
and fill in the required details in the ‘Pupil and
Curriculum Selector’ panel, starting with ‘Session’
using the dropdown list. Assuming personnel and
pupils have been entered, operation of the dropdown
list for “Teacher’ should display a list of your relevant
personnel, for example:

Wﬂutcomes and Next Steps Input Form I - EIL)SI

Outcomes Achieved | Next Steps/Comments |

i Pupil and Curriculum Selector

Session: (2003 - 2004 - Teacher |

Miss Lisa J Black

Subject: I Miss Elizabeth M Brown |
Mr &lexander E Charles

Mrs Eileen F Edwards

4

Pupil: I - I

»

—Attainments Achieved  [You may enter upto 14 lines of

Miss Kirsty J Goodrow — :J
Miss Rita & Hayworth
Mr Homer J Simpson ba

o. Qutcomes

e

Selection of the desired teacher will then load the
‘Pupil’ dropdown list that can then be accessed and
the required pupil selected:

mﬂutcomes and Next Steps Input Form - = D]jj

Outcomes Achieved | Next Steps/Comments |

i~ Pupil and Curriculum Selector

Session:  |2003 - 2004 o Teacher:  |Mrs Sarah A Flemming :j Pupil:  |CEES e

Subject: | =] James & McLeish
Fred 4 Smith

Attainments Achieved  [You may enter upto 14 lines of test in this window}

| =l
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The subject can now be similarly selected and the
remainder of the details filled in.

0utcomes and Next Steps Input Form 10} x|

Outcomes Achieved I Mext Steps/Comments |

[~ Pupil and Curticulum Selector
Session: iZﬂDE - 2004 ‘vl Teacher: |Mis Sarah A Flemming vl Pupil:  |Mary A Johnson "I

Subject: !Cammumica\ion and Language :l

[ Attainments Achieved  [v'ou may enter upto 14 lines of text in this window}

Have fun with language and making stories. ;I
Listen with enjoyment to storiss, songs, music, thymes and other poetry.
Pay attention to information and to follow simple instructions.

=
No. Outcomes il

1 Have fun with language and making stories.
2 Listen to other children and adults during social activities and play.
3 Listen with enjoyment ta stories, songs, music, thymes and other poetry. _l
4 Hespond to staries, songs, music, thymes and other poetry.
]
6

Fay attention to infarmation and to follow simple instructions.
Talk to other childien or with an adult about themselves and their experiences. j
i~ Data Controller ~Dverall Total Outcomes Achieved

DOutcomes Achieved: 12 Asterisk this Level W
Equates to Attainment Level 2°  for this Cumiculum Subject

Enter ] Exit | \_.fiewﬂepnﬂl ‘

Note that when initially opened for a new entry, the
‘Enter’ button is greyed out and will only become
accessible when the relevant data has been entered,
which in this case is the number of ‘Outcomes
Achieved’. Also note that on entering the number of
outcomes, the ‘Attainment Level’ is automatically
generated for you. Should the child’s subject level
require asterisking, then check the ‘Asterisk this Level’
box and this will also be automatically added to the
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Attainment Level and will appear in the ‘Transfer
Report’.
Note: Local Authority guidelines state that asterisking
may be used as follows:

‘Please note an asterisk™ can be inserted in any box to
indicate achievement in addition to the 3-5 curriculum’

and
referring to the Tracking Mechanism:
‘Specific Additional Information Box*

Space is provided for staff to enter information relating to
development and progress in addition to the Curriculum
Framework for Children 3-5. If any comments are made
in this box an asterisk * should be added to the
attainment level box. Please note an asterisk* can be
added to any level.’

The ‘Outcomes’ can be added to the report by clicking
on the required statement in the lower panel. Note
that the guidelines state that not all attainments need
be listed. The report can contain up to 14 lines of text.

The outcomes in the ‘Attainments Achieved’ panel
can be edited/deleted if required. Any such editing will
pertain only to this specific report and will not affect
any other child’s report or the statements displayed in
the lower panel.
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When you are satisfied with your entries, click the
‘Enter’ button to save your data and proceed to the
next subject entry or entry of the Next Steps by
clicking on the ‘Next Steps’ tab.

Selection of the ‘Next Steps’ is similar to the selection
of the attainments.

Should you try to change subject without saving, you
will be presented with the following message:

warning x|

Your data changes have not been saved.

Do you wish to save them now?

(Selecting 'No’ will continue with this action
but your data changes will be lost.)

Either save or cancel as per the message instructions
and continue.

6. Editing ‘Outcomes Achieved’

To edit existing entries, enter as if for adding a new
entry, i.e. main menu, ‘Pre School Reports’ and ‘Enter
Outcomes Achieved'. Fill in the ‘Session’, ‘Teacher’,
‘Pupil’ and ‘Subject’ boxes and if data already exists, it
will be loaded for you and the ‘Enter’ button will
change to an ‘Update’ button. You can then proceed
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with your editing, clicking the ‘Update’ button when
you are satisfied.

7. Entering ‘Next Steps/Comments’.

From the ‘Outcomes and Next Steps Input Form’,
select the ‘Next Steps/Comments’ tab. The following
page should now appear:

Dutcumes and Next Steps Input Form = Dl.ﬂ
Outcomes Achieved Mext Steps/Comments I

r~Pupil and Curriculum Selector
Session:  |2003 - 2004 Vi Teacher. [Mrs Sarsh A Flemming V1 Pupil:  [May A Johnson - |
Subject: | Communication and Language ~l
—MNext Steps/Comments  [You may enter up to 5 lines of text in this window}
~Attainments Achieved  [Y'ou may enter upto 14 lines of text in this window]
Have fun with language and making stories. =
Listen with enjopment to stories, songs, music, thymes and other poetmy.
Pay attention ta information and to follow simple instructions.
=
N_ Next Steps |
1 Have fun with language and making stories.
2 Listen to other children and adults during social activities and play.
3 Listen with enjoyment to stories, songs, music, thymes and other poetry. _I
4 Hespond to stories. songs, music. rthymes and other poetl 3
-3 Pay attention to information and to follow simple: instiuctions
6 Talk to other children or with an adult about themselves and their experiences. LI
rData Controller ~Dverall Total Dutcomes Achieved
S 12 e
B Rl ViewRanon I Outcomes AEhI.EVHd. Algbensk.thls Level : v
Enquates to Attainment Level 2*  for this Cumiculum Subject
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You will note that the layout of this page is similar to
that of the ‘Outcomes Achieved’ page, but with the
attainment boxes replaced by the ‘Next
Steps/Comments’ boxes. These operate in the same
manner as the attainment boxes. However, in addition
to this, a copy of the ‘Attainments Achieved’ that you
have already selected, will appear in an ‘Attainments
Achieved’ panel. This is to assist you in selecting the
Next Steps etc. and must not be used for editing the
attainments.

As before, when your selection is complete, press the
‘Enter’ button (or ‘Update’ button if editing existing
Next Steps) to save you data.

8. Entering ‘End of Session Details’.

From the main menu, select ‘Pre School Reports’ and
‘Enter End of Session Details’ as shown below:

Pre School Reporter R3.1
File Select Centre Personmel Pupils | Pre School Reparts  Transfer Reports

Enter Outcomes Achieved
L Enter End of Session Details
Q) Print/View Report(s)
P _—

This should present you with the following three page
form:
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Kl Enter End of Session Details -0 x|
Teacher Comments IAdditianaI Educational Needs/Support Needs | Child's Comments |
~Pupil and Curriculum Selector
A Report
Session; 'l Completed by: ] L] Pupil: I ;J
Head Teacher/Manager/Designated
Member of Senior Management Team: | = Date Completed: | 12/02/2005 ]'
Additional Comments/Information (if required) —(you may enter up to 10 lines of text in this window| 5
~Attainments Recorded in this Report | | Nesxt Steps Recorded in this Report 5
- Data Controller
[Ipdate | View Report | ‘

Commence by entering the required data in the ‘Pupil
and Curriculum Selector’ panel.

The entry ‘Report Completed by’ should be the name
of the person listed as ‘Teacher’ under the ‘Pupils’
entry whilst the ‘Head Teacher/.../Senior
Management Team’ name should be that previously
decided and will be the same for all reports.

If some report details (for any of the three pages)
already exists, then these will be displayed and
available for editing or adding to. The ‘Enter’ button
will also change to an ‘Update’ button.
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7a. Entering ‘Teacher Comments’.

Any ‘Attainments’ and/or ‘Next Steps’ recorded for the
pupil will be displayed in the two lower panels for

Bl Enter End of Session Details 3 =10] x|
Teacher Comments IAdd\linnaI Educational Needs/Support Needsl Child's Cnmmenlsl
~Pupil and Curriculum Selector
Report
Session: |2EIU3 - 2004 _:l C:'?:pleled by: |Mrs Sarah A Flemming _v_J Pupil: IMalyAJchnson ;]
Head Teacher/M /Designated
Member of 5 enior Management Tearn |Mr Hormer J Simpson LJ Date Completed: IU3/UZ:‘ZUU‘5 F
‘Additional Comments/Information (if required) —{vou may enter up to 10 ines of text in this window}
'Y ou can enter your teacher comments here| ;]
Attainments Recorded in this Report | [_Mest Steps Recorded in this Repart |
Have fun with language: and making stories. 2l Emational, Personal and Social Development
Listen with enjoyment to staries, songs, music, rhymes and EEEEas
other poetiy. Be independent in nuisery routines.
Pay attention to information and to follaw simple instructions,
- ‘ Communication and Language :I
Data Controller
Update | Exit | View Repoit | ‘

The ‘Additional Comments/Information’ panel can now

be filled in.

The data can now be entered, or you can move on to
the other pages and fill them in first. If you do ‘Enter’
initially, then the ‘Enter’ button will change to ‘Update’.

Jaybee Enterprises Ltd ©Copyright 2005

In our example we have entered at the “Teacher
Comments’ stage and moved the ‘Additional
Educational Needs/Support Needs’ page:
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7b. Entering ‘Additional Edu....Needs’.
Bl enternd of sessiombetaits =loixf

Teacher Comments  Additional Educational Needs/Support Needs I Child's Comments I
—Pupil and Curriculum Selsctar

Session: [ 2003 - 2004 - E;';gteted by |MrsSarshAFlemming | Pupit  [Mary A Johnsan 2|
Head Teacher/Manager/Designated -
Member of Senior Management Team: |M' HomerJ Simpson "] Date Completed: |03|’02’2E535 ‘l

[~ Additional E ducational Needs/Support Needs for this Pupil

SALT. |

El
—AEN/SN Selector
|Code |Description | =]

Mil Requirements

Speech and Language therapist
Occupational Therapist J
Eehaviow Support Service
Family Suppart Werker _'J
~Data Conbroller 1
Update | Exit I Wiew Report | ‘

The AEN/SNs can be selected from the ‘AEN/SN
Selector’ panel by clicking on the required item in the
‘Code’ column. In our example, ‘S.A.L.T." has been
selected. Alternatively, free text entries can be made
in the ‘Additional Educational Needs/Support Needs
for this Pupil’ panel.

Finally, the ‘Child’'s Comments’ can be entered.
7c. Entering ‘Child’s Comments’.

As with the other pages, click the page tab and you
will be presented with the following screen to fill:
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EntEr End of Session Details ) — |D[5_i

Teacher Comments | Additional Educational Needs/Support Meeds ~ Chid's Comments l
i~ Pupil and Curriculum S elector

. Report q
Session IZU!]B - 2004 v C;ﬂgﬁeted by |Mrs Sarah & Flemming .ﬂ Pupil: !MaryAJnhnsmn ﬂ

Head Teacher/Manager/Designated -
Member of Senior Mﬁagameﬁ Tean |MrHomerJ Simpson—— ~ | Date Completed: | 3/02/2005 = |

[ Child's Comments
Child's comments can be free texted into here.

Note that approximately 20 lines of text can be entered here, taking up just a little less than half the page allowed for the child's
comments. IF you enter more than this, the first ines of text will not be displayed on the repart, only the: last 20 lines will be: displayed |

—Data Controller
Update | Eit | ViewRepon |

Note: Approximately 20 lines of text can be entered
here, taking up just a little less than half the page
allowed for the child's comments. If you enter more
than this, the first lines of text will not be displayed on
the report, only the last 20 lines will be displayed.

When satisfied, make your final ‘Update’ or ‘Enter’
and then ‘Exit’ or ‘View Report’.
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9. Report Generation.
9a End of Session Report.

The ‘End of Session’ report can be accessed in a
variety of ways. Using the Main Menu item ‘Pre
School Reports’, they can be accessed directly by
using the ‘Print/View Report(s)’ option. Reports at a
pupil level can also be directly accessed via the ‘View
Report’ button found on either the ‘Enter Outcomes
Achieved’ pages or the ‘Enter End of Session Details’
pages.

The main difference in using the ‘Print/View Report(s)’
option is that this gives you the option to view/print a
complete class, whereas the other two options limit
you to the pupil currently selected.

Pre School Reporter R3.1
File Select Centre Personnel Pupils | Pre School Reports  Transfer Reports

Enter Qukcomes Achisved
L Enter End of Session Details

Q) Print/View Report(s)
+— N

In view of this, only the ‘Print/View Report(s)’ option
will be described here as the other two are relatively
self-evident.

Jaybee Enterprises Ltd ©Copyright 2005 Page 31 of 46



Pre School Reporter R3.1

Selecting the ‘Print/View Report(s)’ option will present
you with the following screen:

Pre School Report Printer x|

—Pre School Report Selector

Session: I ﬂ
Teacher: I Ll
Pupil: I ﬂ

Include Reporter Name:  |v

Yiew Feport | Erint Al |

Note the ‘Include Reporter Name:’ checkbox — this
option allows you to select whether or not the printed
report will automatically contain the name and
designation of the person compiling the report, i.e. the
class teacher. Un-checking this option will leave the
area blank, allowing for the name, or names, to be
written in manually on the actual printed report itself.

Report completed by:

Designation:

Date Completed: 03/02/2005

Head Teacher/Manager/Designated Member of Senior Management Team

Signature: .o, Date: . ...
MWr Homer J Simpsan
Designation: Head Teacher Page d
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With the option checked, the name and designation
would appear as shown below.

Report completed by:  Mrs Sarah A Flernming

Designation: Mursery Teacher

Date Completed: 03/02/2005

Head Teacher/Manager/Designated Member of Senior Management Team

Signature:
Wr Homer J Simpson
Designation: Head Teacher

Page 4

To select a report for viewing/printing, use the drop
down lists to select the session, class and pupil, e.g.

x
—Pre School Report Selector
Session; I2003 - 2004 3
Teacher: |Mrs Sarah A Flemming :]
Pupil IM ary & Johnson ZI

Include Reporter Name:  [v

Print Al | Exit |

You will observe that the ‘View Report’ button and the
‘Print All’ button have now been activated.
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If you wish just to view/print this pupil’s report, the
press the ‘View Report’ button and you will be
presented with this screen:

Output Options x|

—Selected Printer
HP DeskdJet 1220C Printer

—Report Destination
(" Printer

{+" Preview
" Eile | =

Format: |51.~ Snapshot File (NC j

—Options
Copies I” Collate

I‘ I Duplex

From here, you have the option to view the report
(‘Preview’) or print the report (‘Printer’). It is
recommended that you accept the default which is to
preview the report. The report can be printed directly
from the preview page, a sample of which is shown
below:
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Elle Page Zoom

G199 > Pl Page i

o6 | A Az B Zoom [E] % B

Pre School Report

Session: 2003 - 2004

Hame of Centre: Crieft Road Pre School Centre
Hame of Child: bdary A Johnson
Date of Birth: 04/03/1993

Date of Admission:  (03/09/2002

Sessions attended per week: | a.m. 4
p.m. 3
Attendance: Possible: 42 Actual: 40

Perth & Kinross Council

Printing the report can be initiated from the ‘Print’
command accessed from the ‘File’ menu item, or

directly by clicking on the printer icon i .

Jaybee Enterprises Ltd ©Copyright 2005

Page 35 of 46



Pre School Reporter R3.1

Other useful controls from the preview menu bars are
the page control items:

Zoom

A Pl Page |1

Previous Last
Page Page | | TYPe page number
Page in directly to jump
First Page to page.

To exit the preview, click on the exit icon’ i .

Note: Non Authority Nursery Centres will display a
slightly different first page to the report — one which does
not carry the P&KC logo. This is automatically selected
dependent on the name of the centre selected.

Printing the Entire Class:
To print reports for the entire class, press the ‘Print

All’ button and the following warning screen should
appear
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Printing these reports will require a

minimum of & sheets of paper in the printer

for single sided printing.

Do you wish ko proceed with the printout?

] |

X|

If you have the requisite number of sheets of paper in
the printer and you wish to proceed, then click the
‘Yes’ button, otherwise the ‘No’ button which will
cancel the printing request.
On pressing the “Yes’ button, you should be
presented with the following screen, as seen before:

Output Options i

—=elected Printer
HP Deszklet 1220C Prirter

X]

—FReport Destination

¥ Printer

" Preview S
" File | =

Format: IRH'-.-'E Snapshat File (NEj Setup

—Option:
Copies

P

[ Collste
[T Cuplex
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However, in this instance, note that the default option
is the ‘Printer’ and not the ‘Preview’. Clicking the ‘OK’
button will start the print cycle and all reports for the
class will be produced.

If desired, you can select the ‘Preview’ option and
then the ‘OK’ button. In this instance, instead of
printing out hard copies of all reports, you will be able
to preview all reports on the screen.

Notes: The drop down lists for selecting the reports for
Viewing/Printing will only contain those sessions, classes
and pupils that have actual report data saved in the
database. In other words, if no reporting has been done,
then no selection criteria will be offered. This saves
considerable time and effort in searching for reports.

The ‘Print All' button will be activated after selecting only
the session and class, i.e. no pupil need be selected as
you are intending to print the whole class.

9b Transfer Report.

Transfer reports are required on a per primary school
basis. It is a record of salient points for each pupil that
is to be transferred to the first year of primary
schooling.

An example of a transfer report is shown on the
following page.
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To initiate a transfer report, select the ‘Print/View
Report(s)’ option from the ‘Transfer Reports’ menu
item:

Pre School Reporter R3.1

File Select Centre Personnel Pupils Pre School Reports | Transfer Reports
Prink/Yiew Report{s)
< N .

The following screen should now be displayed:

Primary School Report Printer 3 x|
—Primary School Report Selector
Session: I LI
Primary: l Ll

Yiews Heport

The ‘Session’ selection box will only offer sessions
which have data recorded.

The ‘Primary’ selection box will only offer schools for
the ‘Session’ selected if pupils due for transfer exist.

An example of a session and school with a pupil, or
pupils, due for transfer is shown below:

Jaybee Enterprises Ltd ©Copyright 2005 Page 40 of 46



Primary School Report Printer

Pre School Reporter R3.1

X

—Primary School Report Selector

Session: 2004 - 2005

Primary:

View Report

Braco Primary Schoo

=l

Exit

Clicking the ‘View Report’ button will bring up the now

familiar box:

Output Options

X

—Selected Printer
HP DeskJet 1220C Printer

—Report Destination
" Printer

(+ Preview

@ Eiel

&

Format: IE’avrz Snapshot File (NC ;]

—Options
Copies I™ calste
I1 I Duplex

Cancel

Setup
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As outlined for the ‘End of Session Report’, select
your requirements, print or view, and proceed as
before.

Note: In order for a transfer report to be generated, the
transfer year must have previously been entered on the
‘School Details’ page of the pupil’s record, accessed
either from the ‘Enter New Pupil’ or ‘Update Pupil’ menu
option:

-lo/x]

Personal Details  Schoal Details I
Pupil Full Name Attendance Details

Sessions per Week

Nursery Details: Moming: |0
Centre: Crieff Road Pre School Centre Afternoorn: IE‘
Teacher. :‘
Pupil's &ttendance Record
~Transter School Details
Possible: |0
School: :] —
Actual [0

Intended Year of Transfer: I vl

Data Control

Enter ‘
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10.E-Mailing Reports.

Both the Annual Report and the Transfer Report can
be saved as a .pdf file for use with Adobe Acrobat.
The file, once saved, can be attached to an e-mail
and sent to the required recipient. It will be
appreciated, of course, that any details that are hand-
written, such as a child’s drawing or a teacher’s
signature will not be included.

There are two ways to produce the .pdf file:

1. From the report’s preview screen.
2. From the report’s output options window.

The easier method is perhaps option 1, but both
methods are briefly described below:

From Preview Screen.

From the report preview,

Eie Bage Zoom
A |14 Pl Page |1 o8 H S ey B Zoom [ | B

Pre School Report Session: 2004 - 2005

locate and click the save icon H  or use the main
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menu ‘File’ and ‘Save As’ option. Either will bring up
the following screen.

t x|
Save i | [} Deskion =] « B k3

ol
My Compubsi

My Hstuweek P

File: narms: [T est Report

o] 1o}
4H

Savessiype  [Fave Snapshet Files r k]

A A oo

Using the ‘Save in:’ drop down box at the top,
navigate to where you wish to save the file. In this
example the Desktop has been chosen. Next, give the
file a name in the ‘File name:’ box. Now use the drop
down facility in the ‘Save as type’ box and select the
‘Adobe Acrobat (PDF)’ option. Finally, click the ‘Save’
button and the file will be saved. In this example, a file
called ‘Test Report.pdf would be generated and
appear on the desk top ready for attaching to an e-
mail or double clicking to be opened in Adobe
Acrobat.
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From Output Options.

This method operates in almost the same way, but the
‘Save’ dialog box is accessed at an earlier stage from
the report’s output options window as shown below:

Output Options = x|

—Selected Printer
HP DeskJet 1220C Printer

—Report Destination
" Printer
{+ Preview

" Fie | E‘

Format: |F1 e Snapshot File (NC j

Cancel

Setup

—Options
Copies [T Collate

|‘I [T Duplex

This window is initiated whenever you select one of
the program’s buttons or menu options for
printing/viewing a report. When this is visible, select
the ‘File’ option then press the disk icon which will
present you with the ‘Save’ dialog as described in
option 1 above. Fill this in the same way, but with one
major addition — when you enter the file name, you
must also include the PDF file extension .pdf —
e.g. ‘your filename.pdf’. When complete, click the
‘Save’ button and you should be returned to the
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‘Output Options’ window which should look something
like this:

Output Options E x|
—Selected Printer
HP DeskJet 1220C Printer
~Report Destination
" Printer OK
" Preview Cancel
&+ File |C: iy reportstest pdf EI
Format: [adobe Acrobat (FOF) | Setup
—Options
Copies [ Callste
|" [T Duplex

As can be seen, the details from the ‘Save As’ dialog
box are now in the ‘Output Options’ box. In the
example, we would be saving a file called ‘test.pdf’ in
a directory called ‘my reports’ on the C:\ drive of the
computer.

Note: at this time, no file has actually been saved —
you must now click the ‘OK’ button to complete the
process.

This concludes the Pre School Reporter R3.1
Quick Start Guide.
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