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By the end of this session on the Data Base Module, you will have learned how to do the

following:
- Navigate in Administratorodos Pl us.
- Set up personal (user defined) options in Adm

- Customize Administratorod6s Plus for your schoo
- Entering school information
- Setting up the household feature
- Add new students or staff to the data base.
- Edit student or staff names.
- Inactivate, reactivate, or delete students or staff from the data base.
- Find specific students.
- Customize the data base fields in the Address Screen:
- Customize tab names and colors
- Create validated fields
- Change field names
- Change field types
- Set up alert fields
- See field history
- Understand the toolbar in the Address Screen.
- Batch entry.
- How to run reports in Administratoros Pl us.
- Query tools.
- Use the Print Program.
- Generate labels, letters and lists from the Data Base Report Writer.
If ime allows.
- Learn basic Data Base Report Writer codes.
- Modify address labels.
- Modify letters.






Setting up
Adding New Users

;| View Enter Print New Setu
Login
Create Year
Remove Year
Change School
Change Year

~ Customize >
Backup & Restore

Lock/Unlock Administrator's Plus
Maintenance 4

Exit

ZAdministrator s Pius,
(

ENHANCED SECURITY
HOME RS4 LOCATION: C:\RSH4\

[ & 1) manage Users ]
" 2) manage Schools

" 3) manage Remote access

“i gui(7 _ _Pre; i Lle;( HHI
Password [F3]

To change a

Options 1in

Befor e

Ad mi

new users

ni

can |

stratorobés Pl

og in to Ad

user will need to activate their account and assign rights to

modules and schools.

To add a new user, go to File->Users/Security (Enhanced) and
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Setting up Options in Administratoros

Setting User Rights
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The first thing that should be done on this
the user should have access to.

To quickly set a usero6s rights to a school,
and go to the shortcuts menu.

User rights can also be set by clicking the Edit Rights For The Highlighted School button

which will open the window shown on the next page.




Setting up Options in Administratoroés PI

Setting User Rights  continued
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On this screen, the Supervisor user can set the user permissions for the selected school. The
user can be set as a Supervisor (with all rights that the original Supervisor has EXCEPT setting
user permissions), or as an Assistant Supervisor (a list of Assistant Supervisor rights can be
found on the previous button by clicking the Show Assistant Supervisor Rights button.

Individual Data Base Page rights can be set here for both the Student and Staff Address Screen.




Setting up Options in Administratoros Pl u
Navigation Options
There are several ways to navigate in Administra

1) Use Right Click Navigation

2) Use the Toolbar Menu (across the top of the screen)

3) Use the Shortcut Bar (on the left -hand side of the screen)

(Viewed with either small or large icons) >

Every wuser has his own preferred method of navi
predominantly use the Shortcut Bar (large icon view) because it is a visual tool that is easily

shown.

View -> Shortcut Bar

Use View -> Shortcut Bar to select either Small Icons or Large Icons.




