BRIEF DESCRIPTION OF ZTRACK®.......cciiitiiiie ettt 3

MULTI — USER VERSION . ... ittt e et e e e e e e e e st e e e e e e eaa e s et e e s e s eean e eennenaas 3
MULTI — USER VERSION . ... ittt e e e e e et e e e st e e e eae e e e aa e s et e e s aaseean e eannsenaan 4
INSTALLING Z TRACK ON YOUR NETWORK ...ouiiiiiiies ettt e s e ena e eaan 4
STARTING THE PROGRAM (MULTI —USER VERSION) .....cuut tiiiiiiiieieee e a e 6
STARTING THE PROGRAM(SINGLE —USER VERSION) .....cccoeiiiiiiiiiiiiirire e e e e e 7
SETTING UP THE DATABASE ...ttt e et e e e e e s e e et e s e et e e saa e s et e e nansns 7
SETUP CHECKLIST TABLE L ...oeceeiiie et et e et et e et e e et e st e s st e e saa e e s e aneaas 7
SOl 010 I ] =i 7Y SN 7
CREATING DISCIPLINE/WELFARE/INCIDENT DESCRIPTIONS .. .o 8
HOW TO ADD NEWINCIDENT DESCRIPTIONS. ...uuiitittittiettiett ettt eeanestesaaeetssssaesssestsssestsesnessnsssneesnessnsees 8
HOW TO EDIT INCIDENT DESCRIPTIONS WHEN IN A STUDENT RECORD.......cccoevvvviiiiinnne. 8
CREATING ACTION DESCRIPTIONS ... oottt e e e e e e e e e e e eeean 9
HOW TO ADD NEWACTION DESCRIPTIONS .. .ceuuiiitaeeeeteeeteeeateeeeaateeaaeestaeeesansessaneestaesesanssssnsseraeereneees 9
How to edit Action Descriptions when in a studertard................cccccviviiiiieeeeeee s e 10
DETENTION REP O R TS ..ottt et e et e e e ettt e e et e e s e e e st e e st e e et eesaneeeaneeeen 10
ENTERING DETENTION TIMES AND LOCATION ...uutiitueietneeeeteeeaeeeateeeeaaeeesaeeesanseseansesannseetneersnnsssanaeeenns 10

WHEN DETENTION IS SELECTED AS THE RESPONSE TO A DISCINE INCIDENT A DIALOGUE BOX WILL
APPEAR ASKING FOR A TIME AND LOCATION FOR THE DETENON. COMPLETE THE REQUIRED DETAILS AND

CLICK OK. (SEE BELOW) .. ttttttettaaaaaaaaaataa e et e e ttttbteetee ettt e e e eeeeeaaaaaaaaaaaaaaeaaaaaaaannnensbesbaaeaaeaaaaaaaaaesaanan 10
PRINTING A LIST OF SCHEDULED DETENTIONS. ...t uttutttttuiitttttneeteitnseassteessssnsessssntssnsesnessnsesneesnessnee 11
Checking attendance at SChedUled detENTIONS ... rverreeeeeeeieeieeaae e e e e e e 12
CHANGING DETENTION TIHMES ... .ottt e et e s e e et e e e aa e e s e e et s e e s eeeaas 12
S 0 ST = I ST (0N 1 13
SPECIFYING SUSPENSIONDAYS ....uiiitieeit ettt et e et e ettt e e et e e e eaee s e et e s et e e s et e e ean e esan s e st eeetnseeenneeees 13
THE STUDENT FILE - IMPORTING STUDENT AND PARENT DE TAILS ..o, 14
IMPORTING PHOTOS ...t eeete et ettt e et e et e et e et e e e e e et e e e e e e et e e et e e e aa e e et eeeba e esaaeeebaseeennsseaneeenns 14
EXTRACTING THE STUDENT INFORMATION DATA FROMCASES21 ..o 15
THE STAFF FILE - IMPORTING STAFF DETAILS FROM OTHE R SOFTWARE ..........cceuu..... 18
ADDING NEW STUDENT INCIDENT RECORDS ... oottt et e e srae e 21
How to create a NEW STUAENT TECOIM. ...... i eeeee ittt e e e e e e e e e e s et e s st e e saaeenanes 21
DESCRIBING AN INCIDENT ..ottt ettt et e et e e et e e et e s e et e s saae s ee b e s sateesan e s saneesansns 22
CHOOSING AN APPROPRIATEACTION TAKEN L.outiititiiiitietniite ettt et e et e st s ssasestsstassttesneesnsssnsssnessnarsnns 23
DUPLICATING/BATCHING RECORDS. ... .cittiiitee ittt e et e et et e e e e s et e et e e et s s esa s s st s eatssasaneeran 24
[0 ] Y I I = 3 SN 25



CREATING YOUR OWNFORM LETTERS. .. et iiiiteiei ettt ee e et e et e e s e et e e et e s e et e st eeaa e s eansesenneenanss 52
PASSWORD REQUIRED TO EDIT THE FORM LETTERBAULTI-USER VERSION ONLY. .....uvuveieieiierinninneeeeeeeens 26
FINDING STUDENT INCIDENT RECORDS..... oottt e e e 27
USING THE FEATURES OF THE INCIDENT DESCRIPTION SCRE EN ...ccovoiiiiiiiiieeieeeeeeenn, 29
11 PRINTING A DETAILED INCIDENT HISTORY FOR THE CURREN T STUDENT....... 30
LIST VIEW AND DETAIL VIEW oottt e et e et e e et e e et e e st e e st e e st s eesbaaaes 31
HOW TO FIND GROUPED D AT A ettt ettt e e e et e et e e e e e e st e e e eaa s e st s esteseanaaes 31
SEARCHING FOR RECORDS BY SPECIFIC DATES. ... ..o e eeans 32
PRINTING A CONDUCT REPORT FOR ALL STUDENT S .. ttuituiitiiiteiteiiestestiesnsstsssnsssnessnessnsssneranesresans 33
IMPORTING AND EXPORTING DAT A ettt et e et e et e e s e e st s e e naa e s eaeesaaans 33
IMPORTING DATA INTO THE DATABASKE ... oot ettt en e e e 33
EXPORTING DATA FROM THE DATABASE ......ooniieeee et 33
ST AT ST IC AL REP O R TS .ottt e e e e e e e e et e e s e e et e e s e e st e eebneeeenneeeen 34
FILEMAKER PRO DATABASES ... .ottt e e e e e e e s e e e e e eanaeees 35
RECOVERING DAMAGED FILES ... .ot e e e et e s 35
TO RECOVER A DAMAGED FILE(NETWORK VERSION: 1..ecieiiiiiesiieeiiiiniiestseseeeeeeeeeessneesaeeesseeaasseaeeaansnns 35
TO RECOVER A DAMAGED FILE(RUNTIME VERSION): ... uuuuututttttteteeeeeeeeaeaaaaaaaaaaaaaaaaaaaaaaaaaaaasaasaaaaannnnnns 36
WHEN A FILE HAS BEEN RECOVERED ... ..ottt e e e et e s 36
RECOVERING FILES- KEEP THESE POINTS IN MIND. ....cutituittietetntinieaneetneesneesessassnssnessneesnessneesnsssneees 37
Sharing databases 0N @ NEIWOIK ... e e e e e e e e e e e e s 37

Page 2



DE-DERBEY '8 o~ BEB L 'SER @

Awsrd Painke (27])

Disopline Contads (14)
I

NEW RND DELETE DUPLICATE SUNFARY

33"}({"6‘!

fge: 12.92 yis Contait:
M5 Sandra Jacksan,

Mr Ted Smith

51 455 &78 (day)

0a19 008 676 (meb)

51 455 S67 (work],

12 Wallis Street Briagolonsg
Wic 3860

F T |
1D#: smigo1 Toschirs et nestins

|-

INCIDENT DESCRIFTION

P [ actve | i detention-| o
Date: 10f02f2009 | Sttt \Soased || /272008 - bullying - verbal hargssment - - u
| Tirme: Pariod 1 award Points] | | Endoate: ]| | 0022009 - Graffititvandalisn - Yard Duty-
: - top ciess work - Academic-
Dietails: Discipline ] 2l damaging schaol property | =50 detention | 822009 « mishahaviour s Eceursion - detantn-
rrer—— teks of Incident: Cretails of Ackion: | /0242009 - top dlass work - Academic-
Location: lagsroom | R ] ’
ST g (=] Fchioal dutention. o . .
= el i Irie the derk, | wraras infeermad thay 2i2003 - Swirisning Soaets - Hoorts
| Tesshar: WalshDon | wwa b pay For chair, 220042009 « nok spechind - -
|' _____ B | Detenbon Completsd: 161 2/2008 - nak Following inctruckions - suspension-18/12/200]
victim: ot specfied | =) B\ Ores @0 Onia] ) \itresca iling < serl k- suspansion-L/42/3ls
\ |

=tails
Lart Modidfiad: 10/02/20:0% $i23:29 AM 5307 by Dan Wakscn

wowiwe. 2 ST, com. AU

Page 3



( % ) & * + :
/ " ,
# 0, , %1&23 40
)566 !
7 % /8
# 0, .
9 5 23 . 66 ;
# # '

= / : "

/

. @ *

7

9

> *
*  "HE % & % #) +

# AA: # "
: + #

) +
) + 66" B# /0C& #
) )1 C & ;=C C

Page 4



-_F Ewentscript. Fro _—F FrSALIC, Frnx _—F myFrMbutler_DoScripk, Frive
. FilerMaker Pra Flug-In; i FileMaker Pro Plug-In = FileMaker Pro Plug-In
9 = HERE s W T 65 KB | | [ S92 KB
-_F Wb, Fri _—F *DBC. Frm _—F *MCHART . Frie
. FileMaker Pro Plug-In .- FileMaker Pro Plug-In - FileMaker Pro Flug-In
W = 116kE W = 7EKE lé@ 3,664 KB
D 2 ) <5
< ', 4 n & B ”
! # %1&23 4 42 B0 ) + "
& 0 "0, 4 , 4 ,
4 0 %&
(E # # =

Page 5



) <2 3 % &
*

Open Remote File

View: |Fav0rite Hosts ﬂ

Haosts Awvailable Files
Local Hosts

Hosts Listed by LDAP

Add. . | |

Metwork File Path: | fmnet: f10.0.0,3fincident. fp7

Excample - Fmnet: fhostIPAddress|filename

Open | Cancel

7/
9 B B ) F #

Edit Favorite Host @ -

Favorite Settings

Host's Internet Address: | 10.0.0.1

({Example - host,domain, com or 192,168, 10.0) ) ) < 2 3
Favorite Host's Name: | My Server * #
{optional) .
File Settings #
*

{* Shaow all available Files For this host

" show only these files

/| 8 =(9==7E* 0
E97; 9D7 (>;
G n

Save | Cancel |
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Action Code  Action Category Action Name

010 Digcipline nat fallawing instructions
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016 Welfare family issues
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n1a Achievement spaorts excellence
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Action Code  Action Category Action Name

g Discipling out of bounds letter sent home
g Discipline Time Cut letter sent home
10 Dizcipline smaoking letter sent home
11 "Welfare referred to psychologist
12 Achigvemeant cerificate
#=": 8
1 + +
I " #
n #
5 < 8 n
$
- + ( +
H #
" # /
L 2K "

Enter Detention Details

Detention Time e.g. 3.30 p.m.
Eprl

Detention Location e.g. room 12

Zancel ‘ Ik |

Y#:B #8
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Detentions Date Range

Enter the dates for your detention report .

—

Detention Date

( 3

/ 8
7 #
9 J" &

" #
"#$ % 7 &
#
%/K %) &3B:B4

) / #
Detentions Attendance Sheet 22/12/2005

THU, 22 DEC 2005

Susannah Williams
Details: 23/12/2005-sports excellence- Teacher:Watson Don

PRESEE
Comment:
(1] o 1 S —
Craig Smith
Details: 23/12/2005-sparts excellence- Teacher:Watson Don
FRESER

Comment:
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Enroiment

MWPORT
) n 0
() B 8 %
# 8
# L "
7 # "
% 8
% @2F
% M " &F2 2:
Import Options
Select DATA ko import student records only. Select PHOTOS o
import student photos only, Seleck BOTH to impart daka and
photos,
BOTH | PHOTOS | DATA |
9 / 2K #
" #B (7 B #
[:B:(
Open File
Select Student data source
Look in: | 5 2008 12_10 - cF B~
Mo select vour student data source For import For example, . txt T
.csw or L tab File. - ) Recent
’J' @ Desklop
n (5 My Documents
Eest E My Pictures
. |3 2005_12_10
?[_ i My Computer
ag Local Disk [C:]
s Es L2, DVD/CD-Riw Drive (D)
L JIEr AKEY [F:]
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Import Field Mapping

Source: £ track, bxk

#(E "

X

Target: Student Records

Source Fields | | Target Fields »
ST.STEEY £ 4 Student ID
ST.TITLE =+ # Surname
ST.SURMAME =# # First Mame
ST.FIRST_MAME =% # Preferred Mame
ST.PREF_MAME = # Gender
ST.GEMDER, =+ # Student Date of Birth
ST.BIRTHDATE =¢ % Grade Form
ST.HOME_GROUP = # student wear
ST.SCHOOL_YEAR =F % Parent 1 Street
ST STATIIS =h & Darenk 1 Cibw b
== Arrange by | last order ﬂ
Character set:| Windows [BMNS1] ﬂ
Import Action Field Mapping
™ add new recards = Import this field
(" Update existing records in found set o Dot el
- _ _ = Match records based on this field
* Update matching records in found set 3% Target cannot recelve data
[v Add remaining data as new records
[v Dan't import first record (contains field narmes)
Impark | Cancel
# (E? #
H # #
' #
#
/ " # #
# (9 I #
HH # #
) & + "
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Import Options

Seleck DATA to impott student recards only, Seleck PHOTOS ko
impork student photas only, Select BOTH ta impart data and

photos,
BOTH PHOTOS ‘ CATA |
#
" #
B # [:B:.(

Open File

Look ir: | (3 2005_12_10 | £k E-
- [C3) Recent —
_J (& Deskiop
n E} My Documents
EESE EII ty Pictures
i |y 2005_12_10
P'|_- ﬂ My Cormpuiter
g Local Disk [T
R e 2, DYD/CO-RWw Drive (D7)
b JIEH MED " [F:]
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Import Field Mapping

Source: Z track.bxt

Target: Teacher Records

X

Source Fields | | Target Fields ~
ST.STKEY = % Teacher ID
ST.TITLE =+ # Surname
ST.SURMAME = # Salutation
ST.FIRST_MAME = # Firsk hame
ST.PREF_MAME =& # Preferred Mame
ST.GEMDER =+ # Gender
ST.BIRTHDATE = # Date of Birth
ST.HOME_GROUP =+ # Grade Form
ST.SCHOOL_YEAR —
ST STATIIS $ Nate Madfied b’
*#|Record 1 of ¥ Arrange by: | last order ﬂ
Characker set:| Wfindaws [AMS) ﬂ

Imnport &ction

{* add new recards
~

~

-

[ Don't impart First recard (contains field names)

Field Mapping
= Import this field
Don't import this Field

2 Target cannot receive data

Imporkt |

Cancel

%

#
# "
#

/:B: ,
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Enter Student Surname

Enter the student's surname in Full then click the SELECT button
nexk to their name

Surnarme

\‘
~~
vy)

#/1 2K

#
Name Selection....click an arrow

I- Test, Terry (m) O1A...Yr 01
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J Period 1 -
| Period 2

Fecess

Feriod 3

Feriod 4

Lunch

Period 5

Period &

| &fter School

| # ! 8

Category:|

Discipline

Achieverment

hiot specified
bullying - fighting -~
bullying - physical harassment
bullying - verbal harassment
darmaging school property
Orug use
failure to complete set work
Graffiti/vandalism
risbehaviour on excursion
not following instructions
smoking o

! # # 5 <%

(E
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detention

general letter

bormework letter

informal suspension

missed detention notice

out of bounds letter sent home
out of unifarm letter sent home
smoking letter sent home

SUSHENSION
Time Qut letter sent home

#

|

_RESpDHSEJ

A
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