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1A

Installation

Instd | T ng Admini str a

1. Hosted Services

2. Installing for the First Time

3. Installing on a Workstation (After installing on a server)
4. UpgradingAd mi ni stratoro6és Pl us

The following procedur® are designed to get Administrator's Plus up and running
quickly. The installation procedusearefor Windows 2000 SP 4WindowsXP SP 3
Vista, or7.

Hosted Services

Rat her than installing Administratoroés Pl us
Software offers Hosted Servicé$osted services is an optional serwdach allows you
to access your school 6s data from any inter

following benefits:

¢ Never install updates. All updates will be installed automatically by our staff so
youbdbre only working witthr d@ther e wkRlsus ver s

e Backups of yourdataaremadev er y evening so youoll neve
the loss of data.

e Save time and money by letting our technicians magageu r s ch ool 6s dat &
than spending it on IT support and server upgrades

e AccessAdmi stratordés Plus from any PC with i

SIF 2 EXABLED
APPLICATION



Installing for the First Time

An email will be sent to you with information regarding installation. The process has
been made quick and easy for all of our users. To download the installation, @ype th
following link into your web browser.
ftp://ftp2.rediker.com/version5/Administrator'sPlusinstallation.exe

Open File - Security Warning El

The publisher could not be verified. Are you sure you want to
run this software?

Mame: Administrator'sPlusInstallation. exe
Publizher: Unknown Publisher
Type: Application
From: Z:\Documents and SettingstsclaverMy Documents., ..

’ Run ] [ } Cancel

Always ask before opening thiz file

publizher. You should anly rwn software from publishers pou st

@ Thiz file does not have a valid digital signature that venfies it
How can | decide what software bo mn?

Step l:Your i nternet br ows er theifilel Whike svindowsf y 0 U 0
typically will not recognize the publisher, it is completely safe to download. Therefore,
select Run and the file will download direc

¥ Rediker Software, Inc.

Please Note

The Administrator's Flus client program can be installed on
workstations running Windows 2000 (SP), Windows XP (SF3),
Windows Vista (SFE) orWindows 7.

Click COMTIMIE to praceed with the installation.

Gluit Setup

Admini strator 6s P | uwnss ofwwinddws meatiorded io the screkee v er s
aboveClickconti nue once youbve confirmed that Ad
version of Windows.


ftp://ftp2.rediker.com/version5/Administrator'sPlusInstallation.exe

“# Administrator’s Plus Setup

rRediker Sofeware

inc.

School Administrative Whmro§

Welcome to the world of Administrator's Plus
wersion 05.04.01.01

New Install

I Wwel ! Install Admini: *s Plus
i i d ion for the very first time!

Add a School Adld anew st.:hool to an t?.xis_ling
A s Plus

Add Demo School | Add Demo School to an existing

Try Administrator’s Plus

Install a 90 day trial version of Administrator's Plus
including Demo School

Rediker Software. Inc.
2 Wilbraham Ad.. Hampden. MA 01036 USA
800-213-9860 or 413-566-3463 or www.rediker.com
Setup Yersion 1.2.26

Exit Setup

Step 2: Another screen will appear with various options. Assuming this is the first time
youbdbre installing ANEW IMSTALL rTaetnewesi saiof ¢f u s sel
Ad mi ni sRlus isavadablé ferdownloadat:
http://www.rediker.com/support/downloads/downloads.php

Step 3 A new screen will appear for the License Agreementn® | v c | i ¢c k, Al Ag
you selecteefid dbenionstAghl ati on will abort

¥ Administrator’s Plus Setup

Select the drive or folder in which to install
Administrator's Plus

Browse

Back | Continue |

Step4Thi s screen is asking you to select your
folder will be installed in. There are a felirtigs to consider here:


http://www.rediker.com/support/downloads/downloads.php

Are you installing this on an individual desktop?

| f s o, youor e iorovesé totheiCk drivey Thig maams ghat torly this
computer wil/l be able to access Administrat
willbeablet 0o access the dat adriversimads gublit.the comput er

Are you installing this on a Server?

This is the most common form of ini tial i ns
allow various computers throughout the school to sxcihe data from their own

wor kstation. This wild@ require additional i
Do you have a firewall preventing acc
site?

Once youbve selected your drive, you will s

Checking For online License Information availability

One moment please__

The installation is checking Redi ker Softwa
school 6s |l icense information. | f unabl e to
screen:

’I Administrator’s Plus Setup:

Entering License Information

Browse to the folder containing your License File(s)

Quit Setup Back LContinue

Step 5: You may need to browse to your license file. This file should have been sent via
emai | when you first received instructions
a |license file, contact @uevithiokheer Support and



|l f you were able to access Rediker Software
Simply enter the installation number you were provided in your installation email. If you
do not have a number, contact Rediker Support to recee/e on

¥ Administrator’s Plus Setup

Entering lLicense Information

Enter the Install Number you received
from Rediker Software

Quit Setup ‘ Back | Lontinue |

If you are installing or adding more than one school, click yes.

Rediker Software, Inc. X

Are waou instaling ar adding MORE than one schoal Fight now?
x,__/ (Faor example, a high school, a middle schoaol and an elementary schoaol, )

Yes | Mo |

NOTE: If a schol succeeds in connecting to our ftp site, but the connection is poor, upon
entering the Install Code, the download of the license file mightfaihis happensan

error message will appealf. the user does have a license file, they can click OKtlaad
Browse screen will come up.

% Administrator’s Plus Setup

Select the first school year for your new school

J 2010-11 j

Use the {+} and {-} keys to adjust the school year.

Quit Setup ‘ Back |

Step6:Now t hat youb
u

e entered your | icense ke
the+and keyss. Once vyo %

v
0 v eect year| cick comtisue.t he cor r

Step 7:You will be asked if you want to install Demo School.sitrecommended that
you install Demo &hool so that you may experiment with fictional data before you enter

5



your own. This will allow the user to become accustommesl t he Admi ni str at
interface without any risk. However, you do not need to install it now.

"% Administrator’s Plus Setup

Thiz setup containg Demo School, a fictional high school with
400 students and ALL of their data._.

Demographic information
Attendance data

Grades for all years
Schedules

Dizcipline data

Billing information

and much more.__.

Installing Demo 5chool now can make learning Administrator's

Plus much faster and easier. since all student data has already
been entered.

Demo School requires about 50 Megabytes of free disk space.
IF you select not to install Demo 5chool now. you can install it
at any time in the future by re-running this Setup program.

Do you wish to install Demo School now?

No

% Administrator’s Plus Setup

Setup has completed the installation of Administrator's Plus in

DARS S,

It is now ready to prepare this workstation to run the
Administrator's Plus client. Click CONTINUE.

Quit Setup

Setup will be complete after Demo School is installed. (If yoosehto not install it,
youol | get the same screen.) Furthermore, [
is crucial that you write this down, as it

Installing on an Individual Workstation

What is the RS4 folder?

The RS4 folder contains all oAd mi ni str at or 6s Pl uso dat a.
information is located in here. Even if you have multiple schools, all of their data will be
located in this folderlt is recommended that you regularly make backips of this

folder. Creating a copy of the folder i's one
backup/restore feature as wellso located here is the client setup which allows you to
install Administratordéds Plus on another com

6



Step 1: Browse to yor RS4 folder.

= | pcal Disk (C:) (=113
File Edit Wiew Favorites Tools Help #
@ Back - J Lﬁ p Search [[“ Folders - @ Folder Sync
Address | & C:Y Browse to your server with the RS4 folder 1 v B
~

System Tasks ,_J 1) 1/] ‘/] lJ ") I_J A

2fc86cb075ed 468100Fc28...  Airplanes APTOGQ APTOGQAT  APWebSetu... APWebSetu...

I6ffaal6eds
g o v

1h01d899
;ﬁ Add or remove programs
COMPAG Documents Downloads

':) Search For files or folders ‘_J I,J I,J
and Settings

APWebyv3, ... APWebvE.,.. Backups
g o o

[ Hide the contents of this
drive:

File and Folder Tasks

(2] Make anew Folder ‘.J LJ LJ

e Publish this falder ko the Edline GOTOAPAT  GQTOAPRC agwinlient i336 Inetpub
WWeb
{ed Share this Folder - - - . . -
(S B (S A |
Movadigm Movell Program Files RS4K SWSetup TEMP

Other Places

g My Computer - S
(5} My Documents ‘_‘J I’J *3- lﬂ @ @

\d My Metwork Places Wistazp,all WINDOWS — 2009-06-30  2009-11-23  2009-11-23  ADMIN.AS{  ADMIN.ASC
1227pm E...  0428pm Ov... 0429pm Ov...

N B 8 R B8 B B

A-Family E-Family ZAFETERM C-Family lass D-Family DFIELDS

3 (31 E| [8) [s] [s] [s] =

Step2Locate the folder titled, ACLI ENTSETUPO

=B
File Edit ‘iew Favorites Tools  Help ﬁ’
e Back - e - L@ p Search HE‘ Falders v @ Folder Sync
address |3 CripSe Y| o
L o A
File and Folder Tasks I~ ADDRESS |~ APTOGQ
() Make a new folder
Publish this Folder to the (= (=
@ ‘Web Il:'J APTOGOAT 's Backaround Images
= share this folder =
I e
' CAFE ' CAMPAGNE
Other Places
e Local Disk {C:) s ==
Tl Doc CLIENTSETUP *——ﬁ_(TDF\TF\
a My Cormpuker
ld My Mekwark Places |r}: DATA I-'rj,:_ brsT
Details e ——
= DISTRICT ' GlobalFamily
(7] clobalFamiy INTERNATIONAL [~
— abalFarmily - '
SCHOOL OF INDIAMA 2009-,., GlobalFamity_csf
- ﬂf: r 1:_
'S GlobalFamily_des . GlobalFamily_rediker
> i
I~ _] GlabalFarnily ripon i~ 1.' GOTOAPAT v




Step 3:Select thdile, SetupAP

& CLIENTSETUP

File Edit View Favorites Todls  Help

@Back = J l.ﬁ pSearch H__ Folders v @ Falder Sync

address |03 CARSHCLIENTSETUR "| Go
i — i
File and Folder Tasks r LOGS ‘;J QoAU
|
(29 Make a new folder
€} Publish this folder to the (= =
Web | SetUp 5.4.01.01 "J SetUp 5.4.05.01
|
led Share this Folder
Fap A==y
SetlUp 5.4.06.01 'm UPDATE
Other Places |
r = |
o Rs4 Adrninistrator's Plus » - Setupip
My Documents n ‘Windows Installer Package " <
Iy 57,757 KB Rediker Software, Inc.
d My Cornpuker
id My Network Places = WCheck -
Setup Information
1KEB
Details
i Rediker, Software, Inc. |z‘

Administrator's Plus Client Setup 5.4.01.01

Welcomme to Administrator's Plus client setup. This program will
prepare this workstation to run - Administratar's Plus 5.4.01.01.

To ensure a trouble-free installation, it is highly
recommended that you close all currently running
applications at this time.,

Click Next to continue.

< Back [ Mext = ] [ Cancel ]

Step 4:The setup is now running. Select Next to continue.

i Rediker, Software, Inc.

Administrator's Plus installation location

Setup will install Administrator's Plus in the following Folder,

Tainstall to this Folder, click Mext. Toinstal to a different Folder, click Browse and select
another Folder.

Destination Folder

G Install Administrator's Plus ko:
CH\Program FilesiOdyssey

Installshield

[ < Back l[ Mext = J [ Cancel

8




Step 5: The important thing to note here is the destination folder. Notice that thes fold

is titled Odyssey and not RS4. This is because the installation is only installing the
software. This folder will not contain any data from your schbd. youdéd | i ke to
the | ocation of the destinatiomedf ol der, you

i Rediker, Software, Inc. E"E'rE'
Installing Administrator's Plus -

The program Features vou selected are being installed. II

Flease wait while the InstallShield Wizard installs Administrator's Plus, This
may take several minutes.,

Status:

Cancel

This is the installation screen. It should install relatively quick depending on your
computerb6s specifications.

B Administrator’s Plus f'5__<|

i ) This warkstation has been successfully prepared to run Administrator's Plus nrl ot |

To prepare other workstations, browse to the drive containing Administrator's Plus and runlD:lRSﬂCLIENTSETUP!SETUPF\F‘.EXE.I
{This must be done from each workstation,)

Once the installation is complete, the installer will indicate two things:
The location of your RS4 folder. This is the firstoox.

The | ocation of <c¢client setup. | f anothar want
computer, you will need to run SETUPAP.EXE. The second red box shows where

this is located.
i'—i—" Administrator’s Plus Installer Information X

. ‘fou must restart your system For the configuration
\l‘) changes made to Administrator's Plus to take effect,
Click ¥es to restart now ar Mo if wou plan to restart
later.




Step 6: Once the installation is complete, you will be asked ttareyour computer.
After you reboot, there will be an icon on your desktop which you can chdhk start
Admini stratorés Pl us.

=

L+
Adminiskrakor's
Flus

Updating AdmRlumni strator os

Admini stratordés Plus is updated nearly ever
our website athttp://www.rediker.com/support/downloads/downloads.php

Step 1:Users cartheck for updates byrowsing to HelpA Update

Districk  E-Mail  Tools  SWindow I!!!

‘E éﬂ|ﬂfmsmﬂ About
Logged In Users

—p  UEEE <

Cnline Suppart
How Do I...7

k_ Manuals
}.& Wi Previous Messages From Rediker Software

The update process is very similar to the installation process. The only difference is the
following screen which will appear once the files have finished being extracted.

Administrator's Plus Update Utility
version 05.04.20.01
Click Browse to select the Administrator's Plus RS4 folder

| Quit Setup |

Step 2 Click on the browsdutton to locate your RS4 folder. Once you have, select
Continue.

Step3The installation wild/l complete by itsel
fol der . Once the installation is complete,
been insthed on the server. However, the individual work staticti need to be

updated This will occur when they log in.

Stetp4When any <c¢lient attempts to | og into Ad]
will see this message:

10


http://www.rediker.com/support/downloads/downloads.php

A newer version, 5.4.20.01, of the Administrator's Plus Client has

Install Now

They will be forcedo update, or quit the program.

11



1B

Introduction

Quick Start

1. Log in for the 1° time
2. Setting up Grade Levels

Version 5.4.20.01

[ 4 for Windows

" Q@o User Name |5UPEFNISOR j
N ad®

Pazzward

SCHOOL OFFICE SUITE' ||
U5  ADMINISTRATOR'S PLUS'

a1 Baliwers

i
REDIKER SDFTWARE, Inc. . X
2 Wilbraham Road, Hampden, M& 01026 U.S.A. www.redikar.com I=Dg|n Eglt

Copytight & 1980-2010 Rediker Software, Inc. All Rights Resarved

Once you open Administratordéds Pl us, you wi l
int o Administratoros Pl us, this screen wild|l
|l ogging in, there is no paogewthandxtscr€éen.mpl y cl

12



Administrator’s Plus

E WELCOME TO ADMINISTRATOR'S PLUS

It has been determined that you are a new user as you do not have any
files in your current data folder.

We are confident that you will find ADMINISTRATOR'S PLUS easy to use
and that it will save you an enormous amount of time. If you ever have
any questions, please do not hesitate to call us for help. We look forward

to working with you for many years.

To begin, please answer a few simple questions.

HOW MANY GRADE LEVELS ARE IN YOUR SCHOOL <1-30=? |

Stepl:The first step is to tell]l Adihhawel IEt r at or
you have any other departmergach as special adationor foreign exchange students,

include them as a grade level. For example: My school has six gralewjth two extra

grades for special education and foreign exchange students g|8eefdr example).

Administrator’s Plus

m ENTER A ONE OR TWO CHARACTER NAME FOR EACH GRADE LEVEL

nm Grade Alias Grade Level Description

1 1 1st First Graders

2 2 2nd Second Graders

3 3 ard Third Graders

4 4 ath Fourth Graders

i ] th Fifth Graders

B 5] Gth Sixth Graders

T 11 SE Special Ed

8 22 EX Exchange Students |

Step22There are 3 columns which youdl |l need t
Grade Level Description. The grade itself is what appears in drop down menus. The

grade Alias is what will appear in Report Cards and various sepbine Description is

for typing out the entire name of the gradf@r example: SE is thelias for Special

Education, which is the description of the class.

13



Administrator’s Plus

T 2 15t
1z 3 2nd
303 4 3rd
44 5 #h
5 5 B &th
B 6 DELETE Bith
tANET! DO MNOT PROMOTE SE
5 |22 e B

<D |

First Graders
Second Graders
Third Graders
Fourth Graders
Fifth Graders

Sinth Graders
Special Ed
Exchange Students

.
E ENTER "PROMOTE TO" GRADE LEVELS

nm Grade Alias Grade Level Description

Step 3: After all of the grades are set up, the nstep is to organize promotions. This is
wh a t Admini strator és
example: the 8 graders will become ™ graders, and the"6graders are promoted to

Pl us Wi

DELETE because theyor e not
departmerd, such as special education, choose DO NOT PROMOTE. These students will
remain in the same area for the next school year.

[ do

going

Administrator’s Plus

act late all of the stud

hard drive space.

this number in future.

D

When setting up files, ADMINISTRATOR'S PLUS reserves enough space to
ts in a grade level. In order to do this you
must enter the maximum students that you ever expect will be in your
largest grade. Do NOT enter a number too large, or you will be wasting

The option in this program to EXPAND/SHRINK files allows you to change

D D

E MAXIMUM SIZE OF AN INDIVIDUAL GRADE LEVEL

ENTER THE MAXIMUM SIZE OF YOUR LARGEST GRADE (1 - 400)? [50]

Step 4:Set the max number of studentsywur largest graddf you try to add a student
once youodve met rothlet yomdhis wil neecketp beieditedvagaln lif
that s t he ¢ as e  -50% lbigher than the dverage sizendf each gade %

14
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Administrator’s Plus 5/7

E SETTING THE NUMBER OF YEARS OF DATA TO ARCHIVE

ARCHIVAL files allow you to store students’ report card data for past years.
This data will allow you to print complete transcripts for your students.

In order to use ARCHIVAL files, you must first specify how many past years
of data you wish to store for each student. If you are a high school with
grades 9-12, it is recommended that you store past data for FIVE years.
The extra year is for students who repeat. Enter 0 years to not use
ARCHIVAL files.

HOW MANY YEARS OF PAST DATA DO YOU WISH TO KEEP (0 to 14)? |

Lo D D

Step 5:Choose how many years of data you want to archive. The higher the number, the
more space the filestakeup | t 6 s recommended
than the total number of grades at your school. For example: if your school has 4 grades,
archive data for 5 years.

Administrator’s Plus 6/7

=
m ENTERING A CODE(PREFIX) FOR THIS SCHOOL'S UNIQUE ID NUMBERS

WARNING: It is very important that each school in your district has a UNIQUE code
which will be used as a prefix for all UNIQUE ID numbers generated by that school.

If you have five schools using AP, use "1", "2", "3", "4" and "5" as the five
school codes.

If two schools in your district have the same code, then when students move
from one school to another, problems will arise by two or more students having
the same UNIQUE ID number. Also, some of our modules, such as those for the
NURSE, LUNCH and LIBRARY programs need each student in your district to have
a UNIQUE ID number.

Please enter a UNIQUE code from ™" to "999" that you are absolutely certain
no other school in your district is using. Although you may change this code
later, the change will only affect new students added to the school after the
change has been made. Students already assigned a UNIQUE ID number with
the old prefix will still have the old prefix.

Please enter a UNIQUE code for this school? 21|

D D D

that you

Step 6: This screen is where you set the Unique Code for your school.fAlbur
studentsé I Ds will then begin

recommended that you keep it a low number. If you have multiple schools in your

wionom® , ,t hat

district, make sure your Unique Code is different from other sch@i®éommeded t

9)

15

choo

A

ma



Administrator's Plus

E ADMINISTRATOR'S PLUS

NUMBER OF GRADE LEVELS 1 8
NAMES OF GRADE LEVELS

MAXIMUM SIZE OF EACH GRADE 1 50
NUMBER OF ARCHIVAL YEARS Y
SCHOOL PREFIX 21

D D

Step 7: This screen is for confirmation. Just review the information and ensure that
everything is correct. ( Not e: Al of this
better to have it set up before you begin adding students and staff.)

Administrator’s Plus

|

kel CONGRATULATIONS

Administrator's Plus has successfully created your 2010-11 files.

To begin adding students, right-click anywhere on the Administrator’s Plus
desktop, select New and then Student.

Youdbre done! A d miexit) treen briagtyourtddtise [0BN ussc rwa d nl . You
now ready tadduser account4 o Admi ni stratoros Pl us.

16



1C

Introduction

Getting Started & Security

1. Enhanced Security Overview
2. Users and Passwords

3. Managing Schools

4. Remote Access

After startingAdministrator's Plusyou will see thelogin screen. At firstonly the name
havenot

ASUPERVI SORO Wwhild iappbacause we

password has been set for SUPERVISOR yet either, so simply click Login to start

Admini stratorodés Pl us.

for Wi‘ndows

A Sel

SCHOOL OFFICE SUITE'

REDIKER SOFTWARE, Inc.
£ ¥Wilbranam Hoad, Hampden, M&% Uat US.A. www.redkar.com
Copyright & 1980-2010 Rediker Software, Tnc. Al Rights Ressrved

UserName  |SUPERVISOR

[

Pazsword ||

Lodin

Exit

It is recommended that you first assign agveord for the supervisor lsgname.This
password should be shared with at least one reliable person in case the regular supervisor

is not available
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Enhanced Security

From the Toolbar

Click on theFILE dropdown menuandchooseUsers/Security (Enhanced)

Login

Create Year

Remaove Year

Change Schoal

Change Year

Users/Security (Enhanced)
Cuskamize L4
Backup & Restore

LockfUnlock, administrator's Plus

Maintenance 4
Exit

Once selected, another menu with three options will appear.

% Administrator’s Plus

‘ ENHANCED SECURITY ‘
HOME RS4 LOCATIOH: C:\RS4y

[ * 1) manage Users
™ 2) manage Schools

" 3) manage Remote access

. Quit - Prev I Next '

1) Manage Usersin this area, you will be able to do the following:
Add/Delete a user
AddEdit a userodés password
Edit a useroé6s rights
Activate/Inactivate a user

2) Manage Schoolsin this area, you will be able to do the following:
Activate/Deactivate schools
Edit User Data within the selected school
Add/Remove Schools

3) Manage Remote Accesdn this area, you will be able to do the following:

Enable your users to access remote schools
Grant access to your remote users

18



Users & Passwords

MANAGE HOME USERS

HOME RS4 LOCATION: C:\RS4\

SUPERVISOR

New User[F2] | Change Password [F3] |  View/Edit Rights [F4] Print [F9]

Quit [Esc] Prev Next

This screen is the Manage Users screen. This is where you add new users and provide
them with passwods. You can also edit their rights by clicking thdEW/EDIT
RIGHTS button in the middle.

NOTE: WHEN YOU ADD A NEW USER, THEY WILL HAVE NO RIGHTS.
YOU WILL NEED TO GIVE THEM RIGHTS IF YOU WANT THEM TO HAVE
ACCESSTOYOUR SCHOOLO®GS DATA.

To add a new usesimply click onoNEW USERi n t he bottom | eft corn
done so, the line will become highlighted below your last added user. For example:

1 SUPERVISOR  xeermwooooeesaos
SAM C _

~

User names do not need to be memorizeth, e gppdar on the lag screen whenever

Admi ni stusatstrarst sPI Once youdve typed their
create a passwordf you do not create a password, the user will not be able to log in.
Passwords will need to be memorizby the user If a password is forgotten, the
Supervisowill need tocreate anewon®low t hat youbve created t h
to give them rights so they can use Admini s
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User Rights

3 Levels of Rights

The user may VIEW or CHANGE all information pertaining to that module.

fiRo Read Only Rights
The user magnly VIEW and PRINT the information pertaining to that module.

The user will havao access to the modylevenfrom theMaster Program Selector

To Edit an Existing User. Highlight the user and presgl EDIT or ENTER.

To Edit a UBelete the usét dymheghlighting the name and predséng
DELETE. You may then réype the user name andassign user rights.

"% View/Edit User Rights

EDIT HOME USER RIGHTS

Edit user rights for: SAM C
HOME RS4 LOCATION C:\RS4\
Current And Scheduling Year T Past Years

ABLE SCH YR

DAWN'S EXCEPTIONAL SCHOOL
WINCHESTER HIGH SCHOOL
MCCALL MIDDLE SCHOOL
WORKSHOP ACADEMY
PALMER HIGH SCHOOL
BREBEUF JESUIT PREPARATORY
CITY CHARTER HIGH SCHOOL
TAHLEQUAH HIGH SCHOOL

ST. JOHNSBURY ACADEMY

11 WASHINGTON ELEMENTARY SCH...
12 SEYMOUR HIGH SCHOOL

13 Scheduling High School

0 W N e O R W N

M-HZIO=—-2 mo®T @O

-
o

Ooo0o0ooDoDoooooooaod

Ooo0o0ooDoDoooooooaod

~

ABEREVIATIONS ACTIVE SCHOOLS ASSISTANT SUPERVISOR /SUPERVISOR

-NO RIGHTS = N |Regardless of rights, this user will only be RASST. SUPER./SUPERVISOR = Assistant
able to access their ACTIVE SCHOOLS. (Only Supervisor/Supervisor. Double Click on this
READ ONLY = R |ACTIVE schools will appear in their CHRNGE allows the user te sdit the rights.

_ SCHOCL dropdown. )
-ALL RIGHTS = A Show Assistant Supervisor Rights

Edit Rights For The Highlighted School ‘

Copmeram | Cymmeron | shoras | o e

Quit [Esc] ‘ Prev ‘ Done ‘
This is the main screen which shoWwedityou
the rights on this screen directly, but
which allows you to edit those rights. It
ltds | ocated at the Islotcatom of the screen,
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PastYears:l f youdd | i ke to give users access to
Past Years talRegardless of the tab you have selected, the screen will appear the same.
Whicheverisboldedisles cr een youodore editing.

Copy Rights from Another User: If you want a user to have the same rights as someone

el se that youbve already set up, simply <cli
the user name which you want to copy from, and select Done, and now the new user will

have the ame rights as the other user.

Shortcuts: A few shortcuts exist if you want to save time with editing rights. These are
the options that you may select from:

Set All Module Rights For The Highlighted School To A"

Set All Module Rights For The Highlighted School To "R"
Set All Module Rights Far The Highlighted School To 1"

Set All Module Rights Far all Schoals To "a"
Set All Module Rights Far all Schoals To "R"
Set all Module Rights For all Schools Ta "N

Active + Disable Scheduling YearThere are two columns with checkxes. The first

one is Ative. Active means that the user is currently at the school and actively uses
Admini stratorés Pl us. | fget thib eérrer séregen whenttheyc h e c k e
attempt to log in:

Administrator’s Plus

WARNING
A+ NO ACTIVE SCHOOLS FOUND

Please contact your SUPERYISOR to activate the schools.

The second column is referring to the scheduling year. Thikesyear created in

Admi ni stratordés Plus when a school wants to
schoolyear. All users will have access to it unless that box is checked. If you do not want

your users to edit information in the future school yeleck the box.

Copy Rights from Another School: If you have multiple schooland youdd || i ke
copy the right®f the selected uséom one school to the other, use tbion.

21



% Edit User Rights

EDIT HOME USER RIGHTS

This is the user and
User: SAMC (;school being edited I~ Supervisor I Assistant Supervisor

School: DEMO SCHOOL

RIGHTS
MODULE
ALL READ NO

Data Base v

I~ Disable Scheduling Year

Attendance
Report Cards
Scheduling
Discipline
Billing
Portfolios

Cancel [Esc] Done [F10]

This is the Edit Rights scr ehedkthe bbhie thef uppers t
middle whi c h says AActive. o0 This me a n s usingh a t
Admi ni st r a tsahoobysar.(Phle actial scteenss not highlighted yellow and red.)

Yellow Area: This is the rights area that you netxedit. Check the box for each module to
give the user all rights, readjhts, or just leave it as is. By default, the user will have no rights
in each modulelf you want this user to have access to everything, you can make them a
supervisor or assistasupervisor by checking the box in the upper right area of the screen.

REEIAIER This area only applies to the Datas® module. If you want the user to have access
to only certain pages, this is where you would make those changes.

Example: Most schod will limit Nurses to only see the MEDICAL tab. They have no reason
to look at the other tabs, so schools will often give them read rights to just one tab.

22
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Types of Users

There are Four different types of users in Administear 6 s P | usollowsfrhey ar e a

SUPERVISOR: There is only one of these. This is the initial Supervisor account when
Admini stratordés Plus was first installed. T

Supervisor (Power User):This user can do everything that théest Supensor does.
However, the usetannot do one thing: edit user rights. Only the SUPERVISOR can do
that.

Assistant Supervisor:If you want to give someone access to a lot of the features, but not
quite all of them, you can make them an Assistant Supervisbr. ¢ ligeuadist of the
Assi stant Sup e the circlen bultashomwn irgthetinsage beldwi ¢ k

% View/Edit User Rights

EDIT HOME USER RIGHTS
Edit user rights for: JOHNATHAN
HOME RS4 LOCATION C:\RS4\
Current And Scheduling Year T Past Years
SCHOOL NAME AT RC 5C ACTIVE DISABLE SCH YR
e [ [
A A A A A AR E N O+ -
2 DAWN'S EXCEPTIONAL SCHOOL ‘N N N O o - 2
3 WINCHESTER HIGH SCHOOL O O 3
4 MCCALL MIDDLE SCHOOL O m| 8 4
5 WORKSHOP ACADEMY O m| 0 5
6
6 PALMER HIGH SCHOOL 5 = 2 ;
7 BREBEUF JESUIT PREPARATORY 0 0 G
8
8 CITY CHARTER HIGH SCHOOL O O . 0
9 TAHLEQUAH HIGH SCHOOL O O . 10
5
10 ST. JOHNSBURY ACADEMY O O
11 WASHINGTON ELEMENTARY SCH... O m|
12 SEYMOUR HIGH SCHOOL O m|
13 Scheduling High School 0 0 .
ABBREVIATIONS ACTIVE SCHOOLS ASSISTANT SUPERVISOR /SUPERVISOR
-NO RIGHTS = n |Regardless of rights, this user will only be ASST. SUPER./SUPERVISOR = Assistant
able to access their ACTIVE SCHOOLS. (Only Supervizor/Supervisor. Double Click on this
READ ONLY = R |ACTIVE schools will appear in their CHANGE allows the user to edit ights.
_ SCHOOL dropdown. )
-ALL RIEGHTS = A Show Assistant Supervisor Rights b
|
Edit Rights For The Highlighted School
Copy Rights From Copy Rights From q JOHNATHAN's
Another User Another School Elaricits ot Remote Rights
Quit [Esc] Prev ‘ Done ‘

General User: This is aly user who is not a SUPERVISOR, gguvisor (Power Userdr
Assistant Supervisor. TheUPERVISORcustomizes the rights of the user to whatever they
deem appropriate.
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Read Only Rights
Users withREAD ONLY rights will not be able to access the following programs in each
module:

Data BasePlus Attendance Plus
1) Customize Data Base Plus 4) Enter Daily Attendance
2) New Filegview only) 5) Correct
3) Addresgmay not Batch Enter or Erase Fields) 7) Calendar
6) Beginning A) PER: Enter Peod Attendance
Scheduling Plus Report Cards Plus
1) Customize SC 1) Customize RC
2) Enter Coursesiew/print only) 2) Enter Coursegiew/print only)
4) Enter Course Requests 4) Enter Grades
9) Perform Scheduling 5) Calculate Averages
A) View/ChangeAdd/Drop (view/print only) ~ 6) View/Change Add/Drogview/print only)
E) Enter Grades B) Scan Schedules
F) Enter Study Hallgsiew/print only)
G) Schedule Study Halls Discipline Plus
H) Add/Drop Study Halls 1) Support File Maintenangeew/print only)
2) Incidentgview/print only)
Billing Plus 5) Fast Served

1) Enter Invoice Codgiew/print only)
2) Invoicegview/print only)

5) Family Accounts/Fast Payments
7) Transfer Billing Data

Note:

If you turn off your computer without first exiting Administrator's Plus, of
the event of a -start rAdnsnistrator's Wlhseyou will cee
message informing you that there is already a user with your nanenttyr
using the software. You will then be asked whether you want to continu
you are sure that nobody else is signed on with your user name, clit yes |

Administrator’s Plus

WARNING: POSSIBLE LOSS OF DATA 9

MNE CURRENTLY "SUFPERYISOR"

ha brormal term
If that iz the B s zafetop

Al
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Manaqging Schools

The Manage Schools menu is used to mairtanlist ofschools available to your users.

This menu is used to add new schpalswell as to inactivate or remove schools that are
no longer stored in your Home RS4 folder.

% Administrator’s Plus

ENHANCED SECURITY w
HOME RS4 LOCATIOHN: K:\RSH\
[ 1) manage Users ]
i+ 2) manage Schools
~ 3) manage Remote access |
S ——————

ams 2 & are

% Users/Security (Enhanced)

MANAGE HOME SCHOOLS
HOME RS4 LOCATION: "K:\RS4\

002 ORR'S ISLAND EARLY CHILDHOOD CENTER

I~ Show Active Schools Only

%

Edit all of your Users with Rights to this School [F4] ‘

Refresh [F5] Print List [F9]
Quit [Esc] Prev ‘ Next |

Adding a New School

To add a new Home School, click the F5: Refresthobuttyour Home RS4 folder will be
scannd for any schools not already te list. A message box appears for any new

schools found.

Administrator's Plus

? WARNING

A+ NEW SCHOOL FOUND

School Mame: ORR'S ISLAND EARLY CHILDHOOD CENTER
Path: KARSADATAL

This school will be added to your school visibility list.

After you click Done, the new school appears in your Home School list
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Remote Access

Why Remote Access?
Remote accesallows one school to access information of another school. This can be
very useful when students are about to undergotrdmgsitionto a new school. For

example:a%grade social worker from a hidh schoo
grade inform#on in the middle school. Having remote access enabled will allow the
social worker to get the studentodés infor mat

The process of giving your Remote Users accesshools involves three steps:

Step 1: First, the Home School grants accesRémote Users.

Step 2: Second, hte Home School also assigns rightsich determinghe modules and
schools the Remote Users may access.

Step 3:Finally, the Remote Supervisor makes your school visible to his users.

NOTE: If you currently use multipleesktop icons to access schools on different drives,

use the following process to set up remote access to those schools. After ygu have

finished, delete your extra icons and manage all of your schools from a single icon

Granting Access to Remote Users

Before Users can access a Remote Schogbu must first grant permission to be
accessed remotely. To grant Remote access to your school:

ChooseManage Remote Access

1: Administrator's Plus

‘ ENHANCED SECURITY ‘
HOME RS54 LOCATIOHM: S:-yWRSOA

[ i~ 1) manage Users ]
i~ 2) manage Schools

w 3) manage Remote access

1 Quit Prev Next
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ChooseGrant Access to Remote Users

% Administrator’s Plus

[ MANAGE REMOTE ACCESS ]
[ ~ 1) enable your users to access remote Schools ]
+ 2) grant access to remote Users (to your schools)
~ 3)End am
le

& &

The Add Remote Users screen appearsickGhe F2: New Remote Users button.
Browse to the location of the RS4 folder containing the Remote Users to whom you wish
to grant access. This can be a mapped drive or UNC path. Once you have indicated the
appropriate path, a screen opens showing lyewsers available on that drive.

% Add Remote Users

The checked users will be added as Remote Users.
Path: K:

User Mame

SUPERVISOR
OFFICE
MRSSMITH
JOAN
GUIDANCE

Deselect All

Deselect any usey®u do not wish to include antiak Done. The Manage Remote

Users screen is populated with the Remote Users you have erfsibdegou havedone

this, youodll need t o e@rddeds isthé same as gdhingsights f e ac
for local users.

# Users/Security (Enhanced)

MANAGE REMOTE USERS
HOME RS$4 LOCATION: "S:\RS4Y
N I e
1 SUPERVISOR K
2 GUIDANCE K:
4 MRSSMITH K:
5 JOAN K
6
7
8
9
10
11
12
13
14 .
New Remote Users [F2] ‘ Edit Rights [F4] Delete User [F8] ‘ Print List [F9] ‘
Quit [Esc] Prev | Next ‘
HELP: ADD Users to this list and then edit their rights.
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Remote School Visibility

Now that the Remote School has added your Home Users and granted them rights to the
necessary Administratorés Plus program modu
visible to your users.

ChooseEnable Your Users to Access Remote Schools

"% Administrator’s Plus

[ MANAGE REMOTE ACCESS

[ @ 1) enable your users to access remote Schools
¢ 2) grant access to remote Users (to your schools)

~  3) End program

e &

The Manage Remote Schools screen appears.

MANAGE REMOTE SCHOOLS

HOME RS4 LOCATION: “ )\

Show Active Schools Only

New Remote School [F2] | Print List [F9]

Quit [Esc] Prev Finish

HELP: Your users may only access remote schools on this list that are ACTIVE.

Click F2: New Remote School to add Remote Schools that have granted access to your
Home Users. Select the path to the Remote School. Tiiseca mapped drive or UNC

path. Once you indicate the appropriate location, a screen will open showing you the
schools available on that drivBeselect any schools you do not wish to add to your
Remote school list, then click Done.

% Add Schools X

The checked ones will be added to the School Visibility screen
Path: S:\RS4\DATA\

School Name
ORR'S ISLAND MIDDLEHIGH SCHOOL

Deselect All
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Accessing Remot8chools

Once you have completed the process of adding the Remote School list, the users that
have been granted rights to the Remote School will be aldeléot it from the school
dropdown at the top of the screen. Remote Schools appear on the bistckets to
distinguish them from the Home Schools on the list.

Modules District E-Maill Tools Window Help

éﬂ |ORR'S ISLAND SCHOOL ~||2005-06  ~|

ORR'S ISLAND EARLY CHILDHOOD CENTER
|[ORR'S ISLAND MIDDLE/HIGH SCHOOL ]

Note: the process of editing rights per user does not change just because the school is
remote. The enhanced security rights screen will be the same for any 3tieooghts a
user hasdr one schoglhoweverwill not necessarily be the same for another school.
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2A

Navigation

Methods of Navigation

Users can navigate t hr oug hDepethdimg onithe hatuet or 0 s
of the taskor your personal prefererssghere are multiple ways to access the various

modul es found i n Inf anapterysutwitl fand tberfastest, Rdstu s .
convenient way to work in Administratorés P

1. Right Click Navigation
2. Toolbar Menu

3. Navigation Menu

4, Shortcut Bar

5. Keyboard Navigation

1. Right Click Navigation

UseRight ClickNavigationto acomplish 95% of the most common daily tasks with just
a few mouse clicks.

Wigw Edit 3
Enker 4
[aka Base g Prink Program
Fet * Attendance » Totals Only
Setup » Report Cards L4 Report Writer
Processes 4 Scheduling » Labels
i Discipline » Household Report
Close Al Windows Billing » Contacks Verification Fepart
Page Setup 4
E-Mail Report Wizard »
Reports ConversionfRestore Lkility  #
Copy Reports
Activate Contacks For Reports
Portfolio Repaorts Setkings »

Embed Fonts in PDF's
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2. Toolbar Menu

¥ Administrator’s Plus

File Wiew Enter Print MNew Setup Processes Modules District  E-Mail Tools  Window Help

« BIEw v Eess 4 =l o

The upperToolbar Menuallows users tochange program settingsavigate to different
modules,change schools artteir year, as well as customize the appeee and layout

of screens. Theoolbar also displays hdtey iconsthat allow users to jump from a
studentodos record in one module to the same

3. Navigation Menus

The Navigation Menugonsist of a Master Program|&etor, or main menu, followed by

a menu for each module I|isting the progr amgd
you through the steps of complex tasks such as scheduling and entering grades. Enabling

the Navigation menus also allows you to usekégboard to navigate and operate the

program.

“® Data Base Plus Menu |Z||E|g|

Data Base Plus

|
G
B
T
O —

7. Transfer DB & ID Mumbers
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4. Shortcut Bar

The Shortcut Baywhich appears to the left of yoArd mi ni s t rsareenlistdeachP | u s

Administrator's Plus module in tab Click the tab to get a drdpwn list of all the

progamsavailable in that module. The shortcut bar can be viewed with small or large
icons

& Administrator's Plus

File View Enter Print New Setup Processes Modules District E-Mail Tools Window Help

e E ﬂ[wma ScHoOL ~l|2009.70  ~]

|- Data Base

¢ custop
28 New Files
& Address
E print Prog
Ao R
[ Beinning
2 Transter

L) Attendance

L Report Cards

- Discipline

L Billing

b+ District Control

+ Close

06-17-2010 12:32PM NUM INS User Name: SUPERVISOR Version 5.4.20.01

5. Keyboard Navigation

Experienced users can still ukeyboard Navigatiorio move around and perform any
function inAd mi ni st r ahe &aysireke ddrhniasds camenu options from the
original Administratorodés Plus have each
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2B

Navigation

1. View/Edit
2. Enter
3. Print
4. New
5. Setup
6. Processes
Wiew Edit 3
Enter 3
Tl 3 Attendance ¥ Totals Cnly
Setup k Report Cards 4 Report Writer
Processes 4 Scheduling k Labels
Close A Wind Discipline k Household Report
=8 oW Billirg k Conkactks Yerification Report
Page Setup »
E-Mail Report Wizard 4

Reports Conversionf/Restore Utilicy ¢
Copy Reparks

Activabe Conkacts For Reports
Portfolio Repaorts Settings 4
Embed Fonts in PDF's

The most common daily tasks /aad mi ni st r can lweraécempliBhediveith a few
simple mouse clicks. Right click yvhere on the background wallpaper and you can
complete 95% of taskdf you are familiar with the menus and the menu options in
Administrator's Plus, this feature will allow you to quickly jump tgadsfic location in
the program.

The right click mouséeature also allows you to muésk in several different modules at

the same time. For instance, you can move your current screen and right click on the
desktop to quickly open a new serein a different module.i@ply adjust the position of

the origira | window so that the two screens disp
modules can beiewed at the same time, side $igle.
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View/Edit

Addresses

Daily Atkendance

Period Attendance

Grades

Schedules

Incidents ¢Discipline)

Imvoices

Logs 3
Portfolios

SuperDE

Student Contacts: Al Skudents

Wiew Edit
Enter
Prink
e

Setup

[
2
2
2
2
2

Processes

Close all Windows

Use theView/Edit option to view or edit student data in any module. Highlighting
View/Editbrings up a menfrom which you can select from the following options:

e Addressopens the Data Base Plus ADDRESS window which is used to view and edit
student or staff demographic data.

e Daily Attendanceopens t he Attendance modul eds COR
you to viewand edit attendance on a studbwstudent basis for the entire calendar
year.

e Period Attendance brings you into the VIEW PERIOD ATTENDANCE screen.
This area of the program is similar to CORRECT, but displays period attendance
entries for students raththan daily attendance entries.

e Gradesactivates the VIEW/CHANGE/ADD/DROP program in theanscriptview.
From this location you magnter and edit grades and GPA information.

e Schedulesbrings upthe VIEW/CHANGE/ADD/DROP program in thé&cheduling
view, where you may add courses or edit the schedule of a particular student.

e Incidentsopens the Discipline modulebs | NCIDEN
edit a studentds discipline record.

e Invoicesopens the Billing modul eb6saddoNediObd CES s c
studentos billing record.

e Logsopens another box which allows you to access logs for the following modules:

Grade Change 3
Add Drop

E-Mail

Discipling Audit Trail
Billirg 3

Send To Excel
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o Portfolios opens the Portfolios main screen which is used to cetatient and staff
electronic portfolios.

e SuperDB opens theSuper DataBase screen which can be used for creating
additional, unlimitednformation tables.

e Student Contact: All Contactsopens a screen witnlist of all student contacts.

Enter
Wigw/Edit 3
Duaily Attendance
Prink ] Period Attendance
MEw L4 Caurses
Sekup » Grades
Processes 4 Course Requests b
Close all windows Discipiine ’
Pavments

Skills 2 Concepts

TheEntermenu lists each of the programs designed for data entry. Use this menu to

enter the following:

e Daily Attendance opens theAttendancenodul eds ENTER DAI LY ATTE
program

e Period Attendance opens thePeriod Attendancemo d u |[EADER PERIOD
ATTENDANCE program

e Coursesmoves you to the ENTER COURSES program
e Gradesactivates th&keportCaranodul e6s ENTER GRADES progr a

e Course Requestsmoves you to theSchedulingmodul e 6 s ENTER COUF
REQUESTS program

e Discipline opens thdisciplinemodul eés FAST SERVED program

e Paymentsactivates th&ilingmodul edés .mai n menu

e Skills and Conceptsopens the Skills and Concepts page for report cards.
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Print

Wi Edit 3

Enter L

Tl K Aktendance 3

Setup r Report Cards »

Processes > Scheduling »

Close All wWindows D.ISII:IIZI|II'|E ’
Eilling »
Page Setup b
E-Mail Report \Wizard »

Reports ConversionfRestore Ukility ¥
Copy Reparks

Activabe Contacts For Reporks
Portfolio Reports Settings »
Embed Fonts in PDF's

The Print menu allows you to choose from a number of-g¢ie&ned or customized
reports in any of the Admi ningehuryaunoydss Pl
choose théage Setupscreen to view the page layout and printer settings for any report.

After highlighting a moduldrom the second drop down menu, you will see another list
of options. The options for each module are explained below.

WigmEdit 3
Enter g
Data Base L Print Program
e r Attendance » Tokals Only
Setup » Repaort Cards 4 Report Writer
Processes » Scheduling » Lahels
] Discipline » Household Report
Close All Windows Billirng » ontacts Werification Report
Page Setup 4
E-Mail Report Wizard »
Reports Convversion/Reskare Lkiliy  #
Copy Reports

Ackivate Conkacks For Reports
Portfolio Reports Settings »
Embed Fonks in PDF's

e Data Baseallows you toquickly generate reports using student information stored in
the Data Base Plus ADDRESS program. Pmmt Programcan be used to create
customized reports, student master fiksd ASCII export files. Using the PRINT
program, you may quickly create an-thefly report by tagging the data base fields
you wish to include on the repoand inthe order in which you want them to appear.
The Report Writerand Labels prograns produce preformatted letters, listsand
labels for both students and staff. eTh r e p or t -defindd trepartd rmay per e
copied, editedand savedTotals Only will produce a report based on the totals within
a certain database field. Also available are household reports and contact verification
reports.
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