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1A 
 

Installation 
 

Installing Administratorôs Plus 
 

1. Hosted Services 
2. Installing for the First Time 
3. Installing on a Workstation (After installing on a server) 
4. Upgrading Administratorôs Plus 

 

 

The following procedures are designed to get Administrator's Plus up and running 

quickly.  The installation procedures are for Windows 2000 SP 4, Windows XP SP 3, 

Vista, or 7. 

 

Hosted Services 

Rather than installing Administratorôs Plus on your own schoolôs server, Rediker 

Software offers Hosted Services. Hosted services is an optional service which allows you 

to access your schoolôs data from any internet source. Furthermore, you have the 

following benefits: 

 

 Never install updates. All updates will be installed automatically by our staff so 

youôre only working with the newest version of Administratorôs Plus. 

 Backups of your data are made every evening so youôll never have to worry about 

the loss of data.  

 Save time and money by letting our technicians manage your schoolôs data rather 

than spending it on IT support and server upgrades 

 Access Administratorôs Plus from any PC with internet access.  
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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, type the 

following link into your web browser.  
ftp://ftp2.rediker.com/version5/Administrator'sPlusInstallation.exe  

 

 

 

Step 1: Your internet browser will ask if youôd like to run the file. While windows 

typically will not recognize the publisher, it is completely safe to download. Therefore, 

select Run and the file will download directly from Rediker Softwareôs Servers.  

 

 

 

Administratorôs Plus will work on the versions of windows mentioned in the screen 

above. Click continue once youôve confirmed that Administratorôs Plus will support your 

version of Windows.  

 

 

ftp://ftp2.rediker.com/version5/Administrator'sPlusInstallation.exe
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Step 2: Another screen will appear with various options. Assuming this is the first time 

youôre installing Administratorôs Plus, select NEW INSTALL. The newest version of 

Administratorôs Plus is available for download at:  

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

 

 

Step 3: A new screen will appear for the License Agreement. Simply click, ñI Agree.ò If 

you select, ñI do not Agree,ò the installation will abort.  
 

 

 

Step 4: This screen is asking you to select your drive in which the Administratorôs Plus 

folder will be installed in. There are a few things to consider here: 

 

 

http://www.rediker.com/support/downloads/downloads.php
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Are you installing this on an individual desktop? 

 
If so, youôre most likely going to browse to the C:\ drive. This means that only this 

computer will be able to access Administratorôs Plus. No other computer in the school 

will be able to access the data unless the computerôs C:\ drive is made public. 

 

Are you installing this on a Server? 

 
This is the most common form of initial installation. Installing Administratorôs Plus will 

allow various computers throughout the school to access the data from their own 

workstation. This will require additional installations of Administratorôs Plus. 

 

Do you have a firewall preventing access to Rediker Softwareôs FTP 

site? 
  

Once youôve selected your drive, you will see the following screen: 

 

 
 

The installation is checking Rediker Softwareôs servers to see if it can locate your 

schoolôs license information. If unable to access our servers, you will see the following 

screen: 

 

 
 

 

Step 5:  You may need to browse to your license file. This file should have been sent via 

email when you first received instructions on installing Administratorôs Plus. If you need 

a license file, contact Rediker Support and theyôll provide you with one.  
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If you were able to access Rediker Softwareôs servers, you will see this screen instead. 

Simply enter the installation number you were provided in your installation email. If you 

do not have a number, contact Rediker Support to receive one.  

 

 
 

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

 

 
 

NOTE: If a school succeeds in connecting to our ftp site, but the connection is poor, upon 

entering the Install Code, the download of the license file might fail.  If this happens, an 

error message will appear.  If the user does have a license file, they can click OK and the 

Browse screen will come up. 

 

 

 
 

Step 6: Now that youôve entered your license key, select your first school year by using 

the + and ï keys. Once youôve selected the correct year, click continue.  

 

Step 7: You will be asked if you want to install Demo School. It is recommended that 

you install Demo School so that you may experiment with fictional data before you enter 
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your own. This will allow the user to become accustomed to the Administratorôs Plus 

interface without any risk. However, you do not need to install it now.  

 

 
 

 
 

Setup will be complete after Demo School is installed. (If you chose to not install it, 

youôll get the same screen.) Furthermore, it will identify the location of the RS4 folder. It 

is crucial that you write this down, as it will contain all of your schoolôs data.  

 

Installing on an Individual Workstation  

 

 

What is the RS4 folder? 

 
The RS4 folder contains all of Administratorôs Plusô data. All of your schoolôs 

information is located in here. Even if you have multiple schools, all of their data will be 

located in this folder. It is recommended that you regularly make backups of this 

folder. Creating a copy of the folder is one way, but Administratorôs Plus has a 

backup/restore feature as well. Also located here is the client setup which allows you to 

install Administratorôs Plus on another computer.  
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Step 1: Browse to your RS4 folder. 

 

 
 

Step 2: Locate the folder titled, ñCLIENTSETUPò 
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Step 3: Select the file, SetupAP 

 

 
 

 

 
 

Step 4: The setup is now running. Select Next to continue. 
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Step 5: The important thing to note here is the destination folder. Notice that this folder 

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 school. If youôd like to change 

the location of the destination folder, you may do so, but itôs not recommended.  

 

 
 

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

computerôs specifications.  

 

 
 

Once the installation is complete, the installer will indicate two things:  

 

The location of your RS4 folder. This is the first box.  

 

The location of client setup. If you want to install Administratorôs Plus on another 

computer, you will need to run SETUPAP.EXE. The second red box shows where 

this is located.  
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Step 6: Once the installation is complete, you will be asked to restart your computer. 

After you reboot, there will be an icon on your desktop which you can click on to start 

Administratorôs Plus.                                                                                                    

 
 

Updating Administratorôs Plus 

 
Administratorôs Plus is updated nearly every month. The newest updates can be found on 

our website at:  http://www.rediker.com/support/downloads/downloads.php 

 

Step 1: Users can check for updates by browsing to Help Ą Update 

 

 
 

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.  

 

 
 

Step 2: Click on the browse button to locate your RS4 folder. Once you have, select 

Continue. 

 

Step 3: The installation will complete by itself at this point if youôve located the RS4 

folder. Once the installation is complete, the latest version of Administratorôs Plus has 

been installed on the server. However, the individual work stations still need to be 

updated. This will occur when they log in.  

 

Step 4: When any client attempts to log into Administratorôs Plus after the update, they 

will see this message:  

 

http://www.rediker.com/support/downloads/downloads.php
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They will be forced to update, or quit the program. 
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1B  
 

Introduction 
 

 

Quick Start 
 

 

 

 

 

 

 

 

 

 
 

Once you open Administratorôs Plus, you will see this login screen. Every time you log 

into Administratorôs Plus, this screen will appear. Because this is the first time youôre 

logging in, there is no password. Simply click LOGIN and youôll open the next screen.  

 

 

1. Log in for the 1st time 
2. Setting up Grade Levels 
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Step 1: The first step is to tell Administratorôs Plus how many grades you will have. If 

you have any other departments, such as special education or foreign exchange students, 

include them as a grade level. For example: My school has six grades, 1-6, with two extra 

grades for special education and foreign exchange students. (See below for example).  

 

 
 

Step 2: There are 3 columns which youôll need to edit here: Grade, Grade Alias, and 

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 reports. The Description is 

for typing out the entire name of the grade. For example: SE is the alias for Special 

Education, which is the description of the class. 
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Step 3: After all of the grades are set up, the next step is to organize promotions. This is 

what Administratorôs Plus will do to the students at the end of the school year. For 

example: the 3
rd
 graders will become 4

th
 graders, and the 6

th
 graders are promoted to 

DELETE because theyôre not going to be at the school next year. For special 

departments, such as special education, choose DO NOT PROMOTE. These students will 

remain in the same area for the next school year.  

 

 
 

Step 4: Set the max number of students in your largest grade. If you try to add a student 

once youôve met the max size, it will not let you. This will need to be edited again if 

thatôs the case, so set the number 25%-50% higher than the average size of each grade. 

 

 



 

15 

 
 

Step 5: Choose how many years of data you want to archive. The higher the number, the 

more space the files take up. Itôs recommended that you choose a number one year higher 

than the total number of grades at your school. For example: if your school has 4 grades, 

archive data for 5 years.  

 

 
 

Step 6: This screen is where you set the Unique Code for your school. All of your 

studentsô IDs will then begin with that number. You can select any number 1-999, but itôs 

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

district, make sure your Unique Code is different from other schools. (Recommended 1-

9) 
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Step 7: This screen is for confirmation. Just review the information and ensure that 

everything is correct. (Note: All of this information can be changed if needed, but itôs 

better to have it set up before you begin adding students and staff.) 

 

 

 
 

Youôre done! Administratorôs Plus will exit, then bring you to the login screen. Youôre  

now ready to add user accounts  to Administratorôs Plus. 
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1C  

 

Introduction 
 

 

Getting Started & Security 
 

 

 

 

 

 

 

 

After starting Administrator's Plus, you will see the login screen. At first, only the name 

ñSUPERVISORò will appear. This is because we havenôt added any users yet. No 

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

Administratorôs Plus.   

 

 
 

 

 
 

It is recommended that you first assign a password for the supervisor login name. This 

password should be shared with at least one reliable person in case the regular supervisor 

is not available.  

 

 

 

1. Enhanced Security Overview 
2. Users and Passwords 
3. Managing Schools 
4. Remote Access 
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Enhanced Security  
 

 

 

 Click on the FILE dropdown menu and choose Users/Security (Enhanced) 

 

Once selected, another menu with three options will appear.  

 

 
 

1) Manage Users: In this area, you will be able to do the following: 

Add/Delete a user 

Add/Edit a userôs password 

Edit a userôs rights 

Activate/Inactivate a user 

 

2) Manage Schools: In 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 Access: In this area, you will be able to do the following: 

Enable your users to access remote schools 

Grant access to your remote users 

 

 

 

From the Toolbar 
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Users & Passwords 

 

 
 

This screen is the Manage Users screen. This is where you add new users and provide 

them with passwords. You can also edit their rights by clicking the VIEW/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 

ACCESS TO YOUR SCHOOLôS DATA. 

 

To add a new user, simply click on NEW USER in the bottom left corner. Once youôve 

done so, the line will become highlighted below your last added user. For example: 

 

 
 

User names do not need to be memorized; theyôll appear on the login screen whenever 

Administratorôs Plus starts. Once youôve typed their user name, youôll be prompted to 

create a password. If you do not create a password, the user will not be able to log in. 

Passwords will need to be memorized by the user. If a password is forgotten, the 

Supervisor will need to create a new one. Now that youôve created the user, we now need 

to give them rights so they can use Administratorôs Plus. 
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User Rights 
 
3 Levels of Rights  
 

ñAò All Rights :  

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

ñRò Read Only Rights: 

 The user may only VIEW and PRINT the information pertaining to that module. 
 

ñNò No Rights: 

 The user will have no access to the module, even from the Master Program Selector.  
 

 

To Edit an Existing User: Highlight the user and press F4  EDIT or  ENTER. 

 

To Edit a Userôs Name: Delete the user by highlighting the name and pressing F8 

DELETE. You may then re-type the user name and re-assign user rights. 

 

 

This is the main screen which shows you the rights the user has. You canôt actually edit 

the rights on this screen directly, but thereôs a button which will take you to the screen 

which allows you to edit those rights. Itôs titled, ñEdit Rights for the Highlighted School.ò 

Itôs located at the bottom of the screen, just above shortcuts. 
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Past Years: If youôd like to give users access to your schoolôs past year data, click on the 

Past Years tab. Regardless of the tab you have selected, the screen will appear the same. 

Whichever is bolded is the screen youôre editing.  

 

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

else that youôve already set up, simply click on this button in the lower left corner. Select 

the user name which you want to copy from, and select Done, and now the new user will 

have the same 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: 

 

 

 

Active + Disable Scheduling Year: There are two columns with check boxes. The first 

one is Active. Active means that the user is currently at the school and actively uses 

Administratorôs Plus. If this is not checked, the user will get this error screen when they 

attempt to log in: 

 

 

 

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

Administratorôs Plus when a school wants to begin scheduling courses for the upcoming 

school year. 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 year, check the box.  

 

Copy Rights from Another School: If you have multiple schools, and youôd like to 

copy the rights of the selected user from one school to the other, use this option.  
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This is the Edit Rights screen. The first thing youôll want to do is check the box in the upper 

middle which says ñActive.ò This means that the user is active and will be using 

Administratorôs Plus this school year.  (The actual screen is not highlighted yellow and red.) 

 

Yellow Area: This is the rights area that you need to edit. Check the box for each module to 

give the user all rights, read rights, or just leave it as is. By default, the user will have no rights 

in each module. If you want this user to have access to everything, you can make them a 

supervisor or assistant supervisor by checking the box in the upper right area of the screen. 

 

Red Area: This area only applies to the Data Base module. If you want the user to have access 

to only certain pages, this is where you would make those changes.  

 

Example: Most schools 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.  
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Types of Users 
 

There are Four different types of users in Administratorôs Plus. They are as follows: 

 

SUPERVISOR: There is only one of these. This is the initial Supervisor account when 

Administratorôs Plus was first installed. This user can do everything in the software.  

 

Supervisor (Power User): This user can do everything that the other Supervisor does. 

However, the user cannot 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 Supervisor. If youôd like a list of the 

Assistant Supervisorôs rights, click the circled button shown in the image below:  

 

 
 

General User: This is any user who is not a SUPERVISOR, Supervisor (Power User) or 

Assistant Supervisor. The SUPERVISOR customizes the rights of the user to whatever they 

deem appropriate.  
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Read Only Rights 
Users with READ ONLY rights will not be able to access the following programs in each 

module: 
 

Data Base Plus                                                  Attendance Plus  

 1) Customize Data Base Plus 4) Enter Daily Attendance 

 2) New Files (view only) 5) Correct 

 3) Address (may not Batch Enter or Erase Fields) 7) Calendar 

 6) Beginning A) PER: Enter Period Attendance 

 

Scheduling Plus Report Cards Plus 

 1) Customize SC 1) Customize RC 

 2) Enter Courses (view/print only) 2) Enter Courses (view/print only) 

4) Enter Course Requests 4) Enter Grades 

9) Perform Scheduling 5) Calculate Averages  

 A) View/Change Add/Drop (view/print only) 6) View/Change Add/Drop (view/print only) 

E) Enter Grades B) Scan Schedules 

F) Enter Study Halls (view/print only) 

G) Schedule Study Halls Discipline Plus 

H) Add/Drop Study Halls 1) Support File Maintenance (view/print only) 

   2) Incidents (view/print only) 

Billing Plus  5) Fast Served 

 1) Enter Invoice Code (view/print only) 

 2) Invoices (view/print only) 

 5) Family Accounts/Fast Payments 

 7) Transfer Billing Data

Note: 
 

If you turn off your computer without first exiting Administrator's Plus, or in 

the event of a ñcrash,ò when you re-start Administrator's Plus you will see a 

message informing you that there is already a user with your name currently 

using the software.  You will then be asked whether you want to continue.  If 

you are sure that nobody else is signed on with your user name, click on             
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Managing Schools 
 

The Manage Schools menu is used to maintain the list of schools available to your users.  

This menu is used to add new schools, as well as to inactivate or remove schools that are 

no longer stored in your Home RS4 folder. 

 

 

Adding a New School 
To add a new Home School, click the F5: Refresh button.  Your Home RS4 folder will be 

scanned for any schools not already on the list.  A message box appears for any new 

schools found. 

 

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

Why Remote Access? 

Remote access allows one school to access information of another school. This can be 

very useful when students are about to undergo the transition to a new school. For 

example: a 9
th
 grade social worker from a high school may want to access a studentôs 8

th
 

grade information in the middle school. Having remote access enabled will allow the 

social worker to get the studentôs information easily.  

 

The process of giving your Remote Users access to schools involves three steps: 

Step 1:  First, the Home School grants access to Remote Users.   

Step 2: Second, the Home School also assigns rights which determine the 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 multiple desktop icons to access schools on different drives, 

use the following process to set up remote access to those schools.  After you 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 Schools, you must first grant permission to be 

accessed remotely.  To grant Remote access to your school: 

Choose Manage Remote Access. 
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Choose Grant Access to Remote Users. 

 

The Add Remote Users screen appears.  Click the 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 you the users available on that drive. 

 

 

Deselect any users you do not wish to include and click Done. The Manage Remote 

Users screen is populated with the Remote Users you have enabled. After you have done 

this, youôll need to edit the rights of each user. The process is the same as editing rights 

for local users. 
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Remote School Visibility 
Now that the Remote School has added your Home Users and granted them rights to the 

necessary Administratorôs Plus program modules, you must make the Remote Schools 

visible to your users. 

Choose Enable Your Users to Access Remote Schools. 

 

The Manage Remote Schools screen appears. 

 

 

Click F2: New Remote School to add Remote Schools that have granted access to your 

Home Users.  Select the path to the Remote School.  This can be a mapped drive or UNC 

path.  Once you indicate the appropriate location, a screen will open showing you the 

schools available on that drive. Deselect any schools you do not wish to add to your 

Remote school list, then click Done. 
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Accessing Remote Schools 
 

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 able to select it from the school 

dropdown at the top of the screen.  Remote Schools appear on the list in brackets to 

distinguish them from the Home Schools on the list. 

 

 

 

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 school. The rights a 

user has for one school, however, will not necessarily be the same for another school.  
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2A  

 

Navigation 
 

 

Methods of Navigation 
 

Users can navigate through Administratorôs Plus in a few ways. Depending on the nature 

of the task, or your personal preferences, there are multiple ways to access the various 

modules found in Administratorôs Plus. In this chapter, you will find the fastest, most 

convenient way to work in Administratorôs Plus.  

 

 

 

 

 

 

 

 

 

 

1. Right Click Navigation 
 

Use Right Click Navigation to accomplish 95% of the most common daily tasks with just 

a few mouse clicks. 

 

 

 

 

 

1. Right Click Navigation 
2. Toolbar Menu 
3. Navigation Menu 
4. Shortcut Bar 
5. Keyboard Navigation 
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2. Toolbar Menu 

 

 

The upper Toolbar Menu allows users to change program settings, navigate to different 

modules, change schools and their year, as well as customize the appearance and layout 

of screens.  The toolbar also displays hot key icons that allow users to jump from a 

studentôs record in one module to the same studentôs record in any other module. 

 

 

 

3. Navigation Menus 

The Navigation Menus consist of a Master Program Selector, or main menu, followed by 

a menu for each module listing the programôs tasks.  Use these ordered menus to guide 

you through the steps of complex tasks such as scheduling and entering grades.  Enabling 

the Navigation menus also allows you to use the keyboard to navigate and operate the 

program. 
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4. Shortcut Bar 

The Shortcut Bar, which appears to the left of your Administratorôs Plus screen, lists each 

Administrator's Plus module in tabs.  Click the tab to get a dropdown list of all the 

programs available in that module. The shortcut bar can be viewed with small or large 

icons  

 

 
 

 

5. Keyboard Navigation 
 

Experienced users can still use Keyboard Navigation to move around and perform any 

function in Administratorôs Plus. The keystroke commands and menu options from the 

original Administratorôs Plus have each been preserved. 
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2B  

 

Navigation 
 

 

Right Click Navigation 
 

 

 

 

 

 

 

 

 

 

 
 

The most common daily tasks in Administratorôs Plus can be accomplished with a few 

simple mouse clicks.  Right click anywhere on the background wallpaper and you can 

complete 95% of tasks. If you are familiar with the menus and the menu options in 

Administrator's Plus, this feature will allow you to quickly jump to a specific location in 

the program. 
 

The right click mouse feature also allows you to multitask 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 screen in a different module. Simply adjust the position of 

the original window so that the two screens displaying a studentôs data from different 

modules can be viewed at the same time, side by side. 

1. View/Edit 
2. Enter 
3. Print 
4. New 
5. Setup 
6. Processes 
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View/Edit 
 

 
 

 

Use the View/Edit option to view or edit student data in any module.  Highlighting 

View/Edit brings up a menu from which you can select from the following options: 

 

 Address opens the Data Base Plus ADDRESS window which is used to view and edit 

student or staff demographic data. 
 

 Daily Attendance opens the Attendance moduleôs CORRECT mode which allows 

you to view and edit attendance on a student-by-student basis for the entire calendar 

year. 
 

 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 rather than daily attendance entries. 
 

 Grades activates the VIEW/CHANGE/ADD/DROP program in the Transcript view.  

From this location you may enter and edit grades and GPA information. 
 

 Schedules brings up the VIEW/CHANGE/ADD/DROP program in the Scheduling 

view, where you may add courses or edit the schedule of a particular student. 
 

 Incidents opens the Discipline moduleôs INCIDENTS screen where you may add or 

edit a studentôs discipline record. 
 

 Invoices opens the Billing moduleôs INVOICES screen, where you may add or edit a 

studentôs billing record. 
 

 Logs opens another box which allows you to access logs for the following modules: 
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 Portfolios opens the Portfolios main screen which is used to create student and staff 

electronic portfolios.  
 

 SuperDB opens the Super Data Base screen which can be used for creating 

additional, unlimited information tables. 
 

 Student Contact: All Contacts opens a screen with a list of all student contacts. 

 

Enter 
 

 

 
 

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

enter the following: 

 

 Daily Attendance opens the Attendance moduleôs ENTER DAILY ATTENDANCE 

program. 
 

 Period Attendance opens the Period Attendance moduleôs ENTER PERIOD 

ATTENDANCE program. 
 

 Courses moves you to the ENTER COURSES program. 
 

 Grades activates the Report Card moduleôs ENTER GRADES program. 
 

 Course Requests moves you to the Scheduling moduleôs ENTER COURSE 

REQUESTS program. 

 

 Discipline opens the Discipline moduleôs FAST SERVED program. 
 

 Payments activates the Billing moduleôs main menu. 

 

 Skills and Concepts opens the Skills and Concepts page for report cards.  
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Print 

 

The Print  menu allows you to choose from a number of pre-defined or customized 

reports in any of the Administratorôs Plus modules.  From the Print menu, you may also 

choose the Page Setup screen to view the page layout and printer settings for any report. 
 

After highlighting a module from the second drop down menu, you will see another list 

of options.  The options for each module are explained below. 

 

 
 

 Data Base allows you to quickly generate reports using student information stored in 

the Data Base Plus ADDRESS program.  The Print Program can be used to create 

customized reports, student master files, and ASCII export files.  Using the PRINT 

program, you may quickly create an on-the-fly report by tagging the data base fields 

you wish to include on the report, and in the order in which you want them to appear.  

The Report Writer and Labels programs produce pre-formatted letters, lists, and 

labels for both students and staff.  The report writerôs pre-defined reports may be 

copied, edited, and saved. Totals Only will produce a report based on the totals within 

a certain database field. Also available are household reports and contact verification 

reports.            




















































































































































































































































































































































































































































































































































