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Introduction

Administrator’s Plus Odyssey’s new Field Validation ensures consistency in your student
data, and makes the process of data entry faster and more convenient. Validated fields dis-
play adrop-down menu of possible field entries. Users can either click and select the desired
entry from this list or begin typing the desired entry and alow Odyssey to auto-fill the field
using the nearest match on the validation list. There are two types of validated fields: Super -
visor Only and Anyone. Supervisor Only fields ensure that only specific entries, approved
by the Supervisor, can be entered into student records. All other users are forced to select an
entry from the validation list set up by the Supervisor. They cannot add to the list or insert a
field entry that does not appear on the list. Anyone fields provide the convenience of the

drop-down list and auto-fill features, but do not restrict the field datato only valid entries.

Once the Supervisor has defined avalidated field, there are several optionsfor creating the list
of entries which will appear in the validation list. If students already have datain a particular
field, Odyssey can generate the validation list based on the existing entries. You can also cre-
ate alist from scratch using only the specific entries you would like to have appear in student
records. Alternatively, entries can be added to the validation list during the process of data
entry. Whenever a new entry is typed into a validated field, Odyssey will ask if you would
liketo add it to the list.

The new Field Validation menus will also allow you to create Mandatory and No Duplicate
fields. In Mandatory fields, users are forced to insert an entry before saving the record. No
Duplicate fields will accept only a unique entry per student ensuring that no two students

have the same entry in that field.



Define Fields

The Supervisor will define validated fields from within the Data Base Plus Address program
screen. Simply right click on the field name and highlight Validation. A new menu with sev-

eral options will appear.
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To create a validated field you must first designate it as either a Supervisor Only or Anyone
field. These settings determine which users will be allowed to add field entries to the drop-
down list for the particular field. The default setting for each field isNot Validated. You may
designate a non-validated field as a No Duplicates field, ensuring that each student’s entry in
thisfield will be unique. Any validated or non-validated field may optionally be set as M an-
datory, which meansthat it cannot be left blank. Once afield is defined as Mandatory, users
will not be able to save changes to a student’s Address record without providing an entry in
thisfield. The new Validation Menu options are described below:



Supervisor Only

Yalidation k| v Supervisor Only
A Supervisor Only validated field is one in Change Field Length Anyane
] ] _ Change ForeColar Mot Yalidated
which only the Supervisor can add entries to Change BackColor o
o DUplcates
. . Reset Default
the drop-down list. When the Supervisor et v Mandatory
types a new entry into a student’s data base Edit Entries

field, Odyssey givesthe option to add the new entry to the validation list. Othersusers
must click and select, or type in an option that appears on the validation list. They

cannot type anew entry into the data base field or add to the list of possible entries.

Anyone
Yalidation Supervisor Cnly
An Anyone validated field provides the same | Chanae Field Length M
Change FareColor Mok Yalidaked
drop-down validation list and auto-fill option Change BackCalor :
Reset Default o Duplicaites
as the Supervisor Only field. However, any Mandatary
user can add new entries to the validation list. Edit Entries

When the student record is saved, Odyssey
will give users the option to add the new entry to the validation list. Users may also

choose not to add the entry.

Not Validated

This is the default setting for all data base

Supervisor Only

fields. A Not-Validated field does not pro- Change Field Length ELTETE
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saved. Mandatory:




No Duplicates

A No Duplicates field must contain a
unique entry for each student. If a user
attempts to save an entry that already
appears in another student’s record, Odys-
sey will not accept it. Because a validated
field cannot also be a No Duplicates field,

Yalidation Supervisor Only
Change Field Type  * Anyone
Change Field Length v Mot validated

hange Field Mame
Change FaoreColor %
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Reset Default

the No Duplicates option will be greyed-out once Supervisor Only or Anyone has

been selected.

Mandatory

A Mandatory field is one that cannot be
left blank for any student. Odyssey will
not allow users to save changes to the
Addressrecord of astudent if aMandatory
field does not have an entry. Both validated
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and non-validated fields can be defined as Mandatory.

If students have data fields that were left blank before they
were defined as Mandatory, users must fill them in then next
time they edit the student’s Address record. Odyssey will not
allow any new changes to be saved until the Mandatory field

contains an entry.




Create Validated Field Entries

Once you have set up avalidated field, use the Edit Entries option to create the list of entries
to appear in the validation drop-down list. After selecting Edit Entries from the validation
menu, the screen shown below appears. For new or Supervisor Only data base fields, you can
create the validation list from scratch by adding valid entries one at atime (see Add Entries).
You can also generate a validation list made up of al existing entries found in students
records (see Generate Validation List). For Anyone fields, users can add entries to the list

each time new datais entered.

Add Entries

To add entries type or click F2 ADD. Typein the desired entry and type or click F10

ACCEPT. The entry you just typed will appear in the lower portion of the screen.

Repeat these steps for each new entry you wish to add.
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Generate Validation List

To generate a list based on existing entries in students’ records, press or click F5
GENERATE. Odyssey will search the records of all students and display alist of all
entries found in the selected field. Pressor click F10 SAVE to accept thislist.
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Other Options

Allows you to highlight and change any entry that currently
ED

appearson thevalidation list.

IT
7 Deletes all entries currently listed in the validation list.
DEL ALL

Allowsyou to highlight an entry and delete it.

DEL



Using Validated Fields

Each field that has been defined as Supervisor Only, Anyone, No Duplicates or Mandatory
will display the selected definitions in brackets to the right of the field name. The abbrevia-
tionsfor avalidated field setting are as follows:

Supervisor Only
Anyone
Mandatory

No Duplicates

cz>w

Because afield may be set up using more than one option, a combination of these initials may
appear.

If thefield has been defined as a date or numeric field, you will
alsoseea“D” and/or an “N” insidethe brackets.

Select Entries From a List

To view the validation list, click once on the arrow to the right of the desired field.
Highlight and select the desired entry by double-clicking on it. If there are more than

8 entries on the list, users will need to use the scroll bar on the right of the drop-down
list.

A = ]

STATE {A) =

cCT

o
NH
HOMEROOM {&AM}
SEX {SM} IF B




Auto-fill

When users begin typing an entry that already appears on the drop-down list, Odyssey
will auto-fill the field with the first matching entry alphabetically. If thisis not the
desired entry, continue typing until it appears. For example, if blue and black appear
on the validation list for the field Hair Color, Odyssey will auto-full the field with the
word black until you type “blu.”

E You may typetheentry in upper or lower case. Odyssey will
automatically change the entry to the correct case when you
select F10 (Accept).
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Add Entries to the List

When you type in an entry that does not appear in the validation list and try to saveit,
the following message will appear.

Administrator's Plus | x|

Do ou ank to Add this to List?

Select Yesto add the new entry to thelist. All userswill be able to view and select this
entry onceitisadded. Select No if you do not wish for the entry to appear on the list.
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