High School Transition
Management System

For Primary Schools (K-6)

Designed & Developed by Stuart Hasic

NOTE: This database system is subject to the guidelines and conditions of
the Privacy and Personal Information Protection Act 1998 and the Education
Act 1990. It is intended for internal NSW DET use only. Individual school
Principals, authorised users and the District Superintendent are responsible
for maintaining the private nature of this data.
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Introduction:

The High School Transition Management System (HSTMS) has been designed to provide
individual schools, entire school districts and education departments with necessary
information about students progressing from Primary school (year 6) to High school (year 7).

This single application is able to run in various modes:

Primary School Mode:

oood

Allows for the easy data entry of relevant details of all year 6 students
Exports base student details from OASIS and imports into the HSTMS

Prints a single page data collection form for easy gathering of required data
Compresses and electronically transfers completed year 6 data to
the District Office when required/necessary

District Office Mode:

Q

ooo

o0 O O

Receipt, decompression and import of all required year 6 data from all
primary schools in the District

Sorting of all students into groups based on their nominated high school
Creation of separate databases of new year 7 students for each high school
Compresses and electronically transfers all required new year 7 data to each
high school, respectively. (i.e. each high school only receives details about
their new students)

Identifies year 6 students enrolling in schools in other districts and transfers
their details to the respective district office

For statistical purposes, identifies all students enrolling in religious and other
non-government high schools, as well as those moving interstate or overseas
Provides a range of inquiries and reports for management purposes

Export of data to MS Excel

High School Mode:

Q

Q
Q

Receipt, decompression and import of all required new year 7 data from
various District Offices

Manual entry of students from other districts not using HSTMS

Searching, sorting and reporting of data and export of data to MS Excel

What Data is Collected in the HSTMS?

The HSTMS stores information about year 6/7 students only, including:

Student Profile:

Cultural background, year 6 teacher, special talents, attendance, date of birth, etc.

Academic Profile:

Achievement in Maths and English, Year 5 BST Bands, ESL Phase, Behaviour/Attitude, etc.

Support Profile:
Health issues, Diagnosed Disorders, Special Placements, Itinerant Support, Therapy, etc.

Issues/Comments:
General comments that would be relevant to the high school, etc.

Student Survey:
Six user definable questions to assist schools to gauge students’ attitude to school.

High School Transition Management System for Primary Schools Page 2



HSTMS System Requirements:

The HSTMS is only available for Windows computers including all of the following Windows
platforms - 95/98/ME/NT/2000/XP. There are no plans to develop an Apple Macintosh version.
It is recommended for Primary Schools that the program be installed on the local hard disk of
a computer connected to the school network (i.e. with DET Intranet access). A Pentium Il or
better computer with 64MB RAM is recommended. Adobe Acrobat Reader should be available.

The HSTMS can be installed to a server and shared across the network with multiple

simultaneous users. Separate details for installing the HSTMS to a Windows or Netware server
are available on request.

How to get the HSTMS:

The HSTMS is available as a single file download via the Internet from the HSTMS website:

http:/Z/www.stgeorged.det.nsw.edu.au/hstms

The HSTMS is personalised to each District. In other words, all schools in St George
district, including the District Office can only use the St George district version of the HSTMS.
Schools in other districts must obtain their own district’s version before it can be used.

The single file download, HSTMSSETUP.EXE is a self-contained program that extracts and
installs itself onto your computer.

Installing the HSTMS:

Download the HSTMSSETUP.EXE file to your Desktop and then run it. The following screen will
be displayed:

LY Read the screen then click the OK button to
-ir; g‘ﬁﬁﬂ:ﬂm continue. The following screen will then be
"""""" o displayed. It is recommended that you leave the
This ol pel-pocrisct arsd inatal Hes geageam onka CFETHS path to extract the HSTMS program to as C:\HSTMS
It b rscrwneraed oo HAT dhange the delaulk inshalation peth (although it can be changed if absolutely
fi) 20 bry Shwt Hac necessary).
When ready, click the Extract button. Do not
remove the tick from the “run setup.exe” prompt.
2z _
EpecTa A _folder called HSTMS W|_II be created on your C:
__j'] [cirame = _| |_| drive (local hard disk) with several programs and
T r— Lorcsl | support files and sub-folders extracted to it. One
M aragarnar & priers e extracted program, SETUP.EXE will automatically be
Q run after the extraction process is complete.
Tt vl st ] el Dogeaim et
AHETME Heslp |

it & mcorwarded o do FOT charge fe def s SETUP.EXE is used to create a desktop shortcut to
heiatin pulh the HSTMS program, transfer support libraries to the
Windows System folder and register the libraries for
use by your computer.

T ]
Lrnartnd woth L1d Haker — hitg:ffalemaba o nal

When SETUP.EXE is being run, if your computer is using Windows 95 or 98 and does not have
recent patches, you may have to install the latest version of the Windows Scripting Host. This
will be determined automatically, and the installation will start automatically. If the Scripting
Host is updated, you will be forced to reboot your computer to enable the changes. After
rebooting, you will need to restart the SETUP.EXE program by opening My Computer, then
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opening the C: drive hard disk, then opening the HSTMS folder and double-clicking the

SETUP.EXE icon (looks like a spanner). The

Settng up the High Scheal Trarsition Managzment Sysem...
Crealing Desklop Shomouk o HSTMS. .
Irstalirg HSTHS Suppait Liniases..

Regiztenng HETMS Suppont Libvanie:s..

High School Transition

]

.\;") HSTMS Sebup complete. A shorbout has been placed on the Deskap,

[ 1]

The HSTMS can be set up separately for
Primary schools, High schools and the
District Office. The screen at right will be
displayed. As this documentation refers
to Primary School use of the HSTMS,
select the Primary School option, then find
and select your school from the pull-down
list of school names. When ready, click
the OK button to continue.

NOTE: It is not possible to change the
District name displayed. Each HSTMS is
personalised to a specific district. The
following screen will be displayed:

Setup program screen is displayed below:

A successful installation should result with both
windows shown at left and a new shortcut icon for
the HSTMS program on your desktop. The icon is

shown at the right.

HSTMS

Click the OK button to close the SETUP
program, and you are ready to run the
HSTMS program for the first time.

Running the HSTMS for the
First Time:

After successful installation, double-click the
HSTMS shortcut on the desktop. The first time the
HSTMS is run, it will ask for which mode it is to be
set up.

HS Transition Management System - Select

et Ulsa Typa

= Fimary School " High School " District Office

|Gl arvn]

A “Getting Started”
message box will alert
you that there is no
student data in your
HSTMS.

Base student details for
all your Yr 6 students

sebtirey Sharted

Thea H3 Traroiten Masegeaent Sesba hid i Sudent [te. Meass creale oo S80S Export dish. ared e i LD
npeoart, sty detas fapan QULSTS, Liss Hhes Priny Sohooks mend) sos,

[ o ]

is extracted from
x| OASIS and imported
into the HSTMS. The

following section will
detail this procedure.

fiboagerad or T o

Sl lilareda 7. M "l

[ Do
™ D

Alsredancs o

Va5 Toschs's
Pl Prinup Sabapoit

Flirabes o Prarewy Soteooly Aierded

Jrarm Ssdant Hl::-ldr.lﬂ:. "'l

B3 Bl High School Transtion
Mske wan pou GAVE changesl  MlATIAgEMENt System

TP — By exporting  base

 Vsslikits information from

OASIS, you ensure

. consistency of data and
o S BDTR d

save an  enormous

amount of re-keying

time for your staff.
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Exporting Data from OASIS for the HSTMS:

Highs S bl Tram st Management System

Primary Schoolk

Cressbe Expert Dickstte For QASI5, ..

It Yaar 6 DRSS Data.. .
Wiws and Prick Data Entry Foem,,

About HETME:

Before you can export data from OASIS for the HSTMS,
you must first create an OASIS Export Diskette. The only
effective way to export data out of OASIS is via floppy

disk, and the HSTMS makes this process easier by
including an export diskette creation utility.

Open the Primary Schools menu and choose the option

blank, formatted floppy diskette before continuing.

“Create Export Diskette for OASIS”.
Two windows will be displayed, one

You will need a

containing step-by-step instructions for the export procedure from OASIS, and one for the

creation of the diskette itself.

SIS Enpart Diek I HS Trans®ion dB =)

- OAELS Yadr & Ousti Exparl Desbadtie
L } e

Piasm placw 4 hlsnk Formstesd Roppry chdkmi cires B ancl ook bma 08 bugion b conemass.  Than whan ssads, didk the

Exiract button.
) 200E by Shurt, Meeic

Place the diskette in
the drive, click the OK
button, then click the
Extract button on the
subsequent screen. A
message will be
displayed when the
process is complete.

When ready, take the OASIS Export Diskette out of the floppy drive, label it, and then follow
the steps below to export the year 6 student data from OASIS.

Follow these steps EXACTLY to run the OASIS report, and create the exported Year 6 datafile:

1. Start an OASIS workstation (not a diskless one) and log into OASIS Admin using your
normal operator password

Type <S=>ource

Select <L>abels

©ONOOABN

Select <P=>rint Labels

Select F2 Run Reports from the OASIS Menu
Place the diskette in the floppy drive

Select the floppy drive that the diskette is in (A or B)
Choose the report titled "Year 6 Student Data for Transition DB" and hit Enter
Select <C=onfirm Run

10. From the destination window, select FILE then hit Enter
11. Choose the floppy drive that the diskette is in (A or B)

12.Type in the name YEARG6 for the filename and press Enter.

NOTE: The report may

take some time. A file called YEARG6.TXT will be created on the diskette
13. When complete, hit the F10 key twice to return to the front menu of OASIS
14.Remove the diskette from the diskette drive

This has now created your import file and you can now use it to import base student data
for the High School Transition Management System.

Take the diskette back to the client workstation where the HSTMS program is installed, run the
program and choose Import Year 6 OASIS Data from the Primary Schools menu. When this
option is selected, the following message will be displayed:

Insert OASIS Diskette

Please place the OA3IS Export Diskette containing wour school's Year 6 data as Years, txt in the Floppy drive,

Click the OF button when ready. ..

Zancel |

B
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Place the OASIS Export Diskette in the drive and click the OK button to continue. The HSTMS
will read the diskette and import all of the student details exported from OASIS. You will see
each student’s surname flash through the Surname field on the form as they are processed.
When complete, the following message will be shown:

i J [inpert ol shudents conmplated saosisluly, Plaass rendgss e Doy diskalbs roim e deiva, All

F= Remove the floppy diskette

HSTMS.

The HSTMS Database Form:

The Primary
Schools menu
contains some

useful items

Each of these
tabs contain
information

about this
student

then click the OK button.
Year 6 students have
now been imported into the

Fields filled in
with gray text
have come
from OASIS

The district

this student

will go to in
Year 7

The school

this student

will go to in
Year 7

Simple controls
move between
each student in
the database
alphabetically

Higgh %t hanl Trams ities Manage sest. Sysbom

ol - F5 Dhshiic -_ Finaip =

00 S D et R

Rimdarnic Prodle

Sugpon Frofle

s e e iments

St Sury

Backgioundt
County of Bt |
Language Spoken
&l Hinvx |
Inierprstay Fsg'd | 1-| £ e Al
F,

[ R

Al T
okt [T 2]

Y b ooty

Hame |
Murnbest of Privaiy Scheools SHemded
[rom Shadent Racosd Cad]

Haks o pou SEVE changes!

EIME High School Transition
Management System

Or click here
to find a
student by
surname

Special akids [aelect all thal appk
[~ TeanSports [ Swimming
[ Aldates | PS5 AegenS b
™ Lesdeiship ™ Public Speaking
[~ Conpedeis ™ Music

[ [hance

[ Dvama

™ Musscal Instrurment
T Ymuasl ety

el s ot

Pnary 5 chocl

The tabs all
contain
simple
check

boxes, pull

down pick-
lists, option
buttons or
text fields
for easy
data entry

When
you've
finished,
just click
here to Exit
the HSTMS

When you have completed
filling in the tabs, one click
makes sure everything you’ve
entered for that student has
been saved before moving on
to the next student

Once OASIS data has been imported into the HSTMS, it is ready for data entry. The entry
procedure is simple. Each student has their own record consisting of five “tabs” of information
covering: Student Profile, Academic Profile, Support Profile, Issues/Comments and Student
Survey. Each student can be found in the database by scrolling through alphabetically, or you

can search by surname.

Each tab is completed for each student and the Save Changes
button is clicked to store the details in the database. Click Exit to close the HSTMS.

High School Transition Management System for Primary Schools
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The Printed HSTMS Data Entry Form:

To make data collection quicker and simpler, the HSTMS can print out a single page data
collection form that can be photocopied to provide one for each student’s record. In order to
view or print the data collection form, Adobe Acrobat Reader v4 or later must be installed on
the same PC as the HSTMS.

To access the data collection form for viewing and/or

printing, open the Primary Schools menu and select “View Primary Schocks
and Print Data Entry Form...” as shown in the diagram at Creste Export Diskette for Q0515
right. If Acrobat Reader is installed on the PC, it will Import vaar B ORATS Data.

Yizey andd Prnk: Cisks Enbry Forme

automatically start up and display the data collection form.
Aukprraticaly Send Dutabase to District Office..

It is strongly recommended that you print to a laser printer Absouit HSTHS

if one is available, rather than an inkjet. Then use a

photocopier to duplicate the form for supply to Year 6 teachers. A sample copy of the form

can be found on the next page. Please do not photocopy the sample, as it is subject to

change. The HSTMS software will always contain the latest version of the form.

The form is quite self-explanatory (as you can see in the sample), containing a series of tick
boxes, options and text entry fields. You may find that the Year 6 teacher will fill some of the
information on the form out, while other parts may need to be completed by others in the
school such as the Principal, Counsellor and School Assistants. Ultimately, when a form is
completed, the Principal should sign it off before the data entry into the HSTMS occurs. All
paper copies of the data collection forms should be retained for future referral if required.

If, when completing the form, you are unsure of any aspect of the form, ask for assistance.
Use Post-It notes to highlight areas of concern and make sure the issues are addressed before
handing over the form for data entry. When filling out the “Issues/Comments” box, make sure
what you enter is relevant to the high school. If there is something very sensitive in nature
that needs to be discussed with the high school, make sure you tick the box that says,
“Interview with Year 6 Teacher Recommended”. That way, you place the responsibility on the
high school to contact you to get the additional relevant information. The HSTMS is not
intended to “label” students. The information included should assist high schools to provide
the best education for all students.

IMPORTANT NOTE: This document is an important part of each student’s transition to high
school and should be treated as such. Similarly, when transposing the data from the form
into the HSTMS itself using keyboard and mouse, it is vital that all care be taken to ensure
the accuracy of data entry. Re-checking of data entered is also recommended.

The HSTMS Timeline:

Start WK9/T3

Start Wk2/T4
All Primary School

By End Wk3/T4
download HSTMS and

commence data
collection

All Primary Schools
enter data into
HSTMS and verify
accuracy

All Primary Schools
to have finalised data
entry and sent their
database to D.O.

Start WKk5/T4

D.O. to sort and
forward all High

Schools their new
Year 7 HSTMS data

As you can see, the HSTMS is dependent on Primary Schools to make it work effectively. In
order for High Schools to have their new year 7 data by mid-Term 4, it is imperative all
Primary schools have finalised and forwarded their data by the end of Week 3 in Term 4.
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HIGH SCHOOL TRANSITION DATABASE

Surname: Given Names

High School : Year 6 Teacher :

Attendance: Satisfactory / Unsatisfactory / HSLO Number of Primary Schools Attended :

(circle one)

Special Talents (tick all that apply)

U Team Sports 1 Swimming U Athletics L PSSA Region/State [ Leadership 1 Public Speaking
U Computers U Music U Dance U Musical Instrument(s) L Drama U Visual Arts

Academic Profile

U Progressing Toward Stage 4 Year 5 BST Band for Literacy

U Achieved Stage 3 Year 5 BST Band for Numeracy :

English: QO Progressing Toward Stage 3 : Maths ESL Phase: ANAP Q71 12 03

U Progressing Toward Stage 2 U Good  Q Needs Supervision

a
a
a
(select one) W Achieved Stage 2 O (select one) Classroom Behaviour : QO Excellent
a
a

U Individual Education Program Playground Behaviour : 1 Excellent

Independent Worker? : YES / NO O Good U Needs Supervision

— Guidance: — Diagnozed Dizorders: ——— [~ Itinerant Support:

[ Guidance File N ﬁttent!nn Def!c!t y [~ Hearng Last Year of
[T Attention Deficit/Hypperactivity [~ Language inerant Suppart:
[T Autizm/bzpergers [~ Yision

[ Mental Health [~ Behaviour I j'
FiF avaliable) [ Mild Intellectual Disability ™ Integration

[ Moderate Intellectual Disabiliy
[ Severe Intellectual Disability
[ Physical Disabiliy [~ Funding Suppart

[~ Vision Dizability [™ Suppart Teacher Leaming Difficulies

™ Hearing Dizability ™ School Counsellor
[” Language Disability

Guidance File Mumber:

— Health 1zzues: ~ In-5chool Support:

[~ Asthma

[ Diabetes

[ Severe &llergy(s)
[~ Epilepsy

[~ Haemophilia

— T herapy:
—Special Placements: ——— | [ Occupational Therapist
[~ Reading [~ ED [” Speech Therapist
[~ Language [~ Physical [~ Physiatherapy
[ IM [~ Other [ Other Agency

—Access |ssues:
[~ Wheelchair ! alker

Select all that apply

Issues/Comments (only information that would be relevant to the High School)

U Interview with Year 6 Teacher Recommended

Verified by Principal: Entered into Database by:

High School Transition Management System & HSTMS Data Entry Form © 2002 by Stuart Hasic




Entering Data into the HSTMS:

Once student details from OASIS have been imported into the HSTMS, data entry against each
student’s record can occur. Data entry occurs one student at a time. It is not important what
order the details are entered onto each student record, nor is it important what order students
are entered. Ultimately, it is imperative that all students have their HSTMS record completed
by the end date.

If you are entering data by transcribing from the printed data collection form, the first thing to
do is find the particular student in question. All students in the HSTMS are entered
alphabetically on surname. They are not sorted according to class group. When you start the
HSTMS program, it will always display the first student in the database (alphabetically). To
select another student, you have a number of choices using the navigation toolbar at the
bottom-right corner of the screen:

Selecting a Student:

This button will This button will
always take you always take you
one student back one student
(alphabetically) forward
(alphabetically)

This button will

This button will
always take you

always take you

to the first Click anywhere in this to the last
student’s !'ecord area to search for a student’s record
(alphabetically) particular student be (alphabetically)

surname. An input box

will be displayed asking

for the desired student’s
surname

Sumame: |[EITHEE Giver: | Frefered:

P =
2209490 HS District; High Schoal; [Select ane] -

The area at the top of the form will change to display the student details of the selected record
number. When you have selected the desired student, you are ready to enter the HSTMS
data. As shown, by clicking on the record number area, you can request a search by student
surname input as shown below.

x
Student Surname [or just the first part]:

Gender

D.0.B.

Cancel
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With the desired student name displayed on the form, you should first specify the student’s
nominated high school. By default, your same district will be displayed and all high schools in
your district available in the pull-down window. If the student is going to a high school in
another district, select that district from the HS District pull-down and then select the High
School from the High School pull-down. If the student is leaving the NSW Public Schools
system, then choose N/A in the HS District pull-down and select the appropriate option from
the High School pull-down.

The Student Profile Tab:

Student Profile! T Argdemic Profile T Support Profile TlSSLIES.l'CDmrT'IEﬂtST Student Survey

— Background: —Special Talents [select all that apply]: ——
Country of Birth: I.-'l'-.ustralia [T Team Sparts [ Swimrming
Language Spoken - v athletics [T P55 Region/State
at Home:; IEthSh
[~ Leadership [~ Public Speaking
it ter Req'd: I I Lesva bt
B 0 i ft:j;ﬁkw; [T Computers v Music
Aboriginal or Tomes [T Dance [ Musical Instrurnent
Strait |zlander?: IND 'I
[~ Drama [ Wisual Arts
ear B Teacher's - Attendance at -
Mame: |Mr Sith Primary Schoal: ISEtISfECth}' j

Mumber of Primary S choolz Attended
[fram Student Fecord Card); |2 e

The fields with grey entries in them have been imported from OASIS and cannot be changed.
Fill in the other fields to complete this tab. Special Talents will NOT apply to ALL students.

The Academic Profile Tab:

Student Profile Academic Profile Support Profile lssuesiComments Student Surey

— Englizh: —ESL Phase:
(if applicable)

ESL Phaze: I = I

MAF = Mew Amivalz Program

Academic Achievement: |Proqressing Toward Stage 3 j

Year B Bazic Skils Test Literacy Band: |4 vI

— Mathematics: — Behaviour/Attitude:

Academic Achievement: |4chieved Stage 3 j Clazzroom Behaviour:
IGu:u:u:I j

Flayground Behaviour:

IEHcellent j

LOTE Studied in Primary School: IItaIian j Independent Worker? m

rear B Basic Skill: Test Mumeracy Band: |5 vI

This tab contains details of Academic Achievement in English and Maths as well as describing
Behaviour and Attitude. Primary Schools that offer Languages other than English can list the
LOTE studied and the ESL Phase can be selected for students from a Non-English Speaking
Background.
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The Support Profile Tab:

Student Profile T Academic Profile T Support Profile T Issues/Comments T Student Surey
— Guidance: — Diagnozed Dizorders: ——— ~ ltinerant Support:
[T Guidance File [~ Attention Deficit [~ Hearing
Last Year of
Guidance File Number: II: i::;:ﬂi?;ziype’ad'”'t-'" II: bi?fr:‘age tinerant Support:
I [~ Mental Health [~ Behaviour I j‘
{(IF available) [~ Mild Intellectual Dizability [ Integration
“Health Issues: [~ Moderate IntellectuaI.Dls..a.I:ullt_l,l ~In-School Support:
v Asth [T Severe Intellechual Dizabiliby
m Disal:lrg:as [~ Physical Dizability [~ Funding Suppart
¥ Severs Alleigyis] [ “izion Dizabiliby [~ Suppart Teacher Leaming Difficulties
I Epiepsy & [ Hearing Disability v School Counzellar
I Hasmophiia [T Language Disability “Therapy:
—Access lssues: ~ Special Placements: ——————— [T Dccupational Therapist
B Wheelchaira;w.alker [¥ Reading [ ED [~ Speech Therapist
[~ Language [~ Physical [~ Physiotherapy
St el B gzely I [~ Other [~ Other Agency

This tab contains details of Support requirements and provisions for the student. For the vast
majority of students, most of this form will be left blank. For other students, select all check
boxes that apply. If it is known that the student has a Guidance file, but its number is
unknown, simply tick the box, but leave the number field empty.

The Issues/Comments Tab:

Student Praofile Academic Profile Support Profile IssuesiComments Student Surey

General Commentz [optional]:

Haz a severe allergy to peanut butter,

[350 characters masimur - only information that would be relevant to the high school]

v Interview with Y'ear B Teacher Recommended

This tab allows you to type in any additional information about this student, relevant to the
high school - for example, details of allergies, sporting restrictions, student management
issues and so on. If there is a need to discuss sensitive issues about this student, it is best to
flag it by ticking the check box at the bottom.

There is a limitation of 350 characters in the large box, so abbreviations may be necessary.

REMEMBER to SAVE your data entry! Click the “Save Changes” button to save your work
to the hard disk. It is not necessary to Save changes between tabs. The Save button
records everything on all tabs. But you MUST SAVE BEFORE you change students.
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The Student Survey Tab:

Student Profile T Academic Profile T Support Profile T lssuesiComments T Student Survey
S pvee Disagree  Srons,
| really enjoy going to school 0 [ - -
I am proud of the work | do - [ i« (@
| like learning new things . [ " ("
My parents are interested in my school work - - - [
I am looking forward to going to high school - i« . @
| prefer to work alone rather than in a group - - i .

This tab records the results of a student survey which is normally undertaken in conjunction
with data collection for the HSTMS. The questions can be changed and in your version may be
different from those shown here. Typically, the schools across the district together with the
district office would determine and set the questions to be asked in the survey. All Primary
schools would then ask the same questions of their students.

Because the student survey responses are to be entered into the HSTMS against each student,
they cannot be answered anonymously. Therefore, it is important to ask questions that
students will be happy to answer honestly, even if they are identifying themselves in the
survey. Of course, responses can be wholly dependent on their mood on the day of the
survey, but this tool is very useful to gauge attitude to school during the transition period.

The same questions could then be asked in a similar survey later in year 7 or in year 8 to
provide comparison data and develop necessary strategies.

Reviewing All Data Entered:

When you think you have completed all data entry, it is important to verify each record by
using the navigation toolbar to call up each student individually and check the contents of each
tab. If changes are necessary, make those and click the Save Changes button. REMEMBER,
“Save Changes” applies to one student record at a time.

You may want to have two people perform the review, one checking the paper form while the
other compares it to the on-screen form.

Printing Student Records and Reports in the HSTMS:

The Primary Schools menu contains several reporting options. In the Reports and Queries
menu (as shown on the next page), you can print a single page report containing all
information for the currently displayed student or prints a single page report containing all
information for EVERY student in the HSTMS. All other reports open automatically in Microsoft
Excel (which must be installed separately on the PC). With Microsoft Excel, it is possible to
sort, summarise, apply formulae, produce charts and graphs to assist you with interpretation
of the HSTMS data.
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NOTE: It is strongly recommended you only print the reports to a laser printer.

As can be seen from the menu at right, the Print Student Repart For THIS Student Cnly
separate areas of the HSTMS data forms are Print Student Report For ALL Students. ..
separated in the reports, however all reports
include base student information including gender,
date of birth and chosen high school.

Student Profiles. ..

Special Talents. ..

Academic Profiles. ..
Behaviourattitude Profiles, .,
Health Issues...

Diagnosed Disorders., .
Student Support Profiles. .

It is recommended that you try each of the reports
to see what information is included. All students
will be included in each report, unless a Filter has

been applied. Filtered databases restrict the

number of records shown, and as a result, all Student Issues/Comments. ..

reports only use records that match the desired Student Survey Responses...

filter. Apply a Filker to the Database. .. Chrl4-D

If you wish to save reports opened in Excel, it is recommended you change the file type to
save as to XLS format from the original CSV format. It is also recommended you save the file
into a different folder. By default, Excel will open the report file in the Temporary Files folder.

Applying a Filter to the Database:

One of the more powerful features in the HSTMS program is the ability to apply filters to the
database. Every field in the database can be used when filtering. It is therefore possible to
find all students that match any selected set of criteria. For example, it may be interesting to
know how many students have special talents in Computers, and what the breakdown is
between males and females. This type of query can be performed by applying filters.

To apply a filter, choose the last option in the Reports and Queries menu, called “Apply a Filter
to the Database”, as shown above. You can also hold down the Ctrl key and press the letter D
to start the filtering process. The following message will be displayed:

Database Filtering |

This option will allow ywou ko filker the database by selecting one or more fields on any tab and then applying the filker, Do wou
want bo continue?

Click the Yes button, or press Enter. The form will be cleared and you can choose any
combination of check boxes, option buttons or text settings to apply the filter. Any field that
comprises text will match the text from left to right, and it is only necessary to type enough
text to make the field unique. The Date of Birth (D.O.B.) field and the Issues and Comments
field will search for the selected text anywhere within the data field. With these fields, it is
possible to find all students with a birthday in May, by entering /05/ as the filter in the D.O.B
field, or all students with the word “disruptive” in the Comments field.

When you have set all filter criteria, click the Apply Filter
button. The HSTMS program will search through the database Apply Filter
for all records that match the criteria. If there are no -
matching records, you will be notified and allowed to change your filtering and try again. If
records are found, the record navigation tool will change to reflect the number of matches.
- af 1 Clicking the arrow buttons will alphabetically scroll through
ot those matching records. All of the reports in the Reports and
“*Filtered Database Mode™ Queries menu will reflect only those matching records. When
finished with this filtered database, to return to the entire
school HSTMS database, click the Cancel button once. Use Ctrl-D to apply a new filter.
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Backing Up the HSTMS:

Like any database system, backing up the HSTMS is very important. The simplest way to do
this is to copy the entire HSTMS folder from the local hard disk to a server or to another local
hard disk in the school. If available, Zip disks, CD R/W or other external media can also be
used. Backups must be kept in a secure location to maintain privacy.

Basically, you need to ensure that you are not forced to duplicate data entry because a
computer has been stolen or the hard disk has become faulty.

Sending the Finished HSTMS to District Office:

When you have finalised your data entry, you are ready to send the HSTMS database to the
District Office. This very simple process requires the HSTMS to be installed on a computer on
your school network, with access to the Internet.

From the Primary Schools menu, select the option | Brimary Schols Hioh Schools  District Office
“Automatically Send Database to District Office”.
When this option has been selected, you will be
prompted for a Password. The school Principal has

reate Export Diskette For ©ASIS. ..
Import Year 6 0A5I5 Data. ..

been informed of the password for access to this Wiew and Print Data Entry Form. ..
option. Reports and Queries, ..

Once the password has been Successfu”y entered, the automatically Send Database to Diskrick Office. ..

HSTMS program will automatically compress the

. gbout HSTMS, .,
school’'s HSTMS database to Zip format, then auto- e

generate an e-mail message to the District Office from the school and attach the zipped
database before sending via SMTP over the Internet. Within seconds, the District Office will
have your database.

During transmission, which is very quick, =
. . H5THS Dala Transher SLatus.
the following screen should be displayed,
after which, a success message box should

appear. At this point, the Primary school E"‘--""“‘" L e via SMTPE-mal
- onNEcing o S 2SI | SRR, STNODNE. Miey, ECLL 8L
has completed its part of the HSTMS Inkialiing Lommricatons

process. Sending Sendes knimmaticn
S=nding Aecipenl Infoimstion

Sending Sfachment, 1255 5ip

Teansmission Complels
Dlzsang Lorvschon

Your data has been sent successfully!

If you have any queries regarding the HSTMS, please do not hesitate to contact Stuart Hasic
via e-mail at hasics@det.nsw.edu.au or via telephone at (02) 9582 2849.

The HSTMS software and user documentation
was designed and developed by Stuart Hasic.

© 2002 by Stuart Hasic.
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