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Training Manual

Getting Familiar with the Database

é/) DENBIGH
Welcome to Denbigh Administration Today (Mon)
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Click to scroll record to record

Record Number (can enter a number to go to a record)

Pie Chart depicts approximately the portion of total records (click to see
opposite of find)

Records Found out of total number of records (after finished with a find)
Find Records in any field

Sort Records on any field

Quick Find
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Buttons and Icons

Scale size of window

Zoom out/in buttons

Status Toolbar toggle

Mode Menu (Browse, Find, Layout and Preview).

PN =

Community File

[V

Community

Denbigh is based around a community file, only 1 community record per
person. A person may be a member of different files, Staff, Students Current,
Former, Further and Parents.

Family File

.

Famiws

All families are attached to students Current, Former or Future.

Students Files - Future, Current and Former

" L O
uture
Students | sudees
-
2
Staff
= in
Current
Academic Studerts
)\
Development
e
—_—
- "
Firance | Jomer

| Students

There should only be one student record Future, Current or Former.
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Current Students - Related Files

sa A .
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Student Attendance, Sport, Extra Curricular, Music, Pastoral Care, Reference
and Textbooks are all files that relate to the current students.

Staff File
-
Students
- -
start St Desais
= & B
Acacemic Saft Ansences Daly Asserces
Py i Sy
Deve'coment Prof Devpt
Office Courses
"
2P
Finance
»
Bt e incident Reports

Staff absence, Professional Development, Daily Bulletin, Playground Duty are
all files that relate to the Staff File.
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Working with Records

NaYala

Click here to move < E
back and forward s

to a record

1 490 Number of cument

Total (Unsorted) record being
viewed
| Records

T
Scroli Bar

a

Click the pages of the teledex button to view each record, or drag the scroll
bar.

Moving from one file to another

Click to go to a file.
Moving around Denbigh

Click the Main menu button at any time to back to the Main menu. The Back
button will take you back to the previous layout that you were on. View as list
displays records in a list view. Find Student will to into Find for searching.
Search Assistant will display options for quick searches (e.g. finding all
primary or secondary students).

Quick Search

MainMenu (DenbighFMS13Master.local)

Click the Quick Search button to search any person in the database.
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quicksearch

Sea'chcmena[ ] [smwls

100 = ¢ 5 Browse

Enter the search criteria and press the tab, enter keys or click the "Show

Results" button.

Search Crteria [hill ] [swnsu“s]
Current Students ‘

©  Pulupaki Phillips with Student ID 100753 in Yr 11 of the Phillips family.
©  Hillary Lendrum with Student ID 101115 in Yr 5 of the Lendrum family.
©  Amy Phillips with Student ID 102241 in Yr 0 of the Phillips family.

©  Sakinah Macphillamy with Student ID 13567 in Yr 12 of the Lee family.

© The Hill family with parents Ling Temby and ing Hill

© The Cahill family with parents Barbara Cahill and Graeme Cahill
© The Escalante-Phillips family with parents Sonia Escalante-Phillips and Alessandro Escalante-
© The Tarr family with parents Belinda Tarr and Jamin Tarr

© The Hill family with parents B Hill and Richard Hill

© The Phillips family with parents Ekileti Phillips and Paea Phillips
L4

S

=3

(=3

=3

=
=
®

Philips family with parents Julie Phillips and Ron Phillips
The Shillabeer family with parents Virginia Knell and Ofo Shillabeer
The McCubbin family with parents Rajambal McCubbin and Ponnudurai McCubbin
Philips family with parents Deuane Phillips and Warren Phillips

=
Sy
o

The Weber family with parents Nirmaljeet Weber and Gobinder Weber
Parents
©  Phillip Dawson Father in the Dawson family
© ing Hill Father in the Hill family
©  Ling Temby Mother in the Hill family
© Sakinah Macphillamy sister in the Lee family
© Phillip Robinson Father in the Robinson family v

100 = ¢ 5 Browse

List of either matching data will display, grouped in type of person. Click on

the arrow to go to that person's record.
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Viewing records as forms or lists

Back ViewAs  Find  Search Student Classes Futwe  Former  Famly Community  Seaff

List udent Assistant  MenU 1o Aumel  Recort Accounts  Detsl  Students Students Detals  Detals  Detalls

Student vetails ¥ Vot et RTINS © Postorsl Core At

13! Statert I 151 Surname 131 Fist Nome. i1 Second Nemes 131 row As 151 Gender 151 Bithday 151 Yeor  Jif TG00 131 House
* 100013 Graham Amy Tahlia Male 18 Dec 1997 12 12.5 Blue
Family Details Parents / Guardians

Family Code 1t Family Name Home Phare Wierk Phora Mebie
@ ALLANG2 Denbigh 02 3456 7890 Kim Jobson 02 1234 5678 0414 123 456

+ Property Guardan

map Street : 1 John St aus

Wayne Jobson 02 1234 5678 0414 123 456
SubirtyStae/PCode | Sydny NSW 2000
ol Father (Non Rescent)
Country Emal  shill@denbigh.com.au Emal - shill@denbigh.com.au

General Info > General Info

General Info Hosts & Guardians Corresponcence Emal | CommsUst Transport MCEECOYA Extra School Report Census

Personal Detads. Emergency Contacts

Notes Courtry of Brth  Previows School Rebgon Languege  Sbing No Contact Reatonshe Mone Work

Australia Strathfield South Anabic (ind 1 John Jobson Uncle 9743-2400
Medical info Ml Address Mebile Phere

mjones@denbigh.com.au 0404222333 D

Casses. Cohort 805 No. Envolled Siblngs

2015 Govon Narrs Yoar Tutor Group e
- ——
Bowrding Status  Doarding House  RoomNo.  BedNo.  Mead of House .
Academic Record Day hd L |
Overseas - Envolment Info
e e EE T T —

— Australian 30/1/2001 g |a

e Cizensh Vea Expiy Passport Expey 872/2012 30/1/2001  1/4/2008 [

Privacy / Info Release SMS
Husc Permission to wse: ] Photo on website || Photo in print RS Py v
Father (X] Non Resident 04141234560414123456
- e

Click the View as List button to view the current records in list view

View records as list

FERI (=) Uy Y ST R S [taal &3 [ 83 [ i [ [ aha

Y N
J (100013 Amy Tahla Male 18/12/1997 12 125 Blue Day
Jo (100014 | Wiliam Hugh [Male  11/6/1997 |12 [12.1 Green Boarder
Jo (100023 | Woerel Cameron James | Male 1551997 12 [12.2 Puce Day | Yes
J¢© (100025 | Desk | Ryan Weech Male  4/6/1997 12 122 Magents | Dey |Yes
J% (106374 | Leerdam Beknda [Female 22/12/1997 12 (123 Blue Third | Boarder |Yes
J© [106745 | Bhergave Rahul George Male 10/1/1997 |12 123 Puce Fourth || Boarder Yes
Jo (103297 | Meibusch Michell Christan | Male 7/5/2000 9 81 Magenta  Frst Boarder |No
J© (100030 | Roche | Alexander Scott  |Male  13/12/2005 |4 4R Blue , Day |No [ A4 t0 currant reports
Jo (103334  Yusof Portia Ashley [Female 14/9/2002 7 |75 Puce Frst Boarder [No [ Ad to current reports
J & (100035 | Seidl | Reni |Female 21/2/1997 |12 123 Mogenta | Dey Yes | Addto currant reports
J¢ (100036 | 'Sarris | Georgina [Female  15/11/1997 (12 [12.2 Puce ' Dey (Yes [ Add to current reparts

Click to view records in form view
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Finding Records - Quick Find

[ ] [ ] Student Current (FMS13-Master-Staging.local)
1 £ 21/502 A
' ot [F_D E L III . ’
Records Show All New Record Delete Record  Fing  Sort  Share
Layout: | Student List View v | ViewAs: ] = B | Preview A" | Edit Layout

Male Day Yes
0 ¢ 100025 Desk Ryan Weech Male 4/6/1997 Dey Yes
O [100036 Sarris Georgina Female  15/11/1997 Day Yes
0 ¢ 100058 Johnson Kieren Alan Muir Male 31/12/1997 Day Yes
O¢ 100144 Atkin Alyssa Female  5/7/1997 Day Yes
0 ¢ 100152 Macintyre Swetha Alana Female  9/3/1997 Day Yes
O 100169 Webb David George Male 24/9/1997 Day Yes
0 ¢ 100283 Do Alisss Renee Female  23/3/1997 Day Yes
O 100373 Kumar Joseph Darcy Male 28/9/1997 Day Yes
0O 104905 Thomson Hannah Jessica Female  31/5/1997 Second  Boarder Yes
O 100448 Gallop Kimberly Gabrielle  Female  26/1/1997 Day Yes
0O 100476 Saunders Rachel Abbey Female  6/4/1997 Day Yes
O 100627 Meyer Edward Charles Male 5/10/1997 Day Yes
0O ¢ 100725 McCulloch Rosanna Emma Female  21/3/1997 Day Yes
O 100827 Noble Hannah Riki Female  23/9/1997 Day Yes
0 ¢ 100966 Russell-Jones Samanthi Female  14/9/1997 Day Yes
O 100876 Tridaed Stechen G Male 6/10/1997 Dav Yes Add to current reports.

Using the Quick Find feature you are able to search across any field on a
layout without needing to enter Find mode or specify the value in more than
one field. This will depend on which fields have been set for this feature and
in which layout. This example show finding tutor group 12.2.

Finding Records

Click on the Find Student button to Find or use the keyboard short cut
Command (Windows) or 3 (Mac) F. All fields appear blank so that you can
search on any fields or multiple fields.

Mode Button

i

100 ool ¥ Find
Layout
Preview

Or Change the Mode button to find. All fields appear blank so that you can
search on any fields or multiple fields.
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Perform Find

e0e Student Current (F!

1 .
v Total

Fing Requests New Request Deloto Fequos

[P— "

> &,

orm Find Cancel Fing Saved Fing

Former  Famlly Communtty —Staff

Accounts

Students  Students  Detalls  Detals  Detalls

1i1 Stuzert 1t s, 1&1 L) ~ Lo 5] 11 Bt 18} 1a1 15}

» [ | N [ O O DS O
Family Details Parents / Guardians
[ Nare o Woek Prcra
= s
| updue
-
General Info > General Info

" e T ‘ General Info Hosts & Guardlans Coresponcence Ema Comms Lst Transport MCEECDYA Extr2 500l Report Census

Privacy / Info Release
Permision to wse: [ Photo on website || Photo, i print

Click the “Perform Find” or the Enter key to perform the find. To cancel the
find click the “Cancel Find” or to view previous finds, click on the Saved Finds
button.

Performing an "And" Find

Student Casses Futwe  Former  Famiy Community  Staff
Accounts  Detal  Students Students Detals  Detals  Detalls

Family Code 1i Family Name Hame Acre Viork Phore

General Info > General Info

‘ Ganmeat Tdrmiion ’ General Info Hosts & Guardians Corresponcerce Ema Comms List ansport ire School Report Census

I Notes | Courtry of Birth  Previows School

Enter data in multiple fields. In this example it will find all females in year 7.
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Performing an "Or" find

giiudent Current (FMS13-Master-Staging.local)

L ow > &,

Pertorm Find Cancel Find

[P ——— View As Aecords Ot}  Insont: Oporators

Main Back  View As Find Search Print Future: Former Family Community  Staff
Meru st Student Assistant  Menu lnAlumri &an( Amm M‘ Students  Students  Detalls Detals Details
Student Details
1§l Stutert 1 1§1 Surmame 141 Fist Name 148 SecondNames  [iF Know As 14 Gender 141 Bithday 141 veor 131 131 House
» Female 7 | 1
Family Details Parents / Guardians 10,1
Famiy Code 131 Famy Name Home Phane ek Phore
. ’ . S—111]
~103
104
10.5
.............. 106 ot
,,,,,,, a 11
12
General Info > General Info 1ns3
| P ‘ General Info Hosts & Guardians Coresponcence ema Comems st Transport E 11.4 ra School Report Census
- Personal Detads Emerge 11.5
\ Notes || coneernen mmiomsaos Nekgion s T, aaman] 11.6
1 I | | 121
\ ettt || e ek e 122
A L] 123
\ Casses Cohert Ervolled Siblings
e lcem CaEEEm ] Gven Names w  TuGop  Howe
T i o 0
Sowding Status__ Boarding Howse Room o, Bed ho. __ Hesd of Howse
\ Acacemic Record | ¥ A s
- T . — Enolmant 1o
\ poswce || iy vea SRR, e ST reiDate  OwtOute  Tem St
{ | ] | f
[Looee || " e
(e J
Privacy / Tnfo Relesse ™
l Music | | Permission to wse: {"] Photo on website_ || Photo in print 1 SNS Messages 9o to

[ Trather T Non Resident

e

Click find enter the details of the first criteria to search, then Click "New
Request".

Student Current (FMS13-Master-Staging.local)

&

New Request Delete Reguest

R,

Layout: Student Form View - View As: Matching Records: ([ i: Operators

o L JEm QS 6 [ ENIMEOR RN

Back ku Find  Search  Print Student Classes Futwe  Former  Famly Community  Seaff
Student Assistant  Menu Accounts  Detsl  Students Students  Detalls Detals Detalls

Student Details

131 First Narme Birthday

-
Family Details Parents / Guardlans 10,1
Family Code il Family Name Home Phore Phora
- If ] )
Update
Country: fQ Emat: 0.
General Info > General Info
|‘ General Information ‘ General Info Hosts & Guardians Corresponcence Ema Comms List Transport MCE 11.4 ?re School Report Census
———— Personal Detads Emergel 11.5
} Notes | Courtry of Birth  Previowus School rilgon Contact Retationsty 11.6
[ )= &1 [« ] 121

Medical info | 122
{ 7123
} Classes ‘ Cohort Ervolled Siblings
Greon Narvers Yo Tutor Group House

Enter the second Criteria, and then click Perform Find.
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Find Result

[ ] [ ] Student Current (FMS13-Master-Staging.local)
> (] =] Q. il . 2 122 o
Show All New Rocora  Delete Record Fina  Sort  Share
Layout: | Student Form View v View As: B Preview A" | Edit Layout

R Y A =Y

Back  View As Find Search Print
List Student  Assistant

Student Details

L&l Stotert © 1§ 131 Second Narmes [0 Krow As J51 Gender 151 Bithday 151 Heu
@ 103334 n Ashiey | Portia [remate  J14sep2002 )7 Puce ]
Family Details Male Parents / Guardians
Family Code »)1;]7~.:7~ bhame _Home Phone Work Phre Mebie
@ |ASHTONO3 | Yusof | 02 3456 7890 George Vug (0212345678 || 0414123456 |
+ = acher B
map 130hn S Email ™ Jemo.com.au
John St ) eeeeeeesessesesesaeseen
oty Sydney oW 2000 :;m‘::«m [ 02 1234 5678 0414 123 456
Australs Emal Emal  shill@denbigh.com.au
This will find all females and all year 7 students.
..
Constraining the Found Set
o0e Student Current (FMS13-Master-Staging.local)
< *  Ordumees T = Q. al ., Q122 o
Records. Show Al New Rocorg  Delete Record Fina  Sort Share
Layout: | Student Form View v | View As: Proview A" | Edit Layout

Student Classes  Futwe  Former  Family Community  Staff

Accounts  Detal  Students Students  Detals Detals Details.

L&l Stutert © 151 Surname L1 Fist Nave L1 Second Nemes 131 Know As I3 Gender 151 Bithday 131 Yeor |31 Toow
J r r
Parents / Guardians
amly Code Hame Phare Haek era Mcbie
3 |
+ voparty
map o
(-
Cauntry Eral
General Info > General Info
( General IM’[ General Info Hosts & Guardians Corresponcence Emal Comms List Transport MCEECDYA Extra School Report Census
- Emergency Contacts
‘ Notes | Courtry of Birth  Previous School Contact Revatonshp Mrone Weer
‘ Medical Info | o Address
‘ Casses Cohort Envolled Sibings
] 2028 Govon Narrers. Yoar Tutor Group House:
‘ Tmetacie Boarding
C— _Boading Status  Boardieg House  Room Mo BedNo.  Head of House
‘ Academic Record | L | 1:
Overseas Information — — ‘Wx«MMN -
Dote e Yr reol Date 0 Date Tem Stat urrent
I =y Pupottumber Mot - - ———
‘ e | | _cuizenship Passport Expry
‘ CoCurricusar
Privacy / Info Release sMs
‘ e Permission to wse: { | Photo on website Photo in print i SNS Massages 9o to
{"TFather || Non Resident
‘ Other 1] Mother
(————

Click find enter the details to constrain the found set to, in this example we
had found all females and year 7 students. We are now going to just find
those in this found set that are in the Blue House.

e NCNIDINL Denhiah Intra Madiile



e

Find Result

Layout: | Student Form View

=]

Student Current (FMS13-Master-Staging.local)

New Rocorc Delete Record

Q. ul M.

Finc  Sort  Share

Q 122 o

A | Edit Layout

Stadent  Classes
Detal

Futre  Former  Family Communtty  Staff
Students Students Detalls  Detsls  Detalls

151 Fist Narme L Second Names 131 Krow As I8 Gender 141 Bihdy 131 Yoo 131 Toow 151 House
’ ]
Family Details Parents / Guardians
sy Code Heme mare Yok Prcea Mebie
™ 1
s regerty
L) Street
SubatySue/iCode [ vptue
Country Emat
General Info > General Info
G | Information General Info Hosts & Guardians Corresponcence Emal Comms List Transport MCEECDYA Extra School Report Census
Emergency Contacts
Medcalinto || tal Asoress
Casses Cohort Ervolled Siblngs.
t—‘ 2028 Gven Names Your Toter Group Hane
Tmetatie Boarding Information
Boarcing Stuatus. Boarding House  Room No. Bedt No Head of House
| tasemcrecs | -
- Envolmaent Info
— =l ear
l S || ctisnship vies Expiy Passgort
[ { \ C
Privacy / Info Release SMS

Permission to wse: || Photo on website Photo in print

SNS Messages 90 to

This has now found within the previous find, only students in the Blue house.

Extend the Found Set

131 Second Nares 131 Krnow As 151 Gande 1 Bthday 131 Yeor |4 TGrouo 151 House
Parents / Guardians
Hame ere Vork Phora Mebie
| Update
Country Emal .
General Info > General Info
General Info Hosts & Guardians Corresponcence Emal Comms List Transport MCEECDYA Extra School Report Census
Personal Detads Emergency Contacts
Courtry of Brth Previous Schoot Arigon Language  Sblng No Contact Reiatonshp rone teer
I I I I
| [ P |
eMal Asdress |
Cohort 805 o, Envolled Siblngs
2028 Grvon Names Yo Tuter Group Haune
Boarding a
_Boarding Sustus  Boardieg House  Room Mo Bed No Head of House
[ v [ |
S Envolmaent Info
e Dot Ac.Yr__Ereol Do DectOste  Tem  Suats ur
l Attencance ‘ . ?_"v""'"" ) et - eg Dote o Date Degt Dat Seatus Current
A —— r——
\ L L .
Privacy / Info Release
Music Permission to wse: || Photo on website. Photo in print
e ]

Click Find and enter the criteria. Add year 7 in the academic field.
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Find Results

eoe Student Current (FMS13-Master-Staging.local)
1 -
2 = =] Q. ul ., Q
Records’ New Rocora Delete Record Fing  Sort Sharo
Layout: | Student Form View v |  View As: E5 Proview A' | Edit Layout
13f Snotert 131 Surname 131 Fist N 141 Second Names 131 Krow As 150 Gender 131 By 131 Yo 141 e
@ 106374 Leerdam Belinda Belinda Female 2Dec1997 12 Blue
Family Details Parents / Guardians
Famy Coce 141 Famiy Name Home Prore ” mebie
@ 100744 Leerdam 02 3456 7690 Bernard Leerdam 0414 123 456
+ === ather
tmsl  bleerda@denbighdemo.com.au
Ll Stret: 1 John St -
o i
Sydney NS 2000 u:_" — | oo | @
a1 bleerdaBdenbighdemo.com au sl ebarsdedenbighdemo.com au
General Info > General Info
General Info Hosts & Guardians Comesponcence ema Comms Lst Transport MCEECDYA Extra Scnool Report Census
Personal Detais Emersency Contacts
Indonesia Catholic 1
\ Medical Info al Actress Mt Phice
bieerda@denbighdemo.com.au 0414 123 456 0
= = —
——— T Grvon Nares Yow  TuorGrow  Hame
e R
— T I L TS S —p—
l Academic Record Bosrder ¥ Third Mr C Wilson
e
— Overseas Infarmation — Envoiment Info
‘ —— e " S - MogOwie  AcYr Gvollste  DutOte  Tem  Suts  Cument
— 11/10/2001 X
[ oscome s e r—re
———
e —
Privacy / Info Release s
‘ L2 Purmission to wse: | Photo on website || Photo in print SNS Messages 900
Fother | Non Resident
\ Oter Mother
| —————

Added all students in year 7 to the previous find.

Omitting data in a Find

e0e Student Current (FMS13-Master-Staging.local)
0 =
.’ Found (Unsorted) ":D E] o\. |l| E]. =
ow All New Rocorc  Delete Record Finc  Sort Share
Layout: | Student Form View v View As: [ Preview A' | Edit Layout
R
Dl £
o ch Pt > s Clasers o oemer
ta o c ccounts D csents 5 D o D
e Dets
1&1 Stotert 0 151 Surname L41 Fist Name [LF Second Nemes 5] Krow As 151 Gender 151 Bithday 131 Yeor  [if TOrop 151 House
@ 103297 Mebusch Mitchell Christian Male 7 May 2000 9 9.1 Magenta
Family Details Parents / Guardians
amily Cade 1&1 Famity Name Home Phane Woek Pheea Mebie
G ANTONIO! Meibusch 02 3456 7890 Joanna Meibusch 02 1234 5678 0414 123 456 -
e roperty varar
map - tmsl  jmebus@denbighdemo.com.au
Street: 1 John St
Cleo Verrel 02 1234 5678 0414 123 456
NSW 2000
Father (Non Rescent)
Email Email
General Info > General Info
7“-‘, ,Mi‘ General Info Hosts & Guardians Corresponcence Ema Comms List Transport MCEECDYA Extra School Report Census
Personal Detads Emergency Contacts
i Notes | Courtry of Birth  Previous School Arlgon Larguage  Siblng No Contact Reatorsbo rone ok
Australia Connells Pt PS Orthodox 1
I Medical Info | Mal Assress Vetee Phoce
|  mrobson@denbigh.com.au 0
Casses Cohort 805 ho Envolled Sibiungs
2018 Govon Narrens Yoar Tutor Group House
I Timetadie | Boarding A
Bowding Ststus  Doarding Mouse  Room Mo BedNo.  Hesd of House =
| Acacemic Record | Boarder ¥ First Mr W Macintosh
: Overseas — i (wm\un -
. c.Yr Ereol DectOute  Tem  Statu uent
i Attendance ‘ Natiorabty Visa. Passport Nurmber Agert —_— Dept et — -
Australian 2/2/2004
I L) | Crizensh Vi Expey Passport Expey
CoCurriausar
Privacy / Info Release sms
I Permission to use: Photo on website Photo in print SNS Messages 9o to
Father [ | Non Resident
Crher Mother

In this example we have found all students in year 9, but need to exclude all

students that are in 9.2 Roll Class.

First perform a find of year 9 students.

Click Find enter 9 in the Year field, then Click to Perform Find.
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e

1 v
» : . Total
Fing Requests 2eo

Layout: Student Form View ~  View As: Include

Matching Records:

6 LT G AL [T

Find
Student  Assistant

Details

Search Print
Menu

Back  View As Academic
List Recort

Student

Move
0 Alumed

Student Current (FMS13-Master-Staging.local)

ort: Operators

Accounts  Detsl  Students Students  Detalls

151 Bithday

Parents / Guardia

1if Stdert © 131 Surrame 141 Fist Narve 148 Second Names 31 Know As 1i Gender
-
Family Details
arly Code amily Name Home Prare
-
+ Property
map Sirest Email
Country Emal

ek heea

&,

Script Is Paused Continue

Student Classes  Future Former

Famlly Communtty Staff

Detals Detals

Click the Find button. Enter 9.2 in the tutor group field and then click the

"Omit" button.
Find Results

Futwe  Former

Student  Classes
Accounts  Detal

This finds all students in year 9 except 9.2-tutor group.

NCNIDINU

Students  Students  Detals

131 St 151 Surrmene 151 Fost Naree 141 SecondNomes 131 Krow As 15 Gender 151 By 131 Yoo
@ 103297 Mebusch Mitchel Crvistian Male 7 May 2000 9
Family Detalls Parents / Guardians
o 1A Famiy Name Home mrare ok P Mebia
@ ANTONIO! Meibusch 02 3456 7890 Joanna Meibusch 02 1234 5678 0414 123 456
+ Property Mother
" Emal Jmebus@dentighdemo.com.au
il Street: 1 John St
S = 200 Cleo Verrel 02 1234 5678 0414 123 456
Sydney S el
Emal Jhary
General Info > General Info
General Info Hosts & Guardians Corresponcence Emal Comms List Transport MCEECDYA
Personal Detads. Emergency Contacts
Australia | Connells Pt PS Orthodox 1
\ Medical info Mal Asdress. Mobile Phove:
mrobson@denbigh.com.au 0
r—— = = e
| 2018 Goven N Your Tutor Group House
Temetavie | Boarding Information
[ Bourdieg Houme  Room Mo DedNo.  Mead of House
\ Academic Record Bosrder v First Me W Maclntosh
J
s o e
\ =t IR = o e~
Australian 2/2/2004
Dciping Crtizersh Visa Expey Passport Expry
\ Cocumaser |
Privacy / Info Release L
Musc Pemision o use: ] Photo on website (] Photo in print SNS Massages goto
Father Non Resident
(=N e

Family Communtty  Staff
[

Detalls

Extra School Report

Curment

Census
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Find using Operators

|

atch whole word (or match empty) I
== match entire field

! find duplicate values

< less than

HaT1 < less than or equal
%lvear > greater than

/Guardi = greater than or equal
"""""" ... range

xphone [/ today’s date
? invalid date or time

@ any one character

# any one digit

* zero or more characters

\ escape next character

" match phrase (from word start)
*" match phrase (from anywhere)

™ relaxed search (Japanese only)

More advanced searches can be run using an Operator. It is a symbol or
instruction that allows you to make your find request specific or apply some
logic to the find.

Clicking on the operators box to show the menu of operators that can be used
in the search criteria. For example to find all students above year 9, you
would enter ">9" (greater than 9). To find a range of students from year 9 to
12 enter "9...12".

Find in any Field - Right mouse click

» 106481 Mearns Antona e \tona emale (14 Nov 2009 5 sammmean -
Family Details Par Guardians -
—— Tal Famiy Mo = se  Copy
(100773 Mearns 2 3456 769 e i Paste
* Font
’ rect: 1 John - — Size

>
>
Style >
Text Color >
General Info > General Info Insert >
General Information | |  General Info Hosts & Guardians Corresponcence Ema omms Ust ansport £ECOVA Sort Ascending
Personai Detais Emafoncy contag  SOIt Descending
Notes . » Previows Schoo syon wouge  Sbing M e ; Sort By Value List >

Chart by Tutor Group.

0 Find Matching Records
wings  Constrain Found Set
4 Extend Found Set
s

i
2

Export Field Contents...

4 R
z»~
L2014 X

In any field, use the mouse to right click in the field. Choose either Find
Matching records, or Constrain Found set to find with in a Find.
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Using Shortcuts or function keys

LEIGIGEN Scripts. T Wind
New Record 8N
Duplicate Record #D
Delete Record... $8E
Delete Found Records...

Go to Record >
Refresh Window %R
Show All Records 8)
Show Omitted Only
. Omit Record 8T
i Omit Multiple... 08T
: Modify Last Find ¥R
1 Saved Finds >
Sort Records... #S
Unsort
Replace Field Contents... &=
Relookup Field Contents
Revert Record...

Some of the functions available in the Filemaker menus also have shortcuts
usually using the Command (38 Apple) key. For example to Show all records
hold down the 3 key and the letter "J".

Find Student (New Versions of Denbigh 2014)

R R N AR ESIEY NI Y AN A Y

Shift - Click to find all

Option/Alt - Click to find within found set
Ctl - Click to add to found set

| Click the Find Button again to perform the find. |

Find all - hold down the shift key and click the Find Student button
Find within in a found set - Hold down the Options/Alt key

Find and add to the found set - Hold down the Control key

Click the Find button or the Continue button to perform the find

L) NCNIDINL Denhiah Intra Madiile
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Search Assistant

Search Assistant

100 .ond 1 Browse

Clicking the Search Assistant button will display a popup menu with a choice
of Search functions. (This may vary depending on the school).

Saved and Recent Finds

eoe Student Current (FMS13-Master-Staging.local)

< P A >

New Request Delete Request Perform Find  Cancel Fing

st: (Student FormView ¥  View As: Matching Records Omit  Insert: Operators

Layot
R S SR Y e ik
Ml Back  Viewhs s Pint Mo  Acsdemic Sudent Casses Futwe  Former  Famly Communty  Staff 7 ANO Female; OR ; OR
List Student  Assistant N 1o Alur Accounts Detal Students  Students Detals Detals Details

Student Details

Clear All Recent Finds

1E1 Gender 151 Bithday

Family Detalls Parents / Guardians
ok Peea

Mebia

Update

Current Current In Date Range Archived Ms

o ate: [ s | [ um | (@ v | [Zasew ]
Notes Total Attendance Percentage = VS

Date Absent Type Cate B »m m m M s % » Sabs Note Received

You can see your last several finds in a the Recent Finds list. Also if you
have a complex find request that you want to use on a regular basis, you can
name it and have it for later use.
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Finding random records with Mark Function

o0 e Student Current (FMS13-Master-Staging Jocal)
< > '_.Owunm.a LJ E ‘.1l| 14 .
Recoeds Shom NI Now Recors Dowto Record  Find Sort Share

Layout: | StudentListView v WViewAs 5 = 5 | Previow A | Eon Layow

NNV =)

- e
Price Ma 1161957
100023 Worrel Comeron James  Male  15/3/1997
100025  Desk Ryas Weech Male  46/1997
O 106374  Leodam Boinds Fevole  22/12/1997
Q i0us  (Bhargos | R Gecge___(vole_ 1617 12 J123 ke
03297 Medusch Michell Chigzan  Male  7/5/2000 Magenty Boarser
D¢ 100030  Roche Nearder Scort Male  13/12/2008 Bt Day
Do 10334  Yeso! Porta Ashiey Ferae  14/3/2002 Puce [
D¢ 100035 Seal o Fevae  21/7/1997 Magerss Doy
Do 100036  Sars Grorgna Fevole  15/13/1957 Puce Day
Do 100009  Gatam Amy Tabla Forvale  27/2/2000 Yelow Doy No
Do 100040  Gaham James Lawrence  Male 1632002 7 7S Yelow Day No
Do 105520  Mchiol Do Whan Mle /52008 1 K Red Thed  Dosrder No
Oo¢ 105197  Cumen Nexarcre Fevole 1041967 12 121 Puce Second  Doarder Yes
Do 105195  Qumen Karl Courterry Male 181997 12 123 B Second  Doarder Yes
D¢ 100058  Jshason Otren Alan Mur  Male 31121997 12 122 Magert Day Yes
Do 10005  Javson Jerod Benjamin  Male 241071999 10 103 B Doy )
O¢ 100060  Jehson Kanor Male 4972002 7 74 Puce Doy No
0o 100063 Mysiop Stephen Rihard Male 11/5/2001 8 &1 Red Day N
0o (100072 Jenes Aehlegh Ferse 911198 11 112 Red Doy 3
Oo 100073 Jones Ncholas Foran Male 2003199 10 102 Magenty Day No
D¢ 101478  lames Gimona Katelyn  Fersle 3062001 8 B2 e Doy No
D¢ 10007  Condolecn James Tobiat Male /52000 9 82 Puce Day No
Do 10007  Huter Ronas [emune Msle  I/32000 9 91 Magerts Dey N
D¢ 100080  Huter Horoege Wishan  Male 2971997 12 123 Yelow Doy Yes
Do 100082 Theuy Jesse Smon Andrew Male  6/5/1999 10 103 Puce Doy No
D¢ 100087  Hewson Absyomi TkeObe  Male 1221999 10 103 Puce Doy No
Ooc 100088  Beice Sunah fovole  8/3/19%9 10 102 Magent Doy No
Do (101409 Kinder Kate Amonder fevole 161203 6 62 Magenty Day Yes
Do 100095  Bowler Justine Apri Fovale  28/10/2005 4 4F [ Day No
Oc (105120  Lawson Nos Fovole  29/31999 10 103 Red Second | Boarder N
Do (105162  Lanson Angus John Male 832000 9 81 Puce Second  Boarder %
Do 101494  Hardems Nbert Mile 4122003 6 62 Geoen Doy Yes
0¢ 1007  Reshat Comeron Perchdl Male 2582000 9 82 Magents | Fust Boarder No
Do (10007  enws Ovistogher John  Male 235202 7 173 Magents Day e
O¢ 100108 SoohCoutrey  Female 1782000 9 61 ot Doy No
ay. o » n —r b7 o Feo~ s £ .. [
t T D O T

By clicking the checkbox beside a record, then clicking the find marked button
will find just those records.

Find Results
o0 Student Current (FMS13-Master-Staging. local)
' 3/503 1 ~
> ﬂ:u-dm i—D E E : .||| 1L <2
Recoros Srow Al Now Recors Dolote Record Fing Sont Snare
Layout: | Student ListView ~  ViewAs: [ B 5 Previow A' | Eon Layou

N e ' s Goncer " Dam o8 N o 0
Bo 100013 Grahom Aery Tadla Male WIU1997 12 Bue Dey
Bo 10002 Worrel Cameron James Male 15/5/1997 12 122 Puce Doy Yes [ 708 10 curvert regoes |
B o 106M5 Bhorgave Rodul George Male 10711997 12 122 Ao Fouth  Boarder Yes | 43¢ 1% curort rupors |

Found just the checked records.
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Sort Records

ece Student Current (FMS13-Master-Staging.local)
1 =\ 37509
> Found (Unsorted) ﬁ_D B . 0 |
Racords Stow NI New Recors Delose Record  Fing  Sort Sharo
Layout: | Ssudent List View ~ ViewAs: 49 = = Provem A o Layost

Graham Amy Tahka Male w2197 12 Hue :
Be 100023 Werrel Carveron James Male 1551997 12 122 Puce Doy Yes ASE 59 Carvent regorts
B 100048 Bhargave Rany' George Male 10371997 12 123 Puce fourth  Boarder Yoo el

Any fields that have the "sort icon" can be sorted on.

When sorting on numeric fields they are usually lowest to highest and Alpha
fields are A - Z (ascending). To sort in descending holding down the Alt key
(option key on Windows).

Paste without formatting

IEEI !iew Insert Format

Can't Undo ®Z {
Can't Redo 82z
Cut #X

Copy All Records X #C
Paste Text Only X8V
Clear

Select Same T $A
Find/Replace >
Spelling >

)
Export Field Contents... I

To paste any text without including any formatting, eg Bold, Italics etc.. Press
Command Option V on a Mac, or Control Shit V on a Windows computer.
Also from the Edit menu, hold down the Option (alt) key and you will get the
Past Text Only option. This will paste any copied text without any formatting
attached. This function should always be used when copying any text from
another program, eg MS Word.
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Export Records

- FlloMlkofProMu’m Edt View Insert Format Records Scripts Tools Window Help
New Solution... ster-Staging. local)
New From Starter Solution...

,lll
Open... XO s Firs S0t S

A' | Eon Layout

0o 100023 Worrehl
O¢ 110005 Deak
0o 1083 Leerdam
Do 106545 Bhargave
Ooc 1007 Mesbusch
Do 10000 Roche
Oo 1000 Yuool
0o 100038 Sod
0o 100035 Sars
0Oo¢c 10008 Graham

Oo 100046 Graham P = B 7 Yolow 284 15 camert srgorts
Do 110559 MeNesl S Wiiom Mae 2452008 1 14 B Third IS 10 Caeent srgorts
Me %12 Clirean Mrcsrcrs fomale 107411047 12 1101 Burs Coennd Lt 1 snret srevets

There are quite a few ways to export or save records out of Denbigh. One
option is to find the data required and choose the Save/Send Records As -
Excel, PDF or a Snapshot Link. Choose excel to export the current data and
field names to excel. Save as PDF will create a pdf of the layout. Snapshot
link creates a shortcut to this file. (Filemaker developer function)

008 ExeoiRecordsitofile
Save As: | Untitled | (<)
(1> (st = L m ) ) (B2 eskeop 1@ )
FAVORITES (L] Denbigh Admin Master 11
DOy (1] Denbigh Driver >
= p i (1] Desktop stuff »
#\ Applications {3 Master 281013 »
I & s s
B Documents
© Downloads
H Movies
J7 Music
@) Pictures
Q1. v Tab-Separated Text
Comma-Separated Text
After saving pgp
Merge t
HTML Table
Fi Pro
(M Hide extension New Folder XML E
Excel Workbooks (.xlsx)

Excel 95-2004 Workbooks (.xIs)

The other option is to choose to export many more fields that may not
necessarily be on the current layout. Choose File Menu - Export records.
Give the file a name and then choose the file type.

>
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Export Records to File

Save As: |Untitled \Z\
[« |[z2]= Imi || g v || [ Desktop &
FAVORITES 2013-11-20_1614.png
{7 Dropbox (1] Denbigh Admin Master 11

(1] Denbigh Driver
(1] Desktop stuff
(] Master 281013
(3 sally

# Applications
[=] Desktop
|§j Documents
o Downloads
H Movies

J7 Music

Pictures

Type: | Excel Workbooks (.xIsx) ail

After saving: || Automatically open file

("] Create email with file as attachment

v/ Hide extension | New Folder | Cancel | |

Save

When choosing to export records, check the Automatically open the file or

choose to add it to an email as an attachment.

Specify Field Order for Export

Select and move the fields to be exported. If you want to group data, choose the 'Group by' fields before moving the

other fields.
| Current Table (“Student Current”) % | Group by
Surname Surname

Surname Preferred Name Given Names
Surname validation check

Teacher List for Student N

Field export order

testl .
test2 | 4+ Academic Year
Textbook Count ‘ Clear | ¢ Student ID

X . — 4 Surname Preferred Name
TimeFraction ‘ Move All ‘
Timetable Absence Text -
Timetable Clash | Clear All [

Timetable Clash Detection
Timetable Current Day

Timetahle Current Perind

Options

Output file character set: | Unicode (UTF-16)

|_| Apply current layout's data formatting to exported data

This dialog box allows the user not only to choose the fields but also the files
to export data required. Once all fields are chosen, click the Export button.
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