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Getting Familiar with the Database

é} DENBIGH
o s
Y
Welcome to Denbigh Administration Today (Mon)
= -  Hormah Hoyes (7.2) & 14 yeors od e
~ You are logged in as "Mrs J Denbigh"
Community
] This Week
- &
Acacemc ‘9 .
3
N .. :
‘ ®
Comolance Office ®
©
- ©
| | S
. France
Gk il' Staff Birthdays
e Bpot Menw © :
"
i) &
G Print Meny

Toolbars

Preview | | A" [ Edit Layout

mn rup!'l:j_ B

Back ViewAs Find Se rch Print Move Academic Student  Classes Future Former Family, Community Staff
Men List ‘wdent Assstant Menu toAlumni Reoort Accounts  Detall  Students Students  Detalls Detalls Detalls

Student Details + Medical Alert  WEETFamIyAGREY @ Pastoral Care Alert

1. 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

w N

No oA
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Buttons and Icons

ron =

Community File

Scale size of window

Zoom out/in buttons

Status Toolbar toggle

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

[

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

.

Famiwes

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

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

Current Students - Related Files

.- -
~ N
Future Student
Scents Attendance
A
Sport
Current | | Extra
Students Curricudar
6
Music
‘.’_ -
Former <
m‘;’”‘ Pastoral Care
References
,q

Lsts

Timetables

‘i

Free Periods

Student Attendance, Sport, Extra Curricular, Music, Pastoral Care, Reference

and Textbooks are all files that relate to the current students.

Staff File
>
Students
- -
Staft Staff Deeals.
2 & &
Acacemic Staff Ansences Daly Absences
N i &
Deveopment Prof Devpt Recurring
Office Courses Absences
x
200
France
L3
bt Hens

Incident Reports,

Print Menu

Staff absence, Professional Development, Daily Bulletin, Playground Duty are

all files that relate to the Staff File.

&
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Working with Records

oM
Click here to move —H 4k > I | 1 490 Number of current
: ¢
to a record O Total Un ed) mc:)iew;;ng

Records

Scroll Bar

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[ ] [ShowResults

100 = ¢ 5 Brows

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

Results" button.

Search Criterla [ hill show Results

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
Thi
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
The Phillips 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
The Phillips family with parents Deuane Phillips and Warren Phillips
The Weber family with parents Nirmaljeet Weber and Gobinder Weber
Phillip Dawson Father in the Dawson family
ing Hill Father in the Hill family
Ling Temby Mother in the Hill family

®

Escalante-Phillips family with parents Sonia Escalante-Phillips and Alessandro Escalante-

®

R SR S S * SR SR Ot s ¢4
™

o

Sakinah Macphillamy sister in the Lee family

AR s S

Phillip Robinson Father in the Robinson family

Joo =% 85 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

Main
Menu

Back  View

List

A Find

Search

Print

udent Assistant  MenU 1o Aumel  Resort

Student vetails

"

Student  Classes
Accounts  Detal

Futwe  Former
Students  Students

Family
Detalls

Comenunit Seaff
Detsls  Detalls

+ Modical Nlert TR AISE © Pastoral Care Alert

151 Stutert I 131 Surname 151 Fiest Nome 131 Second Nemes  Ji1 Know As 151 Gender 131 Bithday 151 Yeor |31 TGrowp 151 Heuse
* 100013 Graham Amy Tahlia Male 18 Dec 1997 12 12.5 Blue
Family Details Parents / Guardians
Family Code 1t Family Name Home Phare Work Phora Mcbie
@ ALLANO2 Denbigh 02 3456 7890 Kim Jobson 02 1234 5678 0414 123 456
RO Property Guardan
Wl Street: 1 John St s
SubutySte/PCode :  Sydney NSW 2000 :.aw?e”)obsm 02 1234 5678 0414 123 456
Country Emai shill@denbigh.com.au Emal shill@denbigh.com.au
General Info > General Info
[—E} General Info Hosts & Guardians Corresponcence Emal Comms Uist Transport MCEECDYA Extra School Report Census
ey Personal Details Emergency Contacts
Notes Courtry of Brth  Previows School Rebgon Languege  Sbing No Contact Reatonshe Mone Work
\ Australia Strathfield South Anabic(ind 1 John Jobson Undle 9743-2400
Medical Info eMal Address. Mobie Phoce
" || mjones@denbigh.com.au 0404222333 U
Classes. Cohort 805 No. Envolled Siblangs
4 2015 Grewn Narrers Yoar Tuter Group Hase
Timetable Boarding
. Boarding Ststus  Boarding House Room Mo BedNo.  Head of House
Acadenvc Record Day b
o Enrolmaent Info
Attendance e . Paspt Manber At Reg Dote Ac.Yr EreciDate  DegtOute  Tem  Sttus Current
" 1 Australian 30/1/2001 X |&
Discipine Crizenship Visa Explry Passport Expiry 8/2/2012 30/1/2001  1/4/2008 [
[ comoe |
1 Privacy / Info Release SMS
3 Pumission to wse: || Photo on website [ Photo in print NS Messages 9o o
X Father (X Non Resident 04141234560414123456
Oxher X Mother
Click the View as List button to view the current records in list view
View records as list
: SLELE
J% (100013 | Graham Amy Tahla Male 18/12/1997 12 125 Blue Day Yes
J o [100014 Price Wiliam Hugh Male 11/6/1997 |12 [121 Green |Boarder Yes
Jo (100023 | Worrel Cameron James | Male 15/5/1997 12 (122 Puce |Day |Yes
J¢ \100025 ~ Desk Ryan Weech Male 4/6/1997 12 122 Magenta |Day |Ves
J¢ (106374 | Leerdam Belnda |Female  '22/12/1997 12 123 Blue (Third || Boarder |Yes
J & |106745 Bhargave Rahul George |Male 10/1/1997 (12 (123 Puce Fourth | Boarder |Yes
J% (103297 | Meibusch Machell Christan | Male 7/5/2000 s (91 Magenta  Frst | Boarder (No
J & (100030 | Roche Alexander Scott | Male 13/12/2005 |4 4R Blue |Day \No
Jo (103334  Yusof Portia Ashley (Female 14/9/2002 |7 |75 Puce [Frst |Boarder [No
J o (100035 | Seidl | Reni \Female 21/7/1997 |12 (123 ‘Magenta |Day Yes
Jo (100036 | 'Sarris | Georgina [Female 15/11/1997 (12 122 Puce Day Yes

Click to view records in form view

&

DENBIGH
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[ Add to current reports

[Add t0 current reports

Add to current reports

| Adé to current
| Add to current reports

J m-c-nm

Add 10 current reports

Add to current
Add %0 current reports

Mb“ﬂ
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Finding Records - Quick Find

e0e Student Current (FMS13-Master-Staging.local)
1 ™ 21/502
: e [FD E L III “‘.
Records Show All New Record Dedete Record  Fing  Sort  Share
Layout: [ Student List View v | ViewAs: 5] = & | Preview A" | Edit Layout

CmEnI= o

i i o el a

100023 Worrell Male 15/5/1997 122 Puce Day Yes Add to current reports.
0 ¢ 100025 Desk Ryan Weech Male 4/6/1997 122 Magenta Day Yes AGE 10 CurTent reponts
0o 100036 Sarris Georgina Female  15/11/1997 122 Puce Day Yes Add to current report:
0O ¢ 100058 Johnson Kieren Alan Muir Male 31/12/1997 122 Magenta Day Yes AGE 0 current reponts
O% 100144 Atkin Alyssa Female  5/7/1997 122 Green Day Yes Add to current reports
0O ¢ 100152 Macintyre Swetha Alana Female  9/3/1997 122 Green Day Yes AGE 10 CurTent reports
O 100169 Webb David George Male 24/9/1997 122 Magenta Day Yes Add to current reports
0O ¢ 100283 Do Alisss Renee Female  23/3/1997 122 Blue Day Yes A to current repoets
O 100373 Kumar Joseph Darcy Male 28/9/1997 122 Red Day Yes Add to current reports
0O & 104505 Thomson Hannah Jessica Female  31/5/1997 122 Yelow Second | Boarder Yes Add 1o current reports.
O 100448 Gallop Kimberly Gabrielle  Female  26/1/1997 122 Blue Day Yes Add to current reports
0 & 100476 Saunders Rachel Abbey Female  6/4/1997 122 Red Doy Yes Add to current reports.
0o 100627 Meyer Edward Charles Male 5/10/1997 122 Green Day Yes Add to current reports
0 ¢ 100725 McCulloch Rosanna Emma Female  21/3/1997 122 Groen Day Yes Add to current reparts.
O¢ 100927 Noble Hannah Riki Female  23/9/1997 122 Red Day Yes Add to current reports
0o 100966 Russell-Jones Samanthi Female  14/9/1997 122 Puce Day Yes Add o current reports
O (100976 Tridaed Stechen G Male 6/10/1997 Macenta Dav Yes Add to current repoets

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 &£ (Mac) F. All fields appear blank so that you can
search on any fields or multiple fields.

Mode Button

|

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.

INTERNATIONAL Page 9 of 27
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Perform Find

[ ] [ ] Student Current (F|

1 -
: Total

Find Requests New Request Delote fe

Layout: Student Form View v View As:

Find  Seatch Pt Move Academic
Sudent Assistant MU 1o Aumei  Recort

[T— "

Accounts

(=8

Saved Finct

Former  Famlly Communtty —Staff
Students  Students  Detalls  Detals  Detals

11 Stuten 1if 5. 1a1 L) ~ 15 1&1 10}
» [ | O SN U CO DS O
Family Details Parents / Guardians.
[ Nare Woek Prcra
- B
+ ity (
map £S5 — !
Subat : | updae
General Info > General Info
‘ e ‘ General Info Hosts & Guardians Coresponcence sport MCEECDYA ©ra S0l Report Census
Personal Detads Emergency Contacts
who  Phon et
Envolled Sibiungs
Yos Totor Gr [

sMs

Musc J | Pmisiontowse: ["TBhoto on website_|..| Photo in prnt
Oxher

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

Former  Famlly Community  Staff
Students  Students Detals Detals Detalls.

Parents / Guardlans 10,1

h Phore
weverent 10,2

............... -103

104

orty
map - mall
) B
General Info > General Info

' o Silritan J General Info Hosts & Guardians Coresponcence
- - Personal Detadls
1 Notes | Courtry of Birth  Previous Schoos sigon Language  Sbing
‘ Mecical Info | eMal Aadress S | rm..’r
\ P — i

10.5
10.6 Updeta
1.1
1.2
113
Transport MCE 11.4 fra School Report Census
Emergel 11.5
Retstionsty 11.6
& 121
122

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

fiudent Current (FMS13-Master-Staging.local)

e G
New Request t

1 1
Total
" Fina Requests

L Perform Find Cancel Fing Saved Finas
Aecords: — I

RS ENI ORI

Main  Back ViewAs Find  Seath  Print Student Classes  Futre  Former  Famly Communly  Staff
Merw Lst  Student Assistant

Student Details

Layout: Student Form View ¥  View As:

Rens o Auamed et Accourts  Detsl  Students Students Detals  Detsls  Detalls

131 Stutert 131 Surname 131 Fest Mo 13 Second Naes 131 Krow As Bithday 131 Yeor 131 141 House
o ~ |
Family Details Parents / Guardians 10,1
Famuly Code i1 Family Name Home Mhare ok Phore
o y S— ¥
-
e [ —— -103
map mall 104
10.5
b 106 | Updue
L 11
1.2
General Info > General Info 13
‘ General Information | | General Info Hosts & Guardians Coresponcence ema Comms Lst Transport MCE 11.4 fra School Report Census
—_— Personal Detads Emergm 11.5
‘ Notes || cowsyormen meiow s Al (o ] 11.6
e [ [ | 121
‘ Medcalino | | ot pstess Vetre Phire 122
1 | 1 X
Casses Cohort Envolled
& ] Goven Names Yo sox Group e
‘ Tmeade | " pesteginomatn © [ [
T | bowdngSuts  DofegHome RoomNo  DedNo.  Mead of Howse
‘ reord| | | v I |
Overseas Information —_— s
(= = e =
e
E————
Privacy / Info Release SMS
‘ P Permission to use: T Photo on website || Photo, in prnt ] NS Messages 9o to
[ Trather || Non Resident
‘ Oxner | | Mother

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

Student Current (FMS13-Master-Staging.local)
< 3 3

Total 9

Fing Requests New Request Deleto Request

Q.

Layout: Student Form View ~  View As: Matching Records: ([ EIRSE. i: Operators

AR N R =S ENITE TN

Back  View As Find Search Print Move  Academic Student  Classes Future Former Family Community  Seaff
List Student Assistant  MenU 1o Alumel  Resort Accounts  Detal  Students Students  Detalls Detals Details

Student Details

L1 Fest Name IS Second Nemes 31 Know As Brthday

. 13 151 House

Family Details 10.1

Parents / Gmrdllm
Family Code i1 Family Name Home Phore

10.6 Update

General Info > General Info

‘ Geners! Information ‘ General Info Hosts & Guardians Corresponcence Ema: Comms List Transport MCE 114 tra School Report Census
e Personal Detads Emerget 11.5

J Medical Info | eMal Address Mekee Phoce 1 | 122

‘7 — f - 0 71123

j Notes | Courtry of Birth  Previous Schodl arbgon Language  Sibling No Contact Reiationshy 11.6

1 Greon Narvars Yoar Tutor Group Heuse

Enter the second Criteria, and then click Perform Find.

“.2’ DENBIGH Denbigh Introduction
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Find Result

[ ] [ Student Current (FMS13-Master-Staging.local)
1 "\ 29/502 =
. ) e 5 Qs e .
R Show All New Recora Delete Record Fing  Sott Share
Layout: | Student Form View v View As: Preview A' | Edit Layout

il Stert D 151 Second Nemes 131 row As 131 Gender 131 Bithday [ R 131 we
@ 103334 Ashley __Jiportia |Female 14 Sep 2002 | 2.5 Puce \
Male Parents / Guardians
Family Code Home Mare ek Pheea Mcbia
@ |ASHTONO3 | 02 3456 7890 George Vug (0212345678 || 0414123456 |
> B N
map Email ™ Jemo.com.au
Wayne . [ 34 0414 123456 |
= 200 Wayne 30D 02 1234 5678 0414 123 456
Sep father
el emal  shill@denbigh.com.au

This will find all females and all year 7 students.

Constraining the Found Set

e0e Student Current (FMS13-Master-Staging.local)
30 ™\ 30/503 -
< = Found (Unsorted) [[__D E] O\. ||| ﬂ] . Q 122 o
Records. Show Al New Rocorc  Delete Record Fina  Sort Share
Layout: | Student Form View v | View As: B Preview A" | Edit Layout

Parents / Guardians

Viork Phoea Mebia
| Update
General Info > General Info
‘ aners! Information ‘ General Info Hosts & Guardians Corresponcence Ema Comms List Transpont MCEECDYA Extra S0l Report Census
Emergency Contacts
‘ Notes Courtry of Birth  Previous Schoo Contact Retotiorship Phone Werk
| m————etm—
| (] I r
L L L | | J N
Medcalino || wtat Assress :
Casses. Cohort 805 No Envolled Siblngs
‘—’ 2028 Grven Naas voxr Tutor Group House
J Timetadie J Boarding
. W’q)dw Boarding House  Room No. . Bed No Head of House
= . Enrolmaent Info
‘ Attencance J “'{!W N smber » Agert - Reg Dote Ac.Yr  Ervol Date Dest Date Tem Status Current
J Discpine | Citizenshp Visa Expiry Passport Expry
[ cooma ‘
e —|
Privacy / Info Release SMS
J Music Permission to wse: {"| Photo on website Photo in print i SNS Massages go o

1| Father Non Resident

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.

INTERNATIONAL Page 12 of 27
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Find Result

o

eo0e Student Current (FMS13-Master-Staging.local)
30 \ 30/503
< : © :
Reco Show All Fina  Sot Share

Layout: | Student Form View v View As: 5 Preview
— —

Main Back  ViewAs  Find
Ut Student

Student Details

141 Gender 131 Bethday

Q. ul M, Q 122

A | Edit Layout

Famiy Communlty  Staff
Students Detals  Detsls  Detalls

1&f Srutere i 13} Second Narres
-
e Family Details
fary Cace 141 Famiy Name Home mare
- f o : |
Emal
General Info > General Info
| Gonarnt lmi‘ General Info Hosts & Guardians Corresponcence

Parents / Guardians

Work Phere Mebie
fetiietn
Comms st Transport MCEECDYA Extr2 S0l Report Census
Emergency Contacts

Notes Courtry of Brth_Previous Schoo Aigon
Medical Info el Address '

Classes Cohert

2028
Timetadle Boarding Information
Boarding Status Bosrding House  Room Ne Bed No.
[ rosomcreas |
i e
T e
oo || G = e
CoCurricuar

Cortact Reatorsho Prone

Grvon Narmes. Tuter Group e
Enrolmant Info
RegOse  AcYr fwolDate  DestOste  Tem St Cument

—__ Privacy / Info Release
L Permission to wse: ] Photo on website_|..| Photo, in prnt

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

Extend the Found Set

Student Classes  Futwe  Former  Family Communty  Staff

Accounts  Detsl  Students Students  Detals  Detsls  Detalls

1&1 Stodert D 131 Surname 131 Fest Namme L& Second Names 151 Gender 151 Bithday 131 Yeor i1 Torouo 151 House
Ed
Family Details Parents / Guardians
Family Code 14 Famity Name Home Phare Work Phoea Mebie
- If |
Update
Emal
General Info > General Info
General Info Hosts & Guardians Corresponcence Comms List Transport MCEECDYA Extra School Report Census
Personal Detads Emergency Contacts
Courtry of Brth _revious Schooi Rnigon Contact Restonshp Tone ticer
al Adress
Cohort Envolled Siblangs
2028 Grvon Narmens Year Tutor Group House
Boarding
__ L\ e [
\ Academic Record | id I f
Enrolmant Info
RegDote  AcYr b Oute  Tem St wren
\ Attencance | Natoralty Pasport Number o9 Dors Yr  EreclDate  Dest Ot Status. Current
\ Decipiee | | Crissnshio Ve Expry Passport Expry
\ CoCurriausar ‘
Privacy / Info Release SMS

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

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

INTERNATIONAL
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Find Results

Student Current (FMS13-Master-Staging.local)
=) Q. .l . a
New Rocora Delete Record Fina  Sort Sharo
Proview A" [ Edit Layout
. Casses o
d De —y
131 Sumame 141 Fost Mo 18 Gonder 131 Bty 188 Yeor 131 Torous
@ 106374 Leerdam Belinda Female 2Dec1997 12 123 Blue
Family Details Parent
Home Prone " Mebi
02 3456 7890 Bornard Leerdom 0414 123 456
Father
Email bleerda@denbghdemo.com.au
] 500 Emeny Barsdell
vamer
£l pleerdaBdenbighdemo.com.au emal  ebarsde@denbighdemo.com au
General Info > General Info
| General Information | | General Info Hosts & Guardians Coresponcerce Ema Comms List Transpont MCEECDYA Extra School Report Census
Personal Detass Emersency Contacts
B Indonesia Catholc
Medcallnfo | | eal Address Vekew Phece
bieerda@denbighdemo. com.au 0414 123 456 0
\ Casses Cohort 805 No Ervolled Siblings
2015 Goven Namas Yo TuxGump  Home
[ Tmease Boarding Ikormation
BowdngSuts  DowdiogHowe RoomMo  BadNo.  Hesd o House
\ Acacemc Record Boarder ¥ Third Mr C Wilson
z e — | e, .
= T = T e —
S 11/10/2001
Dscipine | Ctizenshe Visa Expiry Passport Expry
\ CoCurriausar
Privacy / Info Release ms
\ e J Purmission o use: Photo on website Photo in print SMS Messages go o
Father Non Resident
Otner Mother
mggn . .
Omitting data in a Find
[ ] [ ] Student Current (FMS13-Master-Staging.local)
[ =] Q. .l M, Q
ow All New Recora  Delete Record Fina  Sort Share
Layout: | Student Form View v View As: [ Proview A | Edit Layout
MK wa
Bacs p c Classrs .
R o s o Dot Des
e e
151 Stodert 151 Surname 151 Fost Narve 138 Second Names |31 Know As I3 Gender 51 Bithday 13l Yoo [i1 TG [T House
@ 103297 Mebusch Mitche! Christian Male 7 May 2000 9 9.1 Magenta
Family Details Parents / Guardians
farly Cae 131 Famity Name Home Phane York Pcra Mebie
@ |ANTONIOL Meibusch 02 3456 7890 Joanna Meibusch 02 1234 5678 0414 123 456
Wobar
- Emal jmebus@denbighdemo.com.au
1John St
Cleo Verrel 02 1234 5678 0414 123 456
Sydn NSW 2000
~ Father (Non Aescent)
Country Emal et
General Info > General Info
| Gemeral Information | | General Info Hosts & Guardians Corresponcence €ema Comms List Transport MCEECDYA Extra S0 Report Census
= Personal Detads Emergency Contacts
Australia | Connells Pt PS Orthodox 1
| Medcalito | | eual ssress Vick-e Phice
| | mrobson@denbigh.com.au 0
Classes Cohart 805 Ne Envolled Sibiungs
2018 Grvon Names Yosr Tutor Group [res
I Tmetatie | Boarding
Bowrdng Sutes  Bowrdieg Hose  RoomNa  BedNo.  Head of House
I Acacemic Recurd | Boarder ¥ First Mr W Macintosh
e — — — - u.’(l'lvdmlm .
[ e Yr_freo DetOste  Tem  Status et
e T = == —— e
Australisn 2/2/2004
[ | e repe re—res
| CoCurriasar |
Privacy / Info Release SMS
- Permission o use: Photo on website || Photo in print SN Mammpes g0 0
Father [ Non Resident
| Cxher 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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» . Total
Fing Requests

Layout: Student Form View v View As: Matching Records: (ifckide

L LFRL GG A [T

Back  ViewAs Find Search Print
List

Merws L

den

Student Assistant

Details

to Alumel  Resort

nd Narres

1§

Family Details
L& Family Name

Home Phare

ort: Operators

Student Current (FMS13-Master-Staging.local)

Students  Students  Detals

&,

Script Is Paused Continue

Student Classes  Futwe  Former
Accounts  Detal

Famlly Communtty Staff
Detals  Detalls

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

"Omit" button.
Find Results

1i1 Stucer 151 Surname 141 Fist Narme 14 Second Nemes 131 Know As 151 Gende 141 Bithday 18 Yoo |3 TOow  JF Heouse
@ 103297 Medbusch Mitchell Christian Male 7 May 2000 9 9.1
Family Details Parents / Guardians
1Al Family Name Home Phare Wiork Phe
Meibusch 02 3456 7690 Joanna Meibusch 02 1234 5678 0414 123 456
0 moparty Mo
tmsl  jmebus@denbighdemo.com.au
1John St
Cleo Verrel 02 1234 5678 0414 123 456
Sydne NSW 2000
— Father (Non Rescent)
Emal ey
General Info > General Info
General Info Hosts & Guardians Corresponcence Emal Comms Ust Transport MCEECDYA
Personal Detads. Emergency Contacts
Courtry of Bt Breviows Schos arigon Lwguege  Sbieg Mo Contact [, hone
Australia Connells Pt PS Orthodox 1
aal Adress Metie Phcve
mrobson@dentigh.com.au 0
Cobart 805 N Envolled Siblings
2018 Gven Names o Toter Group
Boarding Information
BowdngStats  Dowdeg Hose RoomMo.  DedNo.  Head of House
Boarder v First Mr W Maclntosh
3 . Encolmant Info
e i m S MegOwe  AcYr Ewoilste  DetOute  Tam
Natioralty Ve Passport Nurmber Agert
Australian 2/2/2004
Grizensho Vs Expiry Passgort Expry
Privacy / nfo Release sus
Permission 10 use: Photo on website || Photo in print 6 Nesmages g9 b0
Father Non Resident
Mother

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

&

&
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Magenta

Mebia

Census

Sutus  Cument
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Find using Operators

E

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

! find duplicate values

< less than

< less than or equal

> greater than

> greater than or equal
... range

/| 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

4 style

Insert

Text Color

Sort Ascending
Sort Descending
Sort By Value List >

Chart by Tutor Group.

U 1 Find Matching Records
enfiled Sibiogs  Constrain Found Set
“?  Extend Found Set

© Benjamin Crorkes |4 w | ExportField Contents...

[m_

v vvvy
-

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

| Records BYd{]-I<3N]
New Record #N

Duplicate Record ®D
Delete Record... 8E
Delete Found Records...
Co to Record >
Refresh Window 0 #R
Show All Records )
Show Omitted Only
. Omit Record 8T
i Omit Multiple... 8T
: Modify Last Find ¥R
7 Saved Finds >
Sort Records... 8S
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 (3£ 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 N NS =S N IR I A

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

“.2' DENBIGH Denbigh Introduction
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Search Assistant

Search Assistant

100 .aad 3 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

Student Current (FMS13-Master-Staging.local)

8] >
New Request Deleto Request Perform Find Cancel Fing

Layout: [ Student Form View ¥  View As Matching Records Omit | Insort: [ Operators

L&A EL GRS [ B ENIErarTry

Maih  Back ViewAs  Find  Seach Pt Mo Acsdemic Sudent Cases Futwe  Former  Famly Communty  Staff 7 ANO Femalo; OR ; OR
List Student Assistant Menw 1o Alumel  Recort Accountts Detal Students  Students Detalls Detals Detalls

g Clear All Recent Finds
Student Details

151 Surname 131 First Nawme 131 Second Nemes |31 Keow As 131 Gender 131 Bithday
o L L ' i ‘ ]
Family Details Parents / Guardians

farmy Cate 131 Family Name Home hore veek Ptcea Mebio

| Updete
Country : | Emai.
General Info > General Info
PE— Curm ______ Cu-zj In Date Range Archived NS
S| R [ ] (] Baree) (e
Notes o Anendonce ercertase =
Date Absent Type Cate B »n m m M s % » St Note Received
Medical Info ofd T [EEIR i [ [ 0 ms
| |
Timetadle:
J Acacemc Record
Attendance

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.

“.2' DENBIGH Denbigh Introduction
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Finding random records with Mark Function

o0 e Student Current (FMS13-Master-Staging. Jocal)
. 03 i A
<1 __Ownmoma LJ E ‘.lll 1.0 7
Recoeds Show AL Now Recors Dowte Record  Fing Sort Stave
Layout: | StudentListView v ViewAs 5 = 5 | Previow A | Eon Layow

SPE

M N
oo : e 177

100014 Price Wikam Hugh Male  1/E1997 12 123

100023 Worrel ComeronJames  Male  15/3/1997 12 122

© 100025  Desk Rya= Woech Male 461997 12 122
O (106374  Leodam Boinds Fevdle 22121997 12 123 Yes
Q 10045 (gera | b G (e 167997112123 | s v
03297 Medusch Michell Chegtae  Male  7/5/2000 3 1 Boarzer )
D¢ 100030 Roche MNearder Scott Ml 1122008 4 4R Doy )
Do 10334 Yesof Porta Ashiey Fervade 1452002 7 75 Boarder No
D¢ 100035 [Seal Ren Fersle 2171997 12 123 Day Yes
Do 100036 S Grorgna Ferole 15131997 12 122 Day Yes
Do 100000  Gatem Ay Tavla ferdle /2200 9 91 Doy ™
Do 100040  Gaham Jomes Lawence Male 1632002 7 75 Day No
Do 10552 Mool Shaur Wham Mle /5208 1 K Red Thed  Dosrder e
Oo¢ (105197  Cumen Nexarcre Fevole 18197 12 121 Pe Second  Dosrder Yes
0o 10519  Cumen Kar! Courteny Mile 1841997 12 123 Bt Second  Doarder Yes
D¢ 100058 | Jehason Dtren Nlan Mur  Male 3112197 12 122 Magents Day Yes
O© (100059 Johnson Neroc Benamin  Male 2410/1999 10 103 [ Doy )
Oo¢ 100060 Mehason [yt Male 4972002 7 74 Puce Doy W
Do 100060  Mysico Stephen Bichard  Male 11/52000 8 &1 Red Oay N
0o 100072 ones Aehieigh Ferse 911198 11 112 Red Day N
Do (100073 | Jones Nchols Floren  Male /41999 10 102 Magents Day )
D¢ 101478  lames Simona Kateyn  Fersle  30/2001 8 R2 e Doy N
D¢ 10007  Condolecn James Tobiat Male /5200 9 62 Puce Doy ™
006 100075  Huter Ronanfomund Male 1832000 9 S Magerts Doy ™
Do 100080  Huter Hoorge Wishan  Male 2371997 12 123 Yelow Day Yes
Do 100082 Theug Jesse Smon Andrew Male  69/1999 10 101 e Doy ™
Do 100067  Hewson Aboyori ke Oba  Male 1221999 10 103 Puce Doy w
Do 100088 Beice Sunah Fovole  83/1999 10 102 Magenta Doy W
D¢ 101409 Wnder e Amaade fevole 161203 6 62 Mgy Doy Yes
Do 100095 Bowler Justine Aprk Fovale 28/10/2005 4 | 4 [ Doy )
0o (105120  Lawwn N Forole  29/3/1999 10 | 101 Red Second | Boarde L)
Do (105162  [Lawson Angus John Male 832000 9 51 Puce Second  Boarder )
Do 101494  Hurdemss et Male 4122003 |6 62 Geoen Doy Yes
D¢ 100157  Reshact Comaron Percval  Male 298200 9 82 Magents  Fust Boarder ™
Do 10007 Jows Qvistogher John  Male 29/5/2002 7 73 Magents Day N
0¢ 100108 SoohCoutrey  Fersle 1782000 9 61 [T Doy N

ay. o0 » —tr Teaan fe~ L3 £ e Dl
t i e = owa] e ]

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)

> .'__O:;?M @ E B "‘.lll .Il. Q
Recorgs Stow Al Now Recore Doloto Record Fing Sont Share

Layout: | StudentListView ~  ViewAs: [ B 8 | Previow A' | Edn Layou

N
Bo 100013 Grahom Aory Tovla Due Doy
Bo 100023 Worre? Cameron James Male 15/5/1997 12 122 Puce Doy Yes [ 02 19 curret regrs |
Bo 10675 Bhorgave Rodwl George Male 10011997 12 122 Mo Fouth  Boordor Yes | 432 o cumere repors |

Found just the checked records.

INTERNATIONAL Page 19 of 27
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Sort Records

e Student Current (FMS13-Master-Staging. local)
] N 37503
> - Found (Unsorted) Wj E] .l I
Racords Stow Al New Aecors Doloto Record  Fing Sort Share
Layout | Ssudent List View ~ VowA: B B & Proview A' o Layost

: Gratam Y W21997 12 Bue ;
B¢ 100023 Werrel Corneron James Male 15/5/1997 12 122 Puce Doy Yes [ Ase o2 curort sopors |
B o 10608 Bhargave Rt Goonge Male /11997 12 123 Puce fourth  Boarder Yes | Ade 1o curvent regors |

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

I;ﬂl View Insert Format

Can't Undo ®Z
Can't Redo {82
Cut #X

Copy All Records N #C
Paste Text Only X8V

Clear

Select Same X #A
Find/Replace >
Spelling > E
Export Field Contents... [

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.

9 DENBIGH Denbigh Introduction
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Export Records

View Insert

>

100023
100025
106374
106745
100297
100030
10034
100035
100036
100039
100040
105529
e

® FileMaker mm;’m Edn
00 New Solution...

03 New From Starter Solution. .,
Totad (Ut

Open...

Open Remote...

Open Recent

Open Favorite

Close

Manage

Sharing

z File Options...

e o Change Password...
Deak Ry®  pPage Setup...
Loardern B prieg...
Bhargave Rary
Meoibusch M Import Records
Yuool Save/Send Records As
Sed
s
Grahom ' Recover...
Graham R, . — ey av—
MeNesl Shawr Willas Mae 2352008
Clrrnn Mercardrs fomals 1narnea?

Format Records Scripts Tools Window

ster-Staging.local)

Help

,lll
frg  Sot Share

RO los
%0 !

A' | Eon Layout

A3? 9 CUTOnt 1gorts
A3S W Curent
tanm-um
ASS ) cavont
ASE 9 cuvert
ASE %0 cavont
ASE 10 CueY tegerts

;g????g?ggg??g?

ho A3 0 cavert ngorts
Hb-ﬁ:
Yes MI“=
Yos Add o camert seports
- ho AS4 10 cavert
" 5 Yobow ho ASE 1 cavert segorts
1 w Red Third ASE 19 cuvert srgorts
12 121 L Corcnnd You 2% aret srerets

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)

'0.0.0

Export Records to File
Save As: |Untiﬂed ] [Z]
(<> )(s = I ) (& ) (@8 et @ )
FAVORITES (1] Denbigh Admin Master 11 ~
[Eretrin (L] Denbigh Driver »
— p ) (2] Desktop stuff »
#A Applications (] Master 281013 »
EEEET R = - »
B Documents
© Downloads
= Movies
J7 Music
(@) Pictures

Q1Y:l: v Tab-Separated Text
Comma-Separated Text

After saving pgp

Merge

XML

gHide extension New Folder

HTML Table
ileMaker Pro

Excel Workbooks (.xIsx)
Excel 95-2004 Workbooks (.xIs)

[Cancer | [Smve]

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 A

RISIEHE

I | || (&1 Desktop :

FAVORITES
(=] Dropbox
# Applications

2013-11-20_1614.png
(2] Denbigh Admin Master 11
(1] Denbigh Driver

(1] Desktop stuff

(1] Master 281013

= Desktop
[ Documents (] sally
0 Downloads
= Movies
J7 Music
(@) Pictures
Type: | Excel Workbooks (.xIsx) :]

[V Hide extension

| New Folder

After saving: || Automatically open file
[ Create email with file as attachment

| 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 Preferred Name
Surname validation check
Teacher List for Student
testl

test2

Textbook Count
TimeFraction

Timetable Absence Text
Timetable Clash
Timetable Clash Detection
Timetable Current Day

Timetahle Current Perind

Options

| Surname

| Given Names

Field export order

4+ Academic Year

| Clear [
| Move All [

| Clear All |

4 Student ID

4 Surname Preferred Name

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.

P
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Windows

@® [ ] Student Current (FMS13-Master-Staging.local) New Window

503 ) Show Window

> O Total (Unsorted) [ = Q. l Hide Window
Records Show All New Record Delete Record Find  Sort Minimize Window

Layout: [ Student Form View v | ViewAs: 5 — =

Main ind  Search Print
Menu List Student Assistant Menu to Alumni  Reoort

Student Details

121 Know As

Tile Horizontally

P Tile Vertically
¢

Stud

Cascade Windows
Acor Bring All To Front

+ V Student Current (FMS13-Master-Staging.local)

121 Student 1D 121 Sumame 131 First Name 121 Second Names
@ 100013 Graham Amy Tahlia
Family Details
Famiy Code 121 Famity Name Home Phone
@ |ALLANO2 Denbigh 02 3456 7890
+ Property
map street : |1 John St
Suburb/State/PCode : | Sydney NSW 2000
Country Emall:  hill@denbigh.com.au

13 Gender 1 Bithday il Year [i1TGroup 2] House
Male 18 Dec 1998 12 12.5
Parents / Guardians
Work Phane Moblle

Kim Jobson 02 1234 5678 0425264227
Guardion
Email
Wayne Jobson 02 1234 5678 0414 123 456

Father (Non Resident)
Emall  shill@denbigh.com.au

To move between multiply files or open a new window, go to the Window
Menu.
New Window will create a new window for the current file, to work in multiply
windows at the same time.
Show Window will display all files open, select a window to move to that file.

&

Window Help

New Window
Show Window
Hide Window
Minimize Window

Tile Horizontally
Tile Vertically
Cascade Windows
Bring All To Front

>

#M

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

DENBIGH

INTERNATIONAL

a @) « = Mon11:13 AM

"B Denbiah Intro IComnatibility Model

MainMenu (FMS13-Master-Staging.local)

LicenseDB (FMS13-Master-Staging.local)

Staff (FMS13-Master-Staging.local)

Community (FMS13-Master-Staging.local)

Family (FMS13-Master-Staging.local)

Student Future (FMS13-Master-Staging.local)

@\,

Student Former (FMS13-Master-Staging.local)
AuditLog (FMS13-Master-Staging.local)

quicksearch (FMS13-Master-Staging.local)
Email (FMS13-Master-Staging.local)

(Addresses)

(Discipline)

(Test Results)

(Timetable Lessons)
(SWD)

(Student Class Enrolments)
(Function)

(Program)

(Notes)
(AttendanceArchive)
(Markbook Group Students)
(ReportArchive)
(Calendar)

(Classes)

(Reports)

(Extra Curricular)

(Photos)
(Correspondence)
(Denbigh Calendar)
(TextBooks)

(Clubs)

(References)

(Markbook Task Students)
(Attendance)

(Internal Messaging)
(Transport Passes)

(SMS)
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Jump Button

1] Student ID 1] Surname 1Z1 First Name 1Z1 Second Names
)oo013 Graham Amy Tahlia
Family Details

Family Code |1 Family Name Home Phone

ALLANO2 Denbigh 02 3456 7890
+ Property :
e Street : |1 John St
Suburb/State/PCode : | Sydney NSW 2000
Country : Emall:  shill@denbigh.com.au

The jump button is used to jump to the related record

When used beside the student id field, will take you to that student in the
community file. When used on the family id will take you to that family in the
family file. When clicked on the classes list, will take you to that class in the
classes file

Paste Without Formatting

Edit View Insert Format

Paste #v
Paste Text Only X {3V

Select All

Find/Replace
Spelling

Export Field Contents...

To paste any text without including any formatting, eg Bold, Italics etc. Press
Command Option V on a Mac, or Control Shift V on a Windows computer.
Also from the Edit menu, hold down the Option (alt) key and you will get the
Paste 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.

“.2' DENBIGH Denbigh Introduction
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Student Movements - Enrolling, Re-enrolling, Alumni

Student Movements End of Year Timetables Photos Correspondence Miscellaneous Administration

Academic Year

Promote Students
from Next Yrs

‘ Import Classes ’

Move Selected
Enrolled students

Enrol Selected
to Alumni

Move Selected
Enrolled Students
back to Futures

Re-Enrol selected
Former Students

There should only ever be one student record either in Future, Current or
Former. If a student leaves the school they should remain in Former students
until they return to the School, then they can be moved back into Current
Students.

For all student movements, go to the Administrative Tasks on the Main Menu.
IMPORTANT always find the students that are moving first, then click to
choose your requirements.

OO0 0 Message

This script will move the found set from Registered Students
to Enrolled students, then remove the found set from the
Registered students. Would you like to double-check the
found set before continuing.

( Cancel ) ( No ) ( Yes )

Click Cancel to check if and find the correct student, Click yes to move
students to Enrolled.

INTERNATIONAL Page 25 of 27
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Enrolling Future Students

101485

Kite

‘.ismagmm :"]Su'nina

Georgia

Katherine

Female | 12/03/1999 11
(T iﬂm Name :'. }sﬁmd Names |% {mmnAs :'. }G«mm I3 ID.oAaA

2016 | Accepted
% |Am i3 QNr :'. ]snms

Family Details Parents / Guardians
% Bird01 Kite 02 3456 7890 Gregory Kite 02 1234 5678 | 0414 123 456
Family Code I EFimny Name Home Phone Father \Work Phone
property : Emall gkite@denbighdemo.com.au [ Family eMail
Street : (1 John St Allyson Kite 02 1234 5678 | 0414 123 456
Mother Work Phane
Suburb/Sate/PCode : Sydney Nsw 22000 - n
T email akite@denbighdemo.com.au [ Family eMail Update  |[&
General [ T Future Classes | Notes | C T Comms List | Email | Medical
Personal Details Future Student Siblings
Ac.Yr  Given Names Enroiment Year
Uniting 65 a
Country of 8ith  Nationality Religion Current School Codes *
Schools Details
L O]
Boarding Status OS Student House Boarding House Current Student Siblings
Staff Ac.Yr  Given Names Boarding Status
Deposit Date Recelved Deposit Recelpt staft [=]
EnvomentFee  DateReceived  Campus Clergy
Enrolment Options Former Student Siblings
Reg Date Ac.Yr  Encol Date dptYr Tem  Status Ac.Yr  Given Names Cohort
25 Oct 2000 11 Accepted i | 10 Allyson 2027 =)
o 12 Elizabeth Ashleigh ?

Firstly Find the Student or Students to be enrolled. To move students from
Future to Current either click the "Enroll Student" button in the future students
file or in the Administrative Tasks on the main menu.

There is more than one student in the found Set. Move just this
student or the Found Set of 529 students?

Cancel

Found Set

Student

Click to choose the Current student or the found set of students.

&

DENBIGH

INTERNATIONAL

Denbigh Introduction
Page 26 of 27



Former Students Returning

ww

'Mh“!ﬂl Community
mmmmm

Former Student [
[ALcAtAR ] [Toop ] [Anica Hou Dol ||nss| | [Femate ][21/08/1984
~iwm [ 'Ih-. | ')mm "lil..l- Second Nemes  Tithe W Keown As "m [ ';MMM
Detals

Former Student Detalls

,:t, Ml ute [ JEI Mol Retumed 7559 ] [ ] ClEminent ] @
Property / Add 10: IIMLCAM Departure Yoar Regster Number Eminen
swowe : [1 John St (10 ] L ]
SuburtySate/PCode : Tisw 2000 Tl Acodomic ¥r Miomber Type
Cournry : | |
Mobie Imm:m Mol Conol Reason,
| <

General Info | Notes | Madical | Atlendance & Discipine | Academic | Tertiary | CoCumicular | Fundraising | Groups | Comespondence | Emai | Comms List

_ Gonoral Information | Hosts & Guardians | School Information | Envolmont Dotais | Biography | Roforonces |

Enrolment Options

Reg Date Ac.Yr Envol Date Depart Dato Dpt Comort
BReb2012 10?7 01/04/2008 ? 2]
4Sep 2015 0 04/09/2015 2027

When a student has left the school use the Re-enrolment options.
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