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BACKUP BEFORE YOU DOING ANYTHING!

Via Backup/Restore in SASI, third party restorable backup, or make a copy of the
whole SASI folder on your harddrive, CD, flashdrive or external drive.

Chkdta.log, how do you read it?

This second number Indicates this school
i5 the secquence. nmumber is not represented
in ASCH - School

7 means 998 iz school
1997 Qo8

Key: 15 StuLink

APRNT79598 ~~~ The following data record avel errors:

Record number: 0 Kewy: 1 schoolNum Invalid school number (098]
Record nwmber: 1 . Kew: 12 SchoollNum Invalid school nuwber (098)
SalutationInvalid table value (Mr )
APRN is the
file you will The Salutation is in
find the error table TTL in Table
in Definitions

Error Codes
DISPLAY AERR ErrorCode Descript Resolution

@ fl=yy

|DISPLAY AERR ErrorCode Descript Resolution

# | Errar Cu:ud-| Description | Reszolution
00372 44 TSH_NO_ACTWE_TRM_RECORD_FOURND  |Attempting to delete inactivate or noshowy a student and tF
00247 | 23 TSK_TRM_SCH_SAME_&S MIEROR_SCH |Attemnpting to transfer or re-activate a studert in a schoal
00359 33 TSH_CANT_ADD STUDENT_TO_DET Can't add the student to the ASDT file. reorganize the ADS
00E5E | 32 TSH_CANT_ADD_STUDENT_TO_MIRROR | Can't add the student to the mirror ASTU file.
00571 | 43 TSH_UMABLE_TO_ADD_TRM Can't add to the ATRN file.
Q0221 11 TSK_CAMT_OPEM_STU_PICT Cant create the picture file when inactivating the student.
00396 |9 TSH_CAMT_DELETE_STU_REC Can't delete the student record inthe mirror 45T file.

00390 & TSK_CANT_FIND_COME_STU_REC Can't find the student in the mirror A=TU file using the Perr

DISPLAY AERR ErrorCode Descript Resolution IF ErrorCode : 2069

& WITETH

|IZJIISF‘L.-'1'-C‘rr AERR ErrorCode Descript Resolution if errorcode - 2069

o | Errar Cl:udn| Description | Resoltion
00009 | -2069 dbOpenPermContlict

I
Note: Not all codes have Resolutions listed. Not every error is in this file.

“Can’t Open the Student Course Request file” Error as an example.
If there are no other users in Scheduling, and still getting the error, Update Counts in
Scheduling Sections.



SASI Support Phone Number Desktop Reference

Use the Send Mail atom to send a message with the number in it... 1-800-472-7497.
Drag it out to the desktop or put it in a tool bar for easy reference.

(Note: Send Mail could also be used by the office to request lunch counts. The
message has the info requested, the teachers just fill in the numbers in the Reply
and the office receives a message from each teacher with the lunch counts.)

BACKUP BEFORE YOU DOING ANYTHING WITH CHANGE!

Mass Scheduling — “gray-out” Schedule All Students for some Users
In Security — ASSS:Scheduling — Change to Update. Schedule All Students will be
grayed out, but Schedule Student (one student at a time) is still available.

Course ID View Only

Security - Make the whole file View Only. this prevents clicking into the CourselD
(after choosing Change ID and Title). If the User needs access to change other fields
in the file, go into the Field level Security and increase the access for those individual
fields.

User defined files not available (in Select Files) in New Year Rollover.
File Management/File Def Pro, run Create ADF Files from menu.

Template Files.

Reminder - “template” files need file name with 4 zeros (ie:ATBLO00O.dbf). If the
template file is created in school 000, but the year is 2002, the files will be created
with the 2 in the filename (Example: ATBL2000.dbf). The system does not
recognize the file as a template with the 2 in it. Create in current year then rename
files to ????0000.* Copy the template to the Datafile, Create the new file and the
template file will be used to create the new file in it's image.

One file for the district instead of individual file for each site.

Combine them without losing the formatting and “padding”
In MSDOSPrompt, enter the drive letter that the files are on. CD foldername to get
to the correct folder, then use DOS copy function.

Example: E\\SASIxp> copy /a filel.txt + file2.txt + file3.txt distfile.txt

Ca~SASIxprcopy ~Fa 997.txt + 9B . txt + F99.txt dist.txt

1 file<s? copied.



Run STU12 for all the schools in the district, at one time, without having to
log into each Secondary school

Login to a Secondary School in the mirror file. Launch Student, choose STU12 from
the pull-down. Select the period you want the report to reflect. Click QUEUE. Select
School Range, Secondary for School Type and Send to Server (usually “Default”).
Click OK. From Utilities, launch Job Queue Server. Choose Default for Server Name
(or whatever you indicated from “Send to Server” above). You will now see a
Student Enrollment job for each of the schools. Click Start Server. Your jobs will
print and you will receive notification in your In Folder.

Export a report

Do the report with Preview...Save As...then select Text file in the Save As Type box.
Open with Excel. Select All, then Sort on the name column. Remove the “debris”
before and after the actual data you want.

ATP17 Class Attendance Summary -Skip teachers with no students in section
Have the following filter in the System Filter folder when the report is run.
SKIP AMST ClassLink IF TotStus < “1”

Printing without “canned” information appearing

Setup a user in the User file for running this report (Rosters, Schedules SSS32, etc.)

Launch the Security Atom, and double click on the ASTU file to access field security.

Find the Telephone number field and assign No See access for this new user.

Sign in as this new user, select the Class Rosters-No Schedules from the Student Menu and run
the rosters. The phone number will not print.

Perfect attendance based on the AllDayAbs in Period Attendance.

The ATP26 report uses the Period Absences.

The Attendance file only creates a record when there is data...therefore if you are looking for
blank you won't get anything because there is no record. SKIP the students who have something
in the AllIDayAbs and the remaining students don’t have anything in the AllDayAbs field, or don't
have any records in Attendance, for that date range.

SKIP ASTU AATP 1,STULINK IF AllDayAbs <> ““ AND PeriodDate IN [01/02/06..02/06/06]
Then DISPLAY ASTU LN FN GR

Remove the Course Requests of students who have been DELETED.
The Course Requests are appearing in the Mass Scheduling and Schedule Pro reports
even though there is no stulink in ASTU.

NOTE: Make sure you have a BACKUP before running CHANGE Query. Be sure to click both
the boxes in the bottom left corner of Query (for Inactive Records and Empty Records. And be
sure to enter these exactly as they appear.)

DISPLAY ASSS ASTU Status StuLink CrsReq IF 1,StuLink <> 2,StulLink
CHANGE ASSS ASTU StuLink = $DELETE IF 1,StuLink <> 2,StuLink



“Balance” scheduling of specific students:

Change ASTU Lo and Hi Period Range to blank for the other students, then run
schedule, since the remaining students are the only ones scheduling they should be
evenly distributed. Use pre schedule query to change those students to
prescheduled, then query change the lo and hi periods for the rest of the students
and run schedule all students.

Random sampling of students using PermNum ending with a 4:

Ends with (-]) on the PermNum, doesn’t work because it is numeric.
Use an alpha field that is not being used for anything else; like Province.
CHANGE ASTU Province = ID

DISPLAY ASTU ID LN FN PROVINCE IF PROVINCE -| “4”

Less than 4 courses in course history:

SKIP ASTU ACHS 1,STULINK IF COURSE > “ “ AND $COUNT = 4

When you open Course History you will only see the students with less than 4
courses. You could also query the list.

DISPLAY ASTU LN FN GR

Students who will be 18 on a particular date in the future:

How about January 1, 2008.... Notice the future date is in CCYYMMDD format.
DISPLAY ASTU bd {age = (20070101 - birthdate)/10000%} In fn if age = 18

Students who have dropped and re-added the same section:

DISPLAY ASTU ACLS ACLH AMST 3,ClassLink 2,ClassLink LN FN IF 2,CLASSLINK =
3,CLASSLINK

Prep Period for each teacher stored in afield:

Based on the first period for which they do not have a section.

Complex, but if you need it... (Note: If there are Semester classes you might need
to have a filter to get the correct info for the current term)

CHANGE ATCH AMST PrepPers = 01 IF BegPeriod = 01

CHANGE ATCH AMST PrepPers = 02 IF BegPeriod = 02 AND PrepPers = 01
CHANGE ATCH AMST PrepPers = 03 IF BegPeriod = 03 AND PrepPers = 02
CHANGE ATCH AMST PrepPers = 04 IF BegPeriod = 04 AND PrepPers = 03
CHANGE ATCH AMST PrepPers = 05 IF BegPeriod = 05 AND PrepPers = 04
CHANGE ATCH AMST PrepPers = 06 IF BegPeriod = 06 AND PrepPers = 05
CHANGE ATCH AMST PrepPers = 07 IF BegPeriod = 07 AND PrepPers = 06
CHANGE ATCH AMST PrepPers = 08 IF BegPeriod = 08 AND PrepPers = 07
Then...

CHANGE ATCH PrepPers = {(PrepPers + 01)}

Changes the field PrepPers each time it finds a matching period, where the previous
period is also there. If the previous period is not there, it doesn’t change....so the
last period changed is the period prior to the prep period. Adding 01 to the PrepPers
makes it the Prep Period.



HAVE YOU BEEN MAKING BACKUPS?

Referral forms for students for the current incident in Discipline:

Select the DISO1 report in Discipline. Click Custom and enter the following in the
Query Statement box at the bottom: ReportDate = $Date

Click SAVE and name it Discipline Output — Today It will be saved on the desktop.
When the student is in the office for this discipline incident (on the day it happened),
launch the Student atom, Find the student, drag and drop the Student onto the
Discipline Output — Today atom. It will only print the current day’s Discipline and
only for the student or students dropped on it.

Students with more than 8 Total Disposition Days (Suspended Days):

UserNum4 in Student was used for this process. If you are already using that field,

you will need to find a different one. It needs to be a Numeric field for the Display

query to work.

1. BACKUP

2. CHANGE ASTU UserNum4 =" "

3. CHANGE ASTU ADIS UserNum4 = {UserNum4+DISPDAYS}

4. DISPLAY ASTU ADIS 1,StuLink UF In fn gr {"Total Days Suspended"” = U4} IF
DispCode = SUS AND U4 > 8

You need to do all three steps each time you want to get this data.

You could use the Job Queue process to run both of these CHANGE queries, daily, to

keep this field current.

Course Requests, printed one page per student.

PRINT ASTU ASSS ACRS {Name = LN FN} \\ {"ID" = ID} GR CrsReq Title
Click Preview to check the alignment prior to Printing.
The columns will need to be narrowed to get all of the output to print on the page.



Linking files in Query
& e Lall

[DisPLAY  w [ASTU 2355 ASMS] PreClsLink is
the
Prescheduled
# classes.
/I
| | |F‘reCI3Link / Cu:undrtu:uns
|&STU v 4 |ASSS - o |ASMS v 3 | - snm
P | Per— | P i wrie
& I L
Class Link is
[DISPLAY  » [ASTU ASSS ASMS,2 9 the
Scheduled
I ;
4 — classes
——
T
| | |CIassLink - | Conditions
[25TU v 4 [asss v o [sEms = ", T ’E’
Ta b1 o . LI & a— Ta i e =

The 2 indicates we want to link this file with the file in the second column. The 9
indicates we want to link on the 9th field in that file (in this case ASMS). It typically
disregards the Status field. You know you have chosen the correct number when the
field you want to link on, appears at the top of the column you are linking to. Which,
in this case is ClassLink. You will notice that if you do not add these numbers the
field at the top of the column is PreClsLink. In the past we have recommended
"dragging and dropping" the ClassLink field on the top of the next column to get the
correct link. Now we have the capability of actually including that link in the
statement so we don't have to remember to drag and drop each time we set up the
query. It is also helpful when sharing queries. The "link" is built in!



MST25 Teacher Schedule WITH Rotation — even if you don’t!

10/21/086
0:09

Term: 1=t Zemester

|
| E3IL (II)
| 0816-01
| 119
|
FER =2 | Journalism Beg
| 0441-01
| 233
|
PER 3 | E3L (I}
| 0815-01
| 119
|
FER 4 | Journalisitm Beg
| 0441-02
| 233
|
|
|
|
|
|
|
I

FER 5

FEE & LEF Wld History
03Z3-01

119

Teacher Num: 114 Name: Lee, Harcel

Fecondary Demo

Teacher Schedule

Home FRoom:

Launch the Sections atom and click on the magnifying glass and put an asterisk in
any field to get a matrix. From the Sections menu select MST25 — No Rotation. The
output will be as above, rather than as below:

10/z1/06
0:18

TEACHEE NLHE

Secondary Demo

TEACHEE SCHEDULE3

PERIOD 1 PERIOD 2
Room: 119 Room: 233
E3L (II) Journalism Beg
Sect: 051e-01 Ject: 0441-01
Tot 3tu: a Tot Stu: o
PERIOD 3 PERIOD 4
Room: 119 Room: 233
E3L (I Journalism Beg
Sect: 0515-01 Ject: 04d41-02
Tot 3tu: a Tot Stu: o
Room: 119
E3L (I)

Ject: g0s1s5-0:z
Tot Stu: o

PERIOD & PERIOD &
Room: 119
LEF Wld History
Ject: 0s23-01
Tot Stu: o



Using Attendance Attachment Feature

On the Advanced tab of Attendance Setup Atom, fill the checkbox Use Attachments
and fill in the Time Heading 1, Time Heading 2 and Use Time As fields appropriately.
To enter an attachment for a student in Attendance, hold down the Control Key and
click on the appropriate cell. The Att Attachment window appears. Enter your
comments and click OK. Click Save. A red triangle will display in the upper right
corner of the cell for that day. To view the attachment again, hold down the Control

Key and click on the cell.
Advanced Options

Attendance Setup [ ]

Iil Feport Pepiods I Bell Sl I Abs Feazons I Sthgr Options I SeErinirg Advranced | I_"|

(W Uze Attachments

Titme 1 Heading |.5-.|'r-rivtal Time ] ze Time &z Time -

Timies 2 Feadi LE R |[JE|‘.‘|EI‘TIJ[’E Time

Attendance Attachment Tor &Anava, Brandi C

Date: 10/29/93
Arrrival Time: | Wieight 1
Departure Time; [1:30 pm

Left early for & Dentist appointment .

| | | |
i Anaya, Brandi C. Daily Attendance Ed |
Last Name <[ First Mame diddle Mame Grd  Gen Studerit 1D
la&naya Brandi C 0s F 10001
Show Full Year | Days of Activity |  Attendance Totals |

Date [Mon JTue Jwved JThr JFri  JDate  |Mon JTue Jwed JThr JFri J

1012088 | _ 10/19/98 £
10/26/98 | _ ) 11/02/98
11/M08/35 11MEMR3
Query the Attendance Attachment file
= Query
|DIsPLAY ASTU AATT Lasthame FirstMame AbsDate ArTime DepTime Mote
# | Lt Mame | First Name | Absence Date] &rrival Time | Departure Time| Mote
QOO0 | Allstun [Melissa 111600 | 900 | Dental Appt
OO0EZ] &nzvim Kendra [1142300 | _ 1300 |Kendra had & Doctor's appt.

10



Miscellaneous

Differences between Export and Export List

Export is standard ASCII and can be Variable or Fixed Length

Export List is in Excel format and includes the field names (better for Mail Merge)
When using Export list, name with a doc or xls extension so the file is recognized
immediately in Word or Excel. In Excel, double click on file, then go “Next Next
Finish” and your export goes right in.

“ZZlink number not in STU” In Sections, at the end of the Student List —
Either a Filter in the Filter Folder, or a student that was permanently deleted without
dropping their classes.

Grades for students that are dropping out or ‘withdrawal failure’ without waiting
until the end of the grading period when they update grades?

In Grade Reporting — Grading — Grades, select the student, then choose ‘Data — Add”
and select the courses from the window:

— Just be sure to NOT click the box for Clear Student Grades for Current, when you
Update Grades.

Funnel at the bottom of the toolbar but no filter is visible in the System Filter Folder.
To remove this “invisible” filter, create a new filter using Query. Open the System Filter Folder
and Select All from the File menu. Drag and drop the new filter into the Eraser. The new filter
atom will drag the “hidden” one with it. OR, go to File on Menu Bar and click on “View By Name”.

No vertical “Cube” to drag down when you display a Query
to the screen and the matrix displays, Double click on any column heading in Query and cube will
appeatr.

[D1sPLAY ASTU In frad gr
# |LastName  |FirstMame | Mailing Address | Grade |
00001 | Abbasi |Elisa 1021 Lyrwvood Dr #2 12 4
DO00Z| Abbott Christine 627 E Ash St 12
00003 Able Ted | 09
-Before: | 00004]Acosta Andrewy 312 Walnut Ay 10
& guery x|
|DIsPLAY ASTU In frad gr
# |Last Mame  [[First Name: Mailing Sddress | Grade |
00018 Besls | 2465 E Evergreen Lane 12
00020] Beck 2465 E Green Ln |10

-After: L00051] Carpen 9357 E Dallas St 11
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Classes atom, to change ALL Startdates “fairly” easily:- Use “Control M” to turn
on column that shows Startdates. Click on Start Date to highlight column.

Abbasi, Elisa es

Lastamz <) First Mame Mddie Mame  Grd - Gen =iudent 1D
|Abbasi Eliza 12 F 3000
Ln |SeciD | Bec|Endl Trm |Crs D | Course Tite | Toh | Teacher hame |Fmtum|$tam3lata
DOM|0sE1-03 (01 (01 YR 0SB0 AP ChemistryH) |45 |Chansler, 3 107 [
_fIIIEII1 -05 (02 (02 |YR 0801 |Tesm Spotts 155 Sullenger R Gy
D0§|015202 |03 |05 YR 0192 |Adv Photogragh |18 |Bishap, L 115 [
Dd07z601 |04 04 YR 0728 AP GowiEcor(H) 105 Kennan,E 234
_5{0443 -05 |05 .I;IS Yﬁ O3 .El'lgIIShIE I4T F'EIFIE: P ?EIT

Blosc704 (0F |06 YR 0507 |AlgsbralTrig | 26 |Bridge, L 225

Click in first date cell and change to correct date. Enter the first date highlight it,
COPY it, then PASTE it into each cell—TAB, Paste, TAB, paste, etc.
Continue until all dates are changed.

-NOTE: Highlighting a column in SASI will allow you to TAB straight down that
column in most cases.

Printing Class Rosters-No Schedules If You Are a School with Schedules:

If nothing in Counselor, change advisor into counselor if you need advisor reset to
original later.
Clear out the Advisor field in the Student file. CHANGE ASTU Advisor = “ “

Now you need to Query change this Advisor field to the teacher number from sections
for the period you want the rosters. For example, maybe period 01 is the homeroom
period and that is the one you want for the rosters. Query CHANGE ASTU ACLS
AMST Advisor = TchNum if BegPeriod = “01”

In student atom, perform any type of matrix search.

On the Student form, select Class Rosters-No Schedules (STU40) from the menu.
Click on the Print Form box, select the number of weeks to print, enter the date of
the Monday of the first week.

After the rosters have printed to your satisfaction, clear out the advisor field. Query
CHANGE ASTU Advisor = “ “ OR put the data back in from Counselor CHANGE ASTU
Advisor = Counselor

IF you wish to run this for each period:

Repeat the query CHANGE ASTU ACLS AMST Advisor = TchNum if BegPeriod = “01”,
increasing the period by 1 until al periods have been printed. (The second query
would be CHANGE ASTU ACLS AMST Advisor = TchNum if BegPeriod = “02”, the third
query would be CHANGE ASTU ACLS AMST Advisor = TchNum if BegPeriod = “03”,
etc.)
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It will be necessary to repeat this whole process every time you wish to print the
rosters. You will find it helpful to save each one of these queries and naming them
“Change Advisor-period 01”, etc.

) HINT: Consider using Job Queue Server for the above. Add these queries to
Job Queue Server. The queries could be setup as recurring maybe once a
month. The STU40 report you would have to queue in at the same time
after you change the date:

Exclusive Use - When do | need it?

Mass Scheduling — Mass Assign - Will not let you mass assign unless you have
exclusive use of the scheduling atoms.

Update Grades - Will not let you run update grades unless everyone is out of
scheduling and grading.

Reorganization - Will run, but will get errors like “Unable to Reorg ASTU error —
2069.” This error means that someone was in the system. Exclusive use is highly
recommended. Will always have this —2069 error on ASYR and AUSR because you
are logged in!

Update Classes from Mass to Basic Scheduling - Will not run if someone is in
scheduling.

Backup / Restore - Will not run successfully if someone is in files.

Address File for accumulating Total Absences and Tardies by Period

Address file is in Non-Student Info folder. Extract Array is in Utilities folder.
Add an Address for each Period making sure the Period and Number match.

|a Harlud A ress
e Il Telephone Eat

X
Vi

Code 1 for Abs, Code 2 for Tdys
Address City 5 Fip Code

Effective Date  User D Coded Code2 Coded Coded

| L L L L

You will need to include your Absence Reasons codes in place of the ones in the
queries below.

1. Run the Extract Array for Period Attendance

2. CHANGE AADR CODE1L =""

3. CHANGE AADR CODE2 =""

4. CHANGE EATP AADR,1,3 CODE1 = {CODE1+1%} IF PERABS IN
[“A”,”C”,”1”,”S”,”X”,”U"]

5. CHANGE EATP AADR,1,3 CODE2 = {CODE2 +1%} IF PERABS = "T"

You need to run all four Change queries, in order, each time you want to run the
following query.

DISPLAY AADR Name {TotAbsences =Codel} {TotlTardies =Code2}

OR Use a Pivot Table, see next page...
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PIVOT TABLE — EATP — Absences by Period & Grade

DISPLAY EATP ASTU Period PerAbs GR GN IF PERIOD <>"

14
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