Adminware™ for Continuing Education — Installation

Introduction Adminware™ for Continuing Education can be installed on a stand-alone computer or be used on a
network.

Adminware consists of two parts:

Index
» front end: the ‘program’ portion that contains the forms, reports, queries, program codes,
Introduction . ........ 1 etc. that makes the program work. The name of this file is ac.mde.
Installation ........... 2 > back end database: the ‘data’ portion that contains the tables and the data that your office
Confiauri generates. This one file contains dozens of tables used to store your data. The tables
onfiguring Access . ... 3 . . . A
Configuring Adminware 5 within this database are linked to the front end. The name of this file is ac_be.mdb.
Users .......... 5
System-wide defaults 6 The program has been split into these two files so that program updates can be distributed without
Division ... ... affecting any of your data.
Receipting . ...
Logo images . . .
Holidays .........

Printer Driver .........
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Installation Stand-alone

Network

It is recommended that both the front end
(ac.mde) and the back end (ac_be.mdb) be
installed in the same folder, called simply ac.

@ Create a folder on your hard drive (likely
C:)and call it ac

@ Copy the program files into this folder.
The files will consist of:

ac.mde
ac_be.mdb
ac.ico
mbeduc.jpg

v vV v Vv

» any logo/images to be used in
the program

® Create a shortcut on your desktop to run
the program. Change the icon to be
ac.ico.

@ Run and configure the program as noted
on pages 3 and 5.

® If you are using continuous form
receipts on a dot matrix printer, create
an AdminwareAC printer (see page
XXXX)

The back end (ac_be.mdb) will be installed
on a network server; the front end (ac.mde)
will be installed on each workstation.

®

@

create a folder on your network server
(likely F:) and call it ac

Copy the program files into this folder.
The files will consist of:

ac.mde
ac_be.mdb
ac.ico
mbeduc.jpg

v vV v Vv

» any logo/images to be used in
the program

On each workstation:

®

@

Create a folder on your hard drive (likely
C:)and call it ac

Copy the program file, icon, and any
images from the network folder to the
local folder. [Although you could point
the program to find these files from the
network, this will cause a slight delay in
loading and running the program due to
the required network access.]

Create a shortcut on your desktop to run
the program. Change the icon to be
ac.ico.

Run and configure the program as noted
on pages 3 and 5.

If you are using continuous form
receipts on a dot matrix printer, create
an AdminwareAC printer (see page
XXXX)
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Configuring Access

View tab
This section should be

done only once on each » thereis no need to have the
computer. Windows in Taskbar
checked; instead use the
Window pull-down menu
to switch to different
modules of the program.
General tab

» change the print margins to
0.5" for all four sides.

Edit/Find tab

Using the Tools | Options feature, we can configure certain features of Access.

Wiew ]General ] Edit/Find ] Keyboard ] Dakasheet ] Forms/Reparts ] Advanced ] Tables/Queries ]

[ Hidden objects

W Startup dislog bos
¥ Mew object shartcuts

[~ System ohjects
™ windows in Taskbar

Show in macro design

[~ Mames calumn ™ Conditions column

Click options in database window
" Single-click open

Dual font suppart
™ Use substitution Font;
& Double-click open | J

oK | Cancel | |
DOptions [ 2]
Vit Edit{Find ] Kevboard ] Datasheet ] Farrs{Repatts ] Advanced ] Tables/Queries ]
Print margins Mame AutoCarreck
Left margin: 0.5" ¥ Track name &utoCorrect info
Right margin: 0.5" I¥ Perform name AutoCaorrect
™ Log name AutoCarrect changes
Top margin: 05" = &
Bottom margin: 05"
Default database Folder: Mew database sort order:
|C:'|,My Documents) |General ﬂ
IV Recently used file list: 4 >
v Use Four-digit year formatting
™ Provide feedback with sound 5
[ This database
™ Compact on Close Al databasss
Weh Options. ..
oK | Cancel | |
DOptions [ 2]

Vit ] GEners lKeyboard ] Datasheet ] Farrs{Repatts ] Advanced ] Tables/Queries ]

Confirm
¥ Record changes

Default find/replace behavior

(% Fast search
" General search v Document deletions

" Start of field search v Action queries

Filter by Form defaults For ssc2000 Database
Show list of walues in
¥ Local indexed fields
W Local nonindexed Fields
[ ODEBC Figlds

Don't display lists where more than this
nurnber of records read:

1000

Cancel

= ]
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Keyboard tab

» change the Behavior
entering field selection to
Go to end of field.

Advanced tab

» the Default open mode
must be Shared.

» the Default record locking
must be Edited record.

» the Open databases using

record-level locking must be
checked.

» change the Refresh interval
(sec): to 10.

Vit | General | Edit{Find

—Mave after enter
" Don't move

' Mext field
" Mext record

Datasheet I Farrs{Repatts | Advanced | Tables/Queries |

Behavior entering Field
" Select entire field

" Go ta start of Field
' Go to end of field

—Arrow key behavior
" Mext Field

% Mext characker

¥ Cursor stops at Firstflask Field

o]

Cancel I Sl

Wigw | General | Edit/Find | Keyboard | Dakasheet I Forms/Reports !

r Ignore DDE requests

DDE operations
’]7 Enable DDE refresh

Tables/Queries |

—Default open mode
% shared
" Exclusive

Command-line arguments:

OLE{DDE kimeout {sec):
Refresh interval {sec):
Mumnber of update retries:

ODEC refresh interval {sec):

Update retry interval {msec):

1

1771

1500

250

—Default record locking
Mo locks

" all records

(% Edited record

V¥ 0Open databases using record-level locking

Ok I Cancel Sl
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Configuring
Adminware

This section should be
done only once on each
computer.

Users

Uszers

Configuring Adminware includes setting the following options:

» create user(s) and set security levels
» system-wide defaults
» configure holidays

The first time you run the program, use a user id of ZZ. This will allow you access to the Users
module where you can create and define users.

Select the Users button from the Main Switchboard. This button is only visible if your security level
for this feature is a level of 5. The pre-configured user of ZZ has this security level.

If you delete user ZZ or only have users whose security level for this
feature is not a 5, you will not be able to gain access to this module!

Yz Adminware - [Users]

J File Edit Wew Insert Format Records Tools Window Help

B A I E T e Y ==

»

Uszer |d IZZ — Modul —5 ity levels
User name IHobin Harriz Open these at startup, . Student |5 Teacher |5 LooklUp |5 ﬂl
Password I xxxxx I Fees |5 Payroll |5 Report |5
Tem |2002F j' S - student Course |5 I ailList |5 Security |5

g 8 C - course
Email/Outlook version IEDDD hd I

T - teacher

Frinter available? IBoth - I W - mail list 0 - ho access 4 - edt, add, delete

R v H - schaols 1 - look only (o editz) 5 -full access
Il Al L - look up tables 2 - editing [ho add/delste)
Envelope printing? INone - I 3 - edit and add [no delete]
Envelopes: |F'review first =]

Arw changes to 'Modules' or "Security’ requires the uzer to sign in again in order to see the new values.
User list
Userld | UserName

| Pswd | Term | OpenMod |OutlookVer| Ptr | Receipt| Env |PrintDirect] Std | Fee | Crs | Tch|
bz Robin Harris == | 2002F 2000 B N 5 5 5 §

Recard: 14| 4] 1 | r] of 1 |

Record: |1|1|| 1 >|>||He| of 1

|User id code

Figure 7 Users

o

The top half of the screen is used to add new users and edit existing users.

The datasheet listing in the bottom portion of the form provides a quick list of which users exist
for this program — the information in this part of the form cannot be modified.

Adminware™ for Continuing Education 5

Installation



System-wide defaults

Look-up Tables

Division IBEDB‘DU"D I Logo Images I

There are various system-wide defaults that need to be configured. Although most of these will be
set only once, others will be changed periodically.

From the Main Switchboard, choose the Look-up Tables button. This is the part of the program
where the various values displayed in drop-down lists are maintained (that is, look-up tables).

“i Adminware - [Coded Look-up Tables] |
File Edit Wew Insert Format Records Tools Window Help - 18] =]
=) #h H M ViEma | EiideamS B
Coded Look-up Tables G
System defaults
Table
General Mail list Division lﬁeceipting ] Logo Images]
i i
e Gils Trpe Current Term | 2002F hd
ity
€ Province SChoos Division  [River East 5chool Division No. 3 |
" Facility type
Student Address |70 Inkster Blvd
" Source Defaults City |W|NN|F’EG j Prow |MB j
PCade R 2w OLS
Course ™ User
& s Phone 204 = | |986-3226
" Terms
Teacher W el ‘wiebsite |http:.n’a"www.resd-conted.coma’view.-’F!ESDHindex.cfm?CFID=28?83'.
" Stakus E mail |rhanis@adminware.ca Browse web
" Type Principal |Hobin Hairiz
Department of Education
Divizion # |1234 Default City  [\innipeg
School # |1234 Default Prow (ME =
Farrm Yiew

Figure 9 Look-up Table form

You can browse the various look-up tables by clicking on the appropriate radio button from the
Table list on the left side of the form. All of these tables will some amount of default values. In
most cases you will not need to modify these.

With that said, the System defaults are what you will want to configure at this time. This option
presents a three-tabbed control: Division, Receipting, and Logo Images. Each are displayed below.

Division Heceipting ILugu Images Division | Receipting  Logo Images

Cuent Term [2002F =

Division  [River East School Division No. 9 |

Addiess  [770 Inkster Blvd

City |W’\NN\F’EG | Prw |MB =1
PCade IHZWIJLS
Phone 204 -] |586-3226

Save |

Receipt Type

& 8543 - no Yisa/MC/Credit
8543 - with Visa/MC/AE/Credit
i 85211 - computer generated

Full path and image filename

Position of Payments
45 =

from left edge

Program icon |c \achac.ico

Switchboard loga |c \achresdiogo.jpg

Receipt/env logo Ic \achlzsd_logo.gif

Report header \Ugulc hachs)bmp

Tan'ear 2002

Dept Educ logo |c \achmbeduc jpg

Website Ihllp £ v resd-conted. comview/RE 5D findex. cim ?CRID=28783)

Ernail |rharris@admimware.ca

Principal IHobm Hariis

Department af Education

Service fee required? [~

Digcount for cash payment I

Include Credits/MC on receipts? [#
Browse web |

Prinit Principal's name? ¥

Print GST number? v

GSTH [1234567T est

Exact payment required? [

Are LALL fees tax deductible? @

Division # (1234 Default City I\N"\nnipeg
School # 1234 Default Prow IMB -
Figure 10

System defaults: Division

Figure 11
System defaults: Receipting

Figure 12
System defaults: Logo Images
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Receipt Printer
Driver

These instructions
only apply if you are
printing receipts to a
dot matrix printer
onto custom-made,
continuous form,
2-part receipts that are
7.25" wide by 3.5"
tall.

These instructions are
based on Windows 95 or
98.

| believe Windows 2000
and Windows XP work a
bit differently. I do not
yet have the exact, step-
by-step instructions
confirmed for these. The
concepts seen here
should certainly apply to
these versions of
Windows, however.

You will likely want to print all of your reports to your default printer, whether it be a laser
(recommended), ink jet, or dot matrix. All of the reports take advantage of the Windows fonts and
graphics capabilities. Printing to a dot matrix printer will result in very slow printing because
Windows prints the reports graphically.

With that said, if you are using continuous form, 2-part receipts (rather than laser generated ones),
you will need to add a printer driver to specifically handle the form length/form feeding
requirements.

@ Install a ‘duplicate’ printer driver

You will already have a dot matrix printer driver installed in Windows that is working just fine
(at least we would hope so!). In order to make Adminware as generic as possible, we need to
create a new printer driver, based on exactly the same driver you are currently using, but call
the new printer “AdminwareAC”.

a) open the Printers folder: Start | Settings | Printers e

General Details | Paper | Graphics | Fonts | Device Options |

% EpsonLO-1050

If necessary, first check your existing dot matrix printer
to determine the printer driver that is currently installed. Pirktothe cowing ot

LPT2: [Lawa Parallsl PCI|

Add Port..

i) Right-click on the existing driver and choose e —

Properties from the menu.

Capture Printer Port | End Capture. |

seConds

Timeout
ii) click the Details tab and note the values for the { et B
fO”OWing tWO OptionSZ Transmission fetry: |45— seconds

SpoolSetings.. | Pot Setings.. |

» Print to the following Port ok | cooel || oo |
» Print using the following driver values
b) click the Add Printer icon ]

During the Wizard process, you will want to “Keep existing driver” and add Frinter
choose the same Port as used by the existing dot matrix printer. The new
printer name must read AdminwareAC

@ Modify the newly created AdminwareAC printer properties

a) right-click on the AdminwareAC icon and choose Properties
from the menu

1
o

& Fomait € Landscape

b) click the Paper tab

c) find the Custom paper type (at the right end of the scroll list)
and click on it

d) from the User-Defined Size dialog box, change the

values, set with the Unit of 0.01 inches, as follows: RS ==
widt:  [EES =3 (80 . 1650 ] I;:lu 01 jnches
R Wldth — 725 Lenath l—_|350 =[50 .g102] | ¢ 07 milimeters

» Length =350

akK I Cancel Restore Detaults

That's it.
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