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Copyright
Copyright © 1989-2015 PineSoft, 2009-2015 FinDonlIT. All rights reserved. The software must

not be transferred to a third party without the written consent of PineSoft, The Pines, Rosemount,
Blairgowrie, Perthshire, PH10 6LA.

Warranty and Limitation of Liability

If within 12 months of purchase this software can be shown to the reasonable satisfaction of
PineSoft to be faulty and not to function substantially as described in the User Manual, PineSoft
will (at the option of the purchaser) refund the purchase price or replace the software. PineSoft
will not in any event be liable for any loss caused by any error, defect or failure of the software.

Structure

As a Microsoft Windows application which uses the Microsoft Access database and Microsoft SQL
Server, users of any Windows application should have little difficulty in getting to grips with this
PineSoft Application. This manual is divided into three main sections :

0 Getting Started {pages 6 - 13} describes how to install the software and how to use the
keyboard, mouse, application menus & toolbars etc.

o Main Menu Options {pages 14 - 42} describes the main modules of the application - see page
19 for a summary of the available options with important features and necessary procedures
highlighted.

0 Miscellaneous Options {pages 43 -44}

Full Version {Enterprise Core / Enterprise Web}

The full version is set up for use within a particular Department/Placement Unit of an Institution.
Your university and department/school name appear as headers in reports to give a professional
and customised quality of output. Users have full control over the number and titles of courses to
be used. You may also create your own Customised Letters/Reports to give total flexibility. You
will have to enter your own company and student records, so it is well worth using the
demonstration version, which has been set up with dummy records, to get a quick idea of the
operation of the software. The first Microsoft Windows version was launched in 1995 and our
Enterprise Core and Web Versions first deployed in 2012. The use of Microsoft SQL Server in our
Enterprise Web version facilitates the use of Web Access modules giving Students, Visiting Tutors
and Companies remote access to relevant data with the option to update information. The level of
access is under the full control of the Placement Manager.

Demonstration Version

The demonstration version has the same structure as the full version and includes the following
dummy database files :

a Company records.

a Student records for the B.Sc. in Applicable Mathematics and Post-graduate Diploma in
Information Technology courses.

o Job, application, placement, letter and memo samples.

You may add to or modify any of the above records, however, report output will include headings
for the University of Abertay Dundee, School of Computing & Advanced Technologies.

Some options have been disabled and the demonstration version is set to time out after a given
period — please contact PineSoft to obtain a Current Version, if necessary.
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1 : Introduction

The PineSoft Professional Training Database is designed to meet the needs of course
administrators who need to maintain details of external company contacts and keep track of the
progress of students on their courses.

The PineSoft database launched in the spring of 1989 has an extensive user base in Universities
and other Institutions throughout the UK. Since 1995 the application has used the Microsoft
Access database engine. The latest Enterprise Core and Enterprise Web versions launched in
2012 use Microsoft SQL Server for back-end data files with significant security and performance
enhancements. Our Enterprise Web version has Web based modules, giving placement
managers, visiting tutors and students remote access - level of access under the control of the
Placement Manager (FULL, READ-ONLY or NONE).

The preferred distribution medium is on a CD.

The Enterprise Versions of the application enable any authorised users to have concurrent access
to the application. A single shared data file is loaded on an SQL Server, while PineSoft application
files are installed on local PC’s. This configuration helps to minimise network traffic and improve
performance. Full details are included in the Enterprise Version README file and the on-line help
file.

Application requirements are :

a aPC with a minimum of 1GB RAM.

Microsoft Windows 98, NT, 2000, XP, VISTA, 7, 8 or 10

Microsoft Office 2007, 2010 or later including Access, Word, Excel and Outlook
Microsoft SQL Server 2005 or later, or MySQL for the Enterprise.

a 1024 x 768 or higher screen resolution is required for the application. Use a 16 bit (64,000)
minimum colour depth for smooth grey shaded displays of Main Database forms.
Photographs in the demo were taken using a digital camera and then reduced in size and
saved as jpg's, images are stored in a folder, outside the database, preventing any database
bloat! It is not difficult to achieve photographic quality images - check the on-line help.

O 0O 0 D

a any printer supported by Windows. {Avery L16 laser labels - 4” x 1&1/3” for label printing.}

1.1 Ease of Use/ Help Files

Users who are familiar with other windows applications should be quickly into their stride with the
PineSoft software. Full support for printers is taken care of by windows and a mouse offers the
best way of navigating the application, though keyboard support is also provided. Help is provided
by the usual Windows Help files. Press the [F1] key to display PineSoft Context Sensitive Help

or click on the help button ? in the Add-Ins Tab.

1.2 Backup

Regular backup's should ALWAYS be maintained - all stored in a single SQL Server Database
file. Backup's would be undertaken by the Database Administrator.

© 1989-2015 PineSoft, 2009-2015 FinDonIT 6 Enterprise Version User Manual



2 : Installation

2.1 Installing Software on a Hard Disk

To install the software on a hard disk you require 120MB of free disk space and a PC with a
minimum of 1 GB RAM.

The application is designed to use your copy of Microsoft Access 2007, 2010 or 2013 for front-
end files and Microsoft SQL Server for the back-end data file where all data is stored.

2.2 Demonstration Version

Check out our website at www.pinesoft.findonit.com to see the current demonstration version
options.

2.3 Full Versions {Enterprise Core and Enterprise Web}

All front-end files are copied to the Users area in folder PinesoftEnterprise. Use the Custom Setup
Install Option to choose a different location, if required.

The back-end data file needs to be installed on an SQL Server

NOTE : Please see the Installation Guide supplied with the Enterprise Versions for full
details.

2.4 Using the Installation Batch File
All PineSoft application files, User Manuals etc. are supplied on a CD.

Insert the CD to automatically launch the setup programme, or display the files in the root directory
of the CD using My Computer or Windows Explorer and double-click on the setup.exe file to launch
the PineSoft installation program.

2.5 Optimising the Application
The speed of the application depends on the speed of operation of the Microsoft Access database,

the SQL Server and the Network access. Users using modern processors with a minimum of 1GB
of RAM should find that the PC is not a major issue.

2.6 Printer Set-up

The application will print to the default printer as defined by your Windows set-up. You may change
printer or printer options from within the PineSoft application and save printer defaults, orientation,
margins etc. in PineSoft reports.

Use A4 paper in your laser printer, headed paper being used for standard letters and student
references. You must use Avery L16 laser labels (ref : L7162) - 4” x 1&1/3” for label printing
{2 columns of 8 labels per A4 sheet - no space between labels - 2" top & bottom margins}.

Note : The majority of PineSoft reports and letters are designed for A4 paper with Portrait
orientation, while envelope settings are for DL envelopes with Landscape orientation.

While it is easy to use the Windows Printer Setup Options {see Section 4.3.3} to change the printer
used for output the paper and orientation settings for the selected printer may replace the PineSoft
defaults. This is particularly important in the case of envelope printing where you should ensure
that you define Landscape orientation and DL paper for correct output. It is recommended that
you Preview reports on screen to ensure valid output before printing.

3 : Loading and Running the Application

If you are familiar with any Windows software package you should have no difficulty in using the
PineSoft application immediately.

To load the application click on the PineSoft Windows option, shown below.
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www.pinesoft.findonit.com

Pine5oft Demo

on the Start Menu or a Desktop shortcut (if present)

Select the required database in the SQL Server Logon Dialog box, shown below, and use
Trusted Connection or enter a valid User Name and password before clicking OK.

¥ SQL Server Logon x

FinDMllT PineSoft Professional Training Database

SQL Server Logon

Database : |eUKhust 55 DEMO (Mew) Pinesoft

[T Use Trusted Connection

[l
User Hame : |Pinesuﬂ 0K

Password : | ******** x1 Exit

Use a Trusted Connection or enter a valid User Name and Password, then click on OK
- then be patient and wait while SQL Server connections for 45 tables are made

When complete the application Main Menu will be displayed

Tel : 01250 873744
E-mail : pinesoft@FinDonlT.com
Internet : www.FinDonIT.com
Copyright @ 1989-2012 Pine Soft, 2009- FinDonIT

The PineSoft Main Menu shown on the next page is then displayed, preceded by an information
screen in the demonstration version and a license/maintenance reminder message if within 60
days of the renewal date in the Full Version.

As you can see the Main Menu gives you easy access to the various PineSoft options. For
convenience there are three groups.

The first “Examine/Edit Data” group gives direct access to the main PineSoft database tables.

The second group “Report/Mail Output” has over 100 different report & mail output options so that
your data may be easily extracted and presented in paper form.

The final group contains the “Setup” and “Exit” buttons. The “Setup” button gives access to the
extensive Setup options for customising prompts and lookup tables to suit individual requirements.
The “Exit” button is used to close the PineSoft application.

3.1 Password Protection

The PineSoft front-end Microsoft Access database file is not password protected as it contains no
user data and can be easily replaced at any time.

User data is stored in a back-end SQL Server Database and this will be fully protected using
Windows Authentication or SQL Server Authentication, under the control of the Database
Administrator.

See Section 9.3 for details of how to assign or change a password.
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Fin MT PineSoft Professional Training Database
| Enterprise Web Version

Examine/Edit Data | Report/Mail Cutput

Company Placements Report List

Students Applications Mail List

Letters Contacts Export List

Memo Tasks & Hyperlinks

Jobs Health & Safety

4 : Overview of Toolbar and Navigation Options

Before discussing the various options available from the PineSoft Main Menu in detail we will first
look at the commands available in the customised toolbars which form a central part of the
application.

4.1 Interacting with the Access Quick Access Toolbar

o 3 % 53383 & 8 =

The application uses the Access Quick Access Toolbar, as shown above. The initial buttons
displayed are shown above, however end users may customise these by adding or removing
buttons via the customise drop-down =

Text describing each toolbar button is displayed when you place your mouse pointer over it. Some
buttons are displayed together in natural groupings and you will soon remember their functions
which are summarised below.

NOTE : Many toolbar options may be accessed more quickly by right clicking your mouse!

) - Undo and Redo - enabled when appropriate
3 Preview the current form - useful for previewing or printing

Setup lists for Location, Nationality etc.

4 Check spelling in selected text

RREERE . Cut, Copy, Paste (Alternatively right-click to access these
options)

44 & Find, Find Next, Replace

Close Print Preview - use to exit from Reports or Letter

© 1989-2015 PineSoft, 2009-2015 FinDonIT 9 Enterprise Version User Manual



4.2 Interacting with PineSoft Buttons in Form Headers

7 Outlook. appointment ;[0 Group email; =1 | Distibution Group email . =1

The PineSoft buttons shown above are displayed, where appropriate, in form headers when
Examining or Editing database records. To select a button option with a mouse simply click on it.
To use the keyboard press the [F6] key to toggle to the header buttons - TAB to the button required
then press [Enter]. When highlighted a description of the option is displayed in the status bar at
the bottom of the screen. To display the description with a mouse hold down the right mouse
button. A description of the available buttons is given below.

(T <

CIAIE -

#||+|8|o|®

l’u?‘g

oy Close Form

= Record Locked (Click to enable Edit Mode).

Edit Mode Enabled (Click to Save Record in Main Form)

=

Edit Mode Enabled (Click to Lock Record in Pop-up Form)

& Filter by Form option. The easiest way to filter records.

| Pop-up Calendar. You may minimise the calendar, if required, and keep it
available at all times during a PineSoft session.

= Export the present set of records to a file in Microsoft Word Mail Merge format.
{Text .txt format used}

53 Export the present set of records to a Microsoft Excel file.

= Copy the current main database record. {After copying a "*" character is
— appended to the copied key code to make it unique, otherwise it can't be saved.}
7 Delete the current main database record & related records. Requires

: confirmation for safety.

g Display pop-up form of additional company contacts for the current company
— record.

A Display pop-up form listing Student Applications for the current record.

oL Display pop-up form to Add New Placement Record(s).

8 Display pop-up form listing Student Placement Details for the current record.

Display student pop-up form, available while browsing the Main Company Form.

‘ i
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& Display pop-up Jobs Form, available when browsing Company records. Use to
—| enter new jobs.

3 Display pop-up Tasks Form, available in Company, Student, Placement and
— | Jobs forms. All include a hyperlink option to link to external files. Use to keep

track of User-defined tasks for company, student or placement records. Monitor
company consultancies, the return of student reports, projects etc.

Outlook, appointment ;[

This option requires that Microsoft Outlook is open and creates appointments, where you may set
reminders and create scheduled meetings etc. You may use this feature which is part of Office
2007/2010/2013 - you don't necessarily need to be using Outlook as your Email Client.

Group email . =1

The Group Email button opens the default Email Client and includes company emails from the

'\{:
currently filtered group of companies - use the PineSoft Filter by Form button ﬂ to easily filter
records. You have the option to automatically record details in the Correspondence Log field.

Distribution Group email : =1

The Distribution Group Email button opens the default Email Client and includes Email addresses

from the Contacts Pop-up ﬂ (distribution flag ON) list - again the currently filtered group of
companies is used as the record set - use the PineSoft Filter by Form button to easily filter records.
You have the option to automatically record details in the Correspondence Log.

NOTE : The Export buttons included in Form Headers are designed to give users as much
flexibility as possible, however, it is unlikely that they will be required in day to day use. If you
want to export data to create Customised Letters or Reports it is best to use the powerful Export
Options included in the Main Menu Export List - see Section 8.2.8 of the User Manual for further
details.

4.3 Navigation, Displaying Records, New Records

When Main Menu Examine/Edit Forms for Company, Student, Jobs etc. are displayed a blank
"Enter New Record" form is displayed. You have typically three options :

o Click on the Find drop-down to select a specific record (see 4.3.1)
o Click on the PineSoft Filter by Form button to select a group of records (see 4.3.2)

e Click on the Enable Edit Mode button and then enter a new record (see 4.3.3)
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4.3.1 Find Drop-down Lists

The Find drop-down lists used to locate specific records, as illustrated below,

Find: | -]

may be used with mouse or keyboard.

With a mouse click on the arrow on the right of the list box to display the drop-down list. Double-
click an entry to select it.

With the keyboard, press [F4] to open the drop-down list then W, A\, [PgDn] etc. to highlight
your choice, then press [Enter] to select it.

Using incremental type-in. Press the first letter of your choice. If more than one item in the list
starts with that letter, you are taken to the first one. Press the second letter of your choice to
narrow the selection, followed by subsequent letters if necessary. This feature is particularly
useful with very large pick lists. Once your chosen item is highlighted press [Enter] to select it.
To back out of incremental type-in one step at a time successively press [BackSpace] to delete
characters.

Note : when selecting records at random using the “Select Lists” used in Report/Mail output
incremental type-in is confined to the first character only {see section 8}.

NOTE :

The Find drop-down list has one limitation. It can’t cope with any Special Characters which
should not be used in any database Code fields. Special characters include apostrophes so Irish
surnames, such as O’Conner can't include O'CONNER in the Student code field. The solution is
to omit the apostrophe in the code and use OCONNER - the actual student name can still be
entered correctly as O’Conner.

4.3.2 Filtering Records

\{:
The “PineSoft Filter by Form” button ﬂ makes it easy to filter required records.

Use a filter when you want to :

o temporarily filter out records that don't apply to your current task - for example, to display
records from one of five different courses.

o find records that meet complex criteria, defined over more than one field.

o display records of students still requiring a current placement.

Example Using the PineSoft Filter by Form Option
'

Click on the PineSoft “Filter by Form” button s in the header of the Company Examine/Edit
form to display the corresponding Filter by Form window shown below. With the shown selections
clicking on the “Apply Filter” button would select MOD companies in England which have employed
students in the past. Use the “Clear Selections” button to clear all current selections. For text fields
entering don would match Donald, Donaldson etc. as a “*” wildcard character is automatically
appended to entered text
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- -
[¥ Filter By Form Ié]
PineSoft Company Records
Code:| Action Status:[ || Archived &
webAccess: [ []
Company : Passport : Past Employer : i«
address Usertitle2 : Current Employer : &
Usertitle3 : Compflag?: [&
| Usertities : Compflag2: [&
Usertitle5 : Compflag3 : &
Usertitie6 : Compflagd : [
Website : | Compflags : [E
Userlook : El Compflagh: [F
Location : [ENGLAND [l Userlook2: ||
Employer : |MOD =] Userlook3 : E Health& Safety : [
Letter : [l Userlookd : |»| Certification date After ﬂ
i Reply : =l Uszerlooks : El Response date After ﬂ
Contact : Correspondence Log |
Job Title @ |
Title : - -
- Company Details for Placement Notice Reports |
el:
Fax : |
Mohile : Company Further Information |
Email : |
Company Interview Details |
Apply Filter Clear Selections Cancel Filter |

| 433 Adding a New Record
If the Add New Record blank form is not displayed, Click on the Add Record button shown above

then click on the Enable Edit Mode button ——| and then enter details for the new record.

NOTES :

(1) New records are automatically sorted into the default database sort order when you close the
database - so the next time you open the database the records will have been sorted.

(2) To ensure the integrity of your data you will not be able to save a record unless any key
fields have unique values and in the case of the Student Database if any of the “required”
fields have not been entered. Press the [Esc] key to abort an operation or use the Undo
button options described below.

4.3.4 Navigation

If more than one record is displayed then you may navigate between records using :

LIRN || displayed at the bottom left of Main Forms and
|Record: 14 < 1of4 b Mk | displayed at the bottom left of Pop-up Forms.

Use the button to refresh the display in Main forms when prompted.
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Summary of Main Menu Groups

The Main Options within the PineSoft application have been divided into three groups as shown
in the screen display in section 3 of this manual. Important tasks are discussed in Sections 5 — 8.

Setup Submenu Options : Section 5

The Setup Submenu options which are used to modify {as required} the default database “look-
up” tables for company & student codes, staff names and user definable prompts. Only values
defined via the setup options may be entered into the corresponding fields of the main database
tables. It is recommended that a single “Placement Manager” is responsible for changing or
adding new course titles.

At the start of a new session you should use the “New Session options” to update student and
company fields, before entering details of new student cohorts. See Section 5 for detalils.

New Session Options : Section 6

At the start of a new session you need to carry out a number of essential tasks before starting to
enter student or placement details for the new session. See the Setup Submenu - New Session
Options.

Examine/Edit Data : Section 7

Use the Examine/Edit Company option to insert new company records or to update or correct
details in existing records. Records are kept in alphabetical order via the company code field and
you should use informative codes such as GECELECWARLEY, not short cryptic ones.

Use the Examine/Edit Student options to insert new student records or to update or correct details
in existing records. Records are kept in alphabetical order via the student code field and you
should use informative codes such as DONALD_LOUISE, not short cryptic ones.

NOTE : You can't use a code such as O’'CONNER due to the apostrophe. The solution is to omit
the apostrophe in the code and use OCONNER - the actual student name can still be entered
correctly as O’Conner.

For the correct operation of Mail & Report options it is essential that you complete the entries for
the surname,fname, mailname, title, year, placement number, session and course fields. You have
to supply entries for these fields or it will not be possible to save the record so it is not possible to
have invalid data.

Use the Examine/Edit Letters option to create an unlimited number of letters Use the Examine/Edit
Memo option to create an unlimited number of memos.

The Jobs option is used to enter or amend details of Job Vacancies

The Placements option is used to browse historical placement records and to Edit or Amend
placement records.

The Applications, Contacts and Tasks & Hyperlinks options give direct access to the relevant
database tables, if required, though you will normally access these tables via the Pop-up forms
in the Main Company or Students database forms. The Pop-up forms automatically display the
relevant details for the selected company or student.

The Health & Safety option lists all relevant Health & Safety requirements for placed students.

Report/Mail Output : Section 8

Use these options to select from over 120 report & mail options which organise and present your
data in a wide range of useful formats. See the appendices for some sample output.

© 1989-2015 PineSoft, 2009-2015 FinDonIT 14 Enterprise Version User Manual



5 : Setup Submenu Options

The Setup Submenu displayed below may be used to modify {as required} the default database
“look-up” tables for company & student codes, staff names, task/job codes, user definable prompts
etc.

Note : The "Web Defaults" option allows Placement Managers to control the Web Module level of
access to specific fields for Users, Students and Visiting Tutors. The Enterprise Web Version is
required to use Web Access - please check the website www.pinesoft.findonit.com for further
information and video demonstrations..

FinDen PineSoft Enterprise Web Setup Options
@!T Currently connected to : Example Connection : Local Server Demo

Company Codes | StudentiStaff Codes | TasklJob Codes | Utilities |
Location HNationality Company Tasks Prompts
Employer Tutor Student Tasks Course Titles

Reply Vis. Tutor Placement Tasks New Session Opts

Company Lookup 1
Company Lookup 2
Company Lookup 3
Company Lookup 4
Company Lockup 5

Student Lookup 1
Student Lookup 2
Student Lookup 3
Student Lookup 4

Job Tasks
Job Lookup 1
Job Lookup 2

‘Archive/Delete Opts

Report Favourites
Web Defaults

ConnectionManager

Student Lookup 5 [i=

There are two main advantages in having user-defined options :

0 You are not constrained by default values and have the flexibility to customise the application
to match your requirements.

a The values, which you define, form “look-up” tables and to ensure the integrity of your data
only values included in these tables may be entered into the main company or student
databases.

The “look-up” tables defined for geographical location, type of employer, reply codes, etc. are
entered in the main databases via drop-down lists which display all defined values.

5.1 Editing Look-up Tables

The following lIllustration of the Visiting Tutor Setup Form shows a typical Setup Edit form.

E Setup : Visiting Tutor Mames x
b || o Yigihing T ukar -
] Dr CH Miler
Dr D Parter
Drr G Sroith
Visiting Tutor : Dr CH Miller Dr B Scalt
Enter | amend details in datasheet view, to the right Dr 5 K Daonald
br & Hart
kr & Holt
View or add entries to the Visiting Tutor look-up br | Fraser
kr 5 Milhe
Prof G Amold
Frof | Doig
*
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Note : all Setup Forms are locked so you need to click on the J icon before editing any entries.

Click the preview button -=*_ to get a hardcopy of the datasheet view of records.

5.2 Editing Prompts - User-definable field labels

Using the Prompts option, as shown below, you may define seventeen company, fourteen
student and eight job field names of your choice to cope with individual preferences. The User-

definable toggle fields are particularly useful when filtering records. Customisable prompt fields in

the company, student and jobs databases also have user definable look-up tables for further
flexibility.

| @

Title1
Title2
Title3
Titled
Title5
Title6

Optionc1

5.3 Editing Course Titles

Optionc2 :
Optionc3 :
Optionc4 :

Optionc5 :

¥ Setup : User Definable Custom Field Prompts

Company Custom Prompts |

: |USEI‘tit|e1

Flag1 : [Compflag

Titlestud1

: |Usertit|e2

Flag2 : |Compﬂag2

Titlestud2

: |uSerm|ea

Flag3 : |Compflag3

Titlestud3

: |Usertit|e4

Flag4 : |Compﬂag4

Titlestud4

: |UsertitI95

Flag5 : [Compflags

Options1

: |Usertit|eG

Flaghb : |Compﬂag6

Options2 :
Options3 :
Options4 :

Options5 :

Student Custom Prompts |

Jobs Custom Prompts

: [Usertitle Flag1 : [Studflag1
g |Usertit|e2 Flag2 : |Studﬂag2
¢ |Usertitle3 Flag3 : [Studfiag3
g |Usertit|e4 Flag4 : |Studﬂag4
. |User|oo|-c1 Flag5 : |Studﬁag§

Enter prompts in lower case {12 characters maximum}

Optionj1

Optionj2

Flag1 :
Flag2 :
Flag3 :
Flag4 :
Flag5 :

Flag6 :

: |Job Sector
: |Job Type

Use the Course Titles option to edit existing course titles or to enter new course codes and titles.

[ Setup : Header/ Course details
To be used by Authorised Placement Manager Only |

el

Course

Course Title :

[Please check with colleagues or PineSoft first)

Code : COMP

Post-graduate Diploma in Information Technology

Enter / amend details in datasheet view, to the right

HINTS : Use easy to recognise course codes such as BABS, MECH, HOSP etc.
(6 characters max}.

Changing any existing Course Code will update all relevant links automatically to
maintain referential integrity. “ou may change Course Titles, or add new courze
codes and titles, if required.

Courze Code - -
COMP Post-graduate Diploma in Information Technology
MATHS B.5c. in Applicable Mathematics

*

Changing “Prompts” or “Course Titles” should be the responsibility of a single Placement
Manager!
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5.4 New Session Options (Roll-over)

Use the New Session Options submenu to “Increase”, “Decrease”, “Delete Interviews”, “Delete
Applications” and “Delete Jobs”. These options are used at the start of a New Placement Session
to update records before entering details of new student cohorts.

¥ Setup Options

W New Session Options (Roll-over)
To be used at the start of a new session to increase the Session and Student Year fields by one for all ACTIVE Student Records
NOTE : Once a student has graduated, change their ACTIVE status to ARCHIVED to automatically exclude them from roll-over changes
See the Setup = Archive Options for further details
- you can also do some housekeeping by deleting old interview, application and jobs etc before starting to enter new cohorts
Tip : If you are not quite ready to "roll-over” but still want to enter new cohorts - use one less for Year and Session values
- this means that when you do roll-over they will slot into the correct values (so 2012, year 1 would move to 2013, year 2 etc.)

NOTE : These options do not affect or change any of the historical placement details in the placement records

Increase increase student Year and Session year by 1 for all Student records (excludes archived)
Decrease decrease Year and Session by 1 for all Students - use to reverse "Increase” (excludes archived)
Delete Interviews delete all historical Interview Details

Delete Applications delete all historical Application Details
Delete Jobs delete all historical Job Details

Delete Current Flag uncheck the "Current Employer” flag for all company records

Set / Clear Required Flag | Set or clear the Placement Required flag for selected student records
Set/ Clear Placed Flag Set or clear the Placed flag for selected student records

Press F1 for Help or contact PineSoft for further assistance

5.5 Archive Options

The Setup > Archive options may be used along with the New Session options to automate the
archiving or deletion of students who have graduated.

@ Setup Opticons x

e Archive / Delete Options

Use these options to update the ACTIVE / ARCHIVED flag or Delete Selected Records

and OM TARGET / COMPLETED / ACTION REQUIRED status fields in selected groups of records
These options significantly speed up the necessary roll-over updates, avoiding record by record input

and are typically used in connection with the New Session Update Options

See the Setup = New Session Options for further details

. Archive / Delete Student Record Options | Set or clear the ACTIVE / ARCHIVED flag for selected student records or delete records

Archive / Delete Placement Record Options | Set or clear the ACTIVE / ARCHIVED flag for selected placement records or delete records

Status Placement Record Options | Set status to ON TARGET / COMPLETED / ACTION REQUIRED for selected placement records

If in doubt contact Pine Soft for further assistance
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5.6 Report Favourites

The Setup > Report Favourites options facilitate the selection of favourite reports.

¥

¥ Data File Location

5.7 Web Defaults

i+ Report List : Define required Favourite Reports
Report Name Report Tab Favourites -
Applications ; Ordered by Student (including izsue logs) Apps & Interviews r
Applications : Student Summary Totals Apps & Interviews ¥
Interview Details : Ordered by Company Apps & Interviews I
Interview Details : Summary (All courses) Apps & Interviews o
Interview Details : Summary (Grouped by Course) Apps & Interviews r
Placement . Summary with Student ID (All courses) Placements ¥
Placement ;. Summary with Student ID (&l courses & address) Placements r

The Web Default forms give Placement Managers full control over the level of access (FULL,
READ-ONLY, NONE) and enabled fields for Student, Visiting Tutor and Company use of the Web
based modules. Web Module logon username and Passwords may be administered.

¥ Enable Required Default Web Access (Requires Enterprise Version) x
| @ . R
iM Set Fields to be Updated via the Web Modules
Student \.fisihngTutorl Company
Personal Details Job Preferences
Personal Email Work Permit Job Search Feature JobFlag1
Mobile Registered Disabled Location JobFlag2
[0 Home Address Special Circumstances Job Sector JobFlag3
[0 Term Address Usertitle1 Job Type JobFlagd
Driving Licence Usertitle2 Accept Unpaid JobFlags
General Skills Usertitle3 Preference Notes JobFlags
T Skills Usertitied
Placement Details Admin Contact
Current Placement Informaticn Email : jifinlaysen@aocl.com Activate
Administer Student Web Access
Student Code Student Name Course Year Web Access e
¥ [ADAMS_GRANT Adams, Grant COMP2011 | 1 |FULL =] =
CLARK_STEWART Clark, Stewart MATH2011 3 [NONE El
DALY _LOUISE Daly, Louise COMP2011 2 [FULL El
DARVIN_JOHN Darwin, John MATH2011 3 |READ-ONLY El
DAVIS_IOE Davis, Joe MATH2O11 | 4 [FULL =l
DAVIS_STEVE Davis, Steve COMP2011 2 |NONE El
DONALD_JAMES Donald, James MATH2011 4 [FULL El
n | m— i
Record: M 1 of32 L g Search

5.8 Connection Manager

See Section 9.4 for details of how to edit logon details for SQL Server and attached database.

The Exit button ﬂ takes you back to the Previous Menu.
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6 List of Start of New Session Tasks

At the start of a new session you need to carry out the following essential tasks before starting to
enter student or placement details for the new session.

1) make a historical backup of your SQL Server data file PinedatSQL. Keep this in a safe
place in case you need to restore the information at some future date.

2) For students who have graduated change the ACTIVE display to ARCHIVED - this will
ensure that their Session and Year values remain unchanged when ACTIVE student
records are rolled forward using the "Increase" option.

You may use the Setup > Archive / Delete options to automate this task.

3) Use the "Setup Increase option" to automatically increase the session by 1 and year by 1,
for all ACTIVE existing students. This updates the entries in the Main Student Database
with a single key press! {Use the "Setup Decrease option" to reverse the effect of "Setup
Increase", if used by mistake.} The placement number field is updated automatically as a
student is placed. You can always check and change if necessary the placement number
for each student. {Using Student Examine/Edit Option}

If a student fails & has to have a year out you may wish to move the record temporarily
out of the way. Do this by changing the ACTIVE display to ARCHIVED. If he/she rejoins
the course reset to ACTIVE - this ensures that the student's data is retained.

4) You will need to clear the detalils relating to Current Applications from ALL company
records :Use the "Setup Delete Interviews option”, "Setup Delete Applications Option" &
“Setup Delete Jobs Option” to delete the interview, current application and job details
from all records - this clears all fields with a single key press so that you are ready to start
with the new session placement details.

5) To contain the size of the student database you may, if required, delete the details of
students who have graduated from the student database - use the Archive / Delete
Options to easily delete blocks of students and their associated applications, placements
and tasks. Take a backup first!

Note : The Referential Integrity rules built into the application to ensure consistent data
will not allow you to delete an individual student with related placement records. To delete
such students you would first need to delete their Placement records first. {If you decide
to do this it would be best to delete complete cohorts, to avoid inconsistent Placement
Reports! — use the Archive / Delete options to automate this}

6) Use the Student Examine/Edit option to enter details of any new student cohorts, making
use of the "copy" button to duplicate common fields such as course, year, placement and
session.

7) Set the placement "required" Yes/No toggle field to Yes (checked) to define which
students require placements during the current session. Clear toggles for students from
previous years not requiring a placement.

8) You may also easily set or clear the Student "Placed" Yes/No toggle field, as required.
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7 : Examine/Edit Data
7.1 Company Examine/Edit {Main Company Database}

7.1.1 Main Company Information

Use the Company Examine/Edit option to browse through existing company records, edit existing
information or enter new details. A typical company is shown in Section 7.1.20.

To maintain referential integrity it is not possible to delete a company record while placement
details remain in the associated placement pop-up. It is unlikely that you will want to delete any
company records - to maintain accurate records it is generally preferable to change the ACTIVE
display to ARCHIVED and indicate in the Further Information region the reasons.

Each company record must be given a unique code, which is used to order the records
alphabetically. Use informative codes such as GECELECWARLEY, not short cryptic ones and
avoid the use of spaces, apostrophes or other special characters. When using the Mail option for
standard letters & address labels, letters use Dear {title field} so Dear Bob would be printed
when the title field is Bob. The name & address printed on standard letters lists contactl, status
and address - the line-squeeze facility ensures that no gaps are left if the status field or any
address fields happen to be blank.

The fields for location, employer, letter, reply and the five user definable option fields all have
associated “look-up” tables which can be displayed by pressing the [F4] key.

The toggle Yes/No fields for “past employer”, “current employer”, “Health&Safety” and the six
User-definable toggles facilitate the easy filtering of records via the PineSoft Filter Button or
Selection Criteria in Report options.

Note : the letter code field is updated automatically when you use the Mail output options to print
a letter, so will give you a record of the last letter sent to the company.

7.1.2 User Definable Fields

The eleven field names initially labelled userlook1,... 5 and usertitlel - usertitle6 and the six toggle
fields compflagl, . . . .. compflag6 as shown in Section 7.1.20 of the manual may be customised
to suit your own particular requirements using the Setup submenu options {see section 5}.

7.1.3 Company Details for Placement Notice Reports {Memo Field}

The Company Details region is intended for specific factual information about the company - this
information along with the company’s address is included in the Possible Placement Report, to
inform students about a possible placement.

7.1.4 Company Further Information {Memo Field}

Use this Memo field region to maintain any required details about correspondence etc. with the
company.

7.1.5 Company Correspondence Log {Memo Field}

When you send a group of letters or emails you have the option of recording the details in the
Correspondence Log region to give you a historical record.

7.1.6 Interview Details

The interview details are used in the Company - Interview report which also lists details of student
interviews from the Current Applications pop-up - see below.

7.1.7 Pop-up Forms

A major feature of the application is the ability to pop-up additional information relating to the
current company record via the PineSoft Buttons displayed in the Form Header. See Section 4.4
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for an overview. Click on the required button to display a pop-up. You may display more than one
pop-up at a time, move them, resize them and switch easily between them by clicking with your
mouse. See Section 7.1.21 for illustrations.

When entering or editing pop-up records the record marker changes to the edit pencil icon - make
sure that you save the new pop-up record, by closing the pop-up, or pressing [F9], or moving to
another pop-up record before moving to another Main Record.

ﬂ 7.1.8 Company Contacts {Pop-up Form}

In addition to the main company contact you may use this pop-up form, illustrated in Section
7.1.20, to maintain details of as many other contacts as you require.

ﬂ 7.1.9 Current Application Details {Pop-up Form}

Use this pop-up form, illustrated in Section 7.1.21, to maintain details of student applications. The
pop-up in the company record is the most convenient way of entering these details as you will
normally be nominating a number of students at the same time for a specific company. {Note these
details should be cleared at the start of each Placement Session - see Section 6.1}. With the
cursor in the student code field press the keyboard [F4] or click with your mouse to display the
"look-up” table - select the required student and automatically insert the student's name, course,
year and placement number {no chance of error - no typing!}. Only students’ whose “required”
flags are enabled in student records are displayed. Click on the Job Ref drop-down to select the
required job (only jobs where the number of vacancies is greater than zero are listed.)

Enter application and interview dates if known using the dd/MM/yyyy format {as defined via
International/Regional settings in Windows} - invalid dates will not be accepted. Alternatively use
the Pop-up calendar which automatically uses 4 digit years from 2000. The “offer” and “accept”
Yes/No toggles make it easy to see the offers made and those accepted. The “placed” field is a
read-only flag from the student’s record, to inform you of the current status. The “info” field may
be used for job references, or other, details if required. You may enter as many students as you
like as the window automatically scrolls to accommodate any number of students. The three new
toggle fields “I”, “R” & “S” introduced in version 3.0 may be used to monitor items (application
forms etc.) “issued” to students, “returned” to the Placement Office and “sent” to the company.
Just leave these toggle fields blank if you do not wish to monitor these details.

ﬂ 7.1.10 Add New Placement Details {Pop-up Form}

Use this pop-up to add new placement records, where you may look-up the details of the placed
student and job vacancy automatically via drop-down lists.

E 7.1.11 Placement Details {Pop-up Form}

The placement pop-up, illustrated in Section 7.1.21, displays details of past and present students
as well as visiting tutor, supervisor's names etc. Note : the Summary text region should contain
information about the actual placement - project details etc. The Job Details memo text region is
designed for other information, such as how to get there, who the visiting tutor should contact,
reminders etc. This Job Details text is only printed in the One Per Page Full Placement Reports
designed to give comprehensive details to Visiting Tutors.

=
Note : click on the Tasks Button J if you want to maintain a record of visits etc.

Any displayed details may be updated at any time.
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j 7.1.12 Student Records {Pop-up Form}

Use this pop-up to view student records while browsing the company form

ﬁ 7.1.13 Company Jobs {Pop-up Form}

Use this pop-up to enter new jobs and to maintain details of any existing jobs at the company.

é 7.1.14 Company Tasks {Pop-up Form}

Use this pop-up to maintain details of any company tasks, consultancies etc.

ﬂ 7.1.15 Copying a Company Record

Use the Copy button to copy a complete company record. You will need to modify the company
code in the copied record so as to make it unique, otherwise it can’'t be saved. Use [Esc] or the
Undo buttons to abort.

ﬂ 7.1.16 Deleting a Company Record

Use the Delete button to delete a complete company record. It is hormally best to keep most
records for accurate historical records. For safety you are always given the option of cancelling a
record delete operation. The PineSoft database structure will not allow you to delete a company
record if there have been any student placements at the company, as deleting such companies
would lead to inaccurate placement reports!

M 7.1.17 Exporting Data to a Word Mail Merge File

It is not likely that many users will need this feature which will export the current data set to a file
in Microsoft Word Mail Merge Format. (Text .txt file format is used). You may filter the records to
form any subset of records {See Section 4.3.2} before exporting the data set to give total flexibility.

Exported data may then be accessed directly from Word using the User Friendly options available
- see your Microsoft Word documentation for details.

M 7.1.18 Exporting Data to a Microsoft Excel File

It is not likely that many users will need this feature which will export the current data set to a file
in Microsoft Excel Format. You may filter the records to form any subset of records {See Section
4.3.2} before exporting the data set to give total flexibility.

Exported data may then be accessed directly from Excel - see your Microsoft Excel
documentation for details.

- - ‘ 7.1.19 Status and Archiving
Change the NO ISSUES display to ACTION REQUIRED to flag any records for action - use the

pop-up Status Memo J to record any specific details. The ACTIVE display may be changed to
ARCHIVED to give further flexibility when filtering records.
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7.1.20 lllustration of a Typical Company Record

¥i Company Records

E’“l é | L) | | m | ﬂ? | [f? | = @ ﬂﬁ | ﬁl qp | a | ] | Lﬁl ij | 4 Appointment : ﬂ Group email : ﬂ Distribution Group email :
4 2 3 3 (6) .
Find : I :
Code : [GECELECWARLEY
Address : |GEC Electromotors Ltd Usertitleq : Past Employer: [
Cakemore Road Usertitle2 : ‘Current Employer : [
Warley Usertitle3 : Compflagt: [
West Midlands Usertitled : Compflag2: [~
B65 0QT Usertitie5 : Compflag3: [~
Usertitle6 : Compflagd : [
Website : [www.gec.com Compflag5 : [™
Userlook1 : =l Compflagé : [V
Location : |ENGLAND L | Userlook2 : =

Employer : |PRIVATE - COMM. L= | Userlook3: |MATHEMATICS lw| Health& Safety : [
Letter: [THANK1:9NOV10 [+]  Userlookd: [STATISTICS [<] Certification date : [16/042010 3]
Reply : |POSSIBLE PLACEMENT L | Userlookb: |[COMPUTING L Response date : [25/10/2010 E

x x
Contact Details | Further Information | Interview Details

Correspondence Log (324 characters)
Contact : |Mr R J Smith SJun12 : Email ALL Records
Job Title : |Head of Training SJun12 : Distribution Email ALL Records

_ Bob INow11 : Letter : THANKA:SNOWV10 ALL

Title z |Bo 3IMov11 : Company Letter : ARICHTEXT ALL
Tel: |0142 23865 3Mow11 : Supervisor Placement Email ALL
Fax: |0142 23870 3Now11 : Student Placement Email ALL
i INow11 : Email Export ENGLAND Only

Mobile : _ IMowv1 : Email Export ALL
Email - |robert. smithi@gec. co.uk INow11 : Student Placement Email AL

7 | P IRecnrd1 of1 » M| e
bes Company Records = x
Eﬁ'l I3} | Lp) | | H | (i | 65 | o | & ﬁﬁl ﬁ'l op | B | @ | Lgl F| | 4 Appointment ;[ | Group email : =1 | Distribution Group email :
4 2 3 3(6) .
Find : I :
Code : IGECELECW}\RLEY
” -
-  —— ¥
E Company Contads_ a I~
[#®| 5| contact Telephone Email Distribution List Job Title Comment pflagt : [~
b 0142 23865 Ext 224 |andrew field@gec.co.uk o Alison Welsh's supervisor 2010 prlag2: [~
Dr Brian Farley 0142 23865 Ext 231 |brian. farlev@uoec. co.uk V |Head of Electrenics pflagd: [~
Dr Mike Drysdale 0142 23855 Ext 227 |mike.drvsdale@gec.co.uk v |Marketing Manager Supervisor 2009-2011 pflagd : [~
| Mr R J Smith 0142 23870 robert smith @oec.co.uk v (Head of Training pflags: [
*] | [ lmpfiags : ¥

|«

Contact : |Mr R J Smith 5Jun12 : Email ALL Records
Job Title : [Head of Training 5Jun12 : Distribution Email ALL Records

3 Bob 3Mow11 : Letter : THANK1:9NOW10 ALL

Title : |Bo 3Mov11 : Company Letter : ARICHTEXT ALL
Tel: [0142 23865 3Mov11 : Supervisor Placement Email ALL
Fax : |0142 23870 3Now11 : Student Placement Email ALL
i 3Mow11 : Email Export ENGLAND Only
SEEER i 3Nowl1 : Email Export ALL
Email : |robert.smith@oec. co.uk 3Nowv11 : Student Placement Email AL

H | 4 IRecnn:HnH

M|
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7.1.21 lllustration of a Typical Company Record with Pop-up's

|* Ccmpraﬁ,ﬁccrd:
|4]-h‘ i [’: Student Placement Details L P J
Code |#|  student: Smart, Susan Flag : ¥
Addres= Session: 2010 Course : MATH2011 Year: 2 Placement : 1 H&S5 Authority : v Past Employer : [7
Job Ref : GEC/M0/3 Current Employer : [
Job Title : Marketing Analyst Compflagt: [~
Compflag2 :
start: (19032010 |# Finish: 2r0s2010 |5 Ssalary: [£15,200.00 Prorata: [1 | Co'" ::
ompflagd : ¥
Duration : 26 weeks S days Target Duration : |:| FULL TIME Com .
Supervisor details Student details Compflags: [~
Website .
Name : [Dr Mike Drysdale Address : [102 London Road Compflag6 : ¥
_ Job Title : [Marketing Manager Warley
Location Title : [Dr Drysdale West Midiands Healtha Safoty -
Employer : [0142 23885 Ext 227 565 KA o ety : [v
Letter : |mike.drvsdale@oec. co.uk Certification date : | 16/04/2010 ﬂ
Rephy Response date : [25/10/2010 3]
Visiting Tutor
Tel: |0142 23865 Ext 243
Conts |I:>rSKI:>E”-'a":I lz‘ Email : |susan.smartf@gec.co.uk
Summary : |Excellent placement in Marketing Section, involving some statistical analysis using GENSTAT. Student ]
.
Col f’:, Placement Tasks and Hyperlinks — - - - - lﬂ
Job
I.J]"h Q Task ¥/N  Date Online Details Hyperlink
X i [« ] enmzo10 # Ja
STUDENT REPORT EEHEEEDE: HE
PLACEMENT VISIT | | v | 1a042010 HT [Mike 10am
e * =T #r
E
Record: M 10of3 P oM B | “ Filtered | Search
=
L} 5
Record: W 1of3 L | “ Filtered | Search
\

f'..‘- Company Records =
LIP 55 \ﬂ :ﬁ ll:‘ E;' ‘ = @ ﬁj.'ﬁ ‘ 2?‘ eﬂ" s ‘ ] ‘ Qa 21 4 Appoirtment ;[ | Group email: =1 | Distribution Group email : =3
©) Fina | Tacve
Code : |GECELEC‘;’I.I’ARLEY
-
E Company Tasks and Hyperlinks — &J
e o~ ——
|4]3 Q Task ¥iN Date Online Details Hyperlink
_} L | | 071052011 $H~ [Map of Loughborough hittp: A, findonitenterprize. comyd phpP T
UPDATED STUART l=| | 131122010 3~ |Contact Bob re placements
CONSULTANCY [« # | 09032008 3 |Access 2007
HYPERLINK | = | [V | 0B/0Z/2006 ﬁr Hyperlink : Company Information
IE3 Eiis #r
|
L] "
Record: W 1of4d L3 T “F Filtered | Search 4 | 1l
: | ETN

= = =
Contact Details |Further|nformat|'on | Interview Detail5|
p P L FEEPIS n
a [_’: Current Student Applications L=
Jg I.i.l'a 21 Student Course Year PI | R S App Int Time Off Ac PI Job Ref Comment
» [~ [Daly, Louise COMF2011 [ 2 |2 [T T T |i6nzz2010 3 | T ™ |=|GECHIS
~ |Davis, Steve compPzoit | 2 |2 ([T T |1812z010 ﬁ 28022011 ﬂ 10:00 e - |[GECH1/2
* |- EERE i i EEE |-
Record: 14 1 of 2 [ YIS | “ Filtered | Search |€ [ I | 3
\ .
T 4 Record 1 of 1 » M e
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7.2 Student Examine/Edit {Main Student Database}

7.2.1 Main Student Information

The first page of a student’s record contains basic student details. Each student record must be
given a unique student code. Use the format SURNAME_FORENAME and the application will
automatically insert entries in the surname,fname, mailname and title fields - quite a time saver!
If you omit the under-score character “_” the automatic insertion will not take place. Use unique
codes, such as SMITH_JOHN1, SMITH_JOHN?2 etc if you have duplicate student names — avoid

the use of spaces, apostrophes or special characters.

For the correct operation of mail and report options it is essential that you complete entries
for surname,fname, mailname, title, year, placement number, session and course fields. As
these are “required fields” you have to provide entries before you can save the record.
These details should be entered carefully as this information is frequently used in other parts of
the database and entered later via “look-up” tables. {For the Academic Year October 2013/2014
enter the session field as 2014}.

The fields for mail name, title, home & term address are used in the Mail option {see section 7.4}

for standard letters and address labels. You may use the copy button, w , to copy term address
to home address fields if they are the same. The course, tutor, nationality and letter fields all have
associated “look-up” tables which may be displayed by pressing the [F4] key.

The User definable optionsl, .... 5 with initial prompts userlookl ... userlook5 fields also have
associated “look-up” tables and give extra flexibility when selecting subgroups of records. For
example, use options1 to define subject or course options such as MATH + PHYS, MATH + COMP
etc.

Enter dates using the Pop-up calendar or format dd/MM/yyyy {as defined via
International/Regional settings in Windows} - only valid dates will be accepted. The reference
number field may be omitted if required - it will not affect the operation of the application. The
placement “required” flag should be set for all students currently looking for a placement - only
such students will show up in Application look-up’s and Student Placement Look-up’s. Once a
student is placed using the “Add New Placement” pop-up the “required” flag is automatically
switched off and the “placed” flag enabled. These Yes/No flags make it easy to select those
students requiring a placement in the current session and those placed or still requiring a
placement. The Health & Safety Yes/No toggles are used to record whether the student has been
briefed and received an information pack, to comply with the Health & Safety requirements.

7.2.2 Student Photographs

Using the “Student Examine/Edit” option photographs may be inserted into the database and are
always displayed.

Photographs are stored in a folder (recommended file format .jpg using the student name as the
file name e.g. SMITH_JIM.jpg etc.). As these files are stored outside the database they do not
contribute to data bloat! Double click the photograph to view or add photographs.

The best way to handle student photographs is to crop and resize them using a Paint/Image
Editing package such as Microsoft Photo Editor or Paint. A little experimentation is required to
obtain the best results with a small file size. The demonstration database uses digital photographs
re-sized to 150 x 200 pixels (standard 4:3 photograph size) and are about 10KB. See on-line help
for the latest advice.

7.2.3 User Definable Fields

The nine field names initially labelled userlookl - userlook5 and usertitlel - usertitle4 and the five
User-definable toggle fields studflagl - studflag5 as shown in Section 7.2.20 of the manual may
be customised to suit your own particular requirements using the Setup submenu options {see
section 5}.
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7.2.4 Student Personal Details Tab
This Tab contains student personal details.

7.2.5 Student Preferences Tab
This Tab contains details of the student job preferences

7.2.6 Student Further Information Tab {Memo Field}

Use this Memo field region to maintain any required details about correspondence etc. with the
student.

7.2.7 Student Reference Tab {Memo Field}

Enter a student reference in this auto scrolling memo field. Via the report options {see section 8}
you may print references with or without a photograph of the student. Use headed paper when
printing a reference which will incorporate the text “To whom it may concern”  and the student’s
name, before the text of the reference.

7.2.8 Student Skills Tab {Memo Field}

Maintain details of student General and IT specific skills

7.2.9 Student Special Circumstances Tab {Memo Field}
Use to record any specific Special Circumstances

7.2.10 Student Correspondence Log Tab {Memo Field}

When you send a group of letters or emails you have the option of recording the details in the
Correspondence Log region to give you a historical record.

7.2.11 Pop-up Forms

A major feature of the application is the ability to pop-up additional information relating to the
current student record via the PineSoft Buttons displayed in the Form Header. See Section 4.4 for
an overview. Click on the required button to display a pop-up. You may display more than one
pop-up at a time, move them, resize them and switch easily between them by clicking with your
mouse. See Section 7.2.21 for illustrations.

ﬂ 7.2.12 Current Application Details {Pop-up Form}

Use this pop-up form, illustrated in Section 7.2.21, to maintain details of student applications. The
pop-up in the company record is the most convenient way of entering these details as you will
normally be nominating a number of students at the same time for a job at a specific company.
{Note : These details should be cleared at the start of each Session - see Section 6.1}.

As you can see the application automatically displays the details of each job the student has
applied for by linking and looking up information in the applications, jobs and company database.
You may enter or update application and interview dates using the dd/MM/yyyy format .
Alternatively use the Pop-up calendar which automatically uses 4 digit years from 2000.

E 7.2.13 Placement Details {Pop-up Form}

The placement pop-up, illustrated in Section 7.2.21, displays details of past and present students
as well as visiting tutor, supervisor’'s names etc. Note : the Summary text region should contain
information about the actual placement - project details etc. The Job Details memo text region is
designed for other information, such as how to get there, who the visiting tutor should contact,
reminders etc. This Job Details text is only printed in the One Per Page Full Placement Reports
designed to give comprehensive details to Visiting Tutors.
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Note : click on the Tasks Button J if you want to maintain a record of visits etc.

Any displayed details may be updated at any time.

é 7.2.14 Student Tasks {Pop-up Form}

Use this pop-up to maintain details of any student tasks, reports, projects etc.

ﬂ 7.2.15 Copying a Student Record

Use the Copy button to copy a complete student record. You will need to modify the student code
in the copied record so as to make it unique, otherwise it can’t be saved. Use [Esc] or the Undo
buttons to abort.

E 7.2.16 Deleting a Student Record

Use the Delete button to delete a complete student record. For safety you are always given the
option of cancelling a record delete operation. The PineSoft database structure will not allow you
to delete a student record if there have been any student placements at the company, as deleting
such records would lead to inaccurate placement reports!

M 7.2.17 Exporting Data to a Word Mail Merge File

It is not likely that many users will need this feature which will export the current data set to a file
in Microsoft Word Mail Merge Format. (Text .txt file format is used). You may filter the records to
form any subset of records {See Section 4.3.2} before exporting the data set to give total flexibility.
You may filter the records to form any subset of records {See Section 4.3.8} before exporting the
data set to give total flexibility. Exported data may then be accessed directly from Word using the
User Friendly options available - see your Microsoft Word documentation for details.

M 7.2.18 Exporting Data to a Microsoft Excel File

It is not likely that many users will need this feature which will export the current data set to a file
in Microsoft Excel Format. You may filter the records to form any subset of records {See Section
4.3.2} before exporting the data set to give total flexibility. Exported data may then be accessed
directly from Excel - see your Microsoft Excel documentation for details.

OSSN - | o | STl - ‘ 7.2.19 Status and Archiving
Change the NO ISSUES display to ACTION REQUIRED to flag any records for action - use the
pop-up Status Memo J to record any specific details. The ACTIVE display should be changed

to ARCHIVED when students have graduated - this excludes them from the New Session Roll-
over "Increase" option and gives further flexibility when filtering records.
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7.2.20 lllustration of a Typical Student Record

¥ Student Records

mﬁ @& | | ﬁl @ | [’;' | = @ ﬁ'l B | 21 |1 Outloak appointment:ﬂ University Group email : ﬂ Perzonal Group email :
3 Fina | ]
Student Code : |DALY_LOUISE Student ID [ Ref: 20094231 Web Access : IFU LL :
Surname, fname : |Daly, Louise Study Mode : [FULL TIME | = Placement Required : [
Mail Hame : || guise Daly Tutor: |Dr S K Donald |;| Student Placed : |7
Mail title Dear : |_guize Mationality : [BRTISH [+] Health & Safety Briefed: v
Year: [5 =] Letter: [STUDENT1:2DECT0 [ Health & Safety Pack: ¥
Placement No. : [z | Uzerlook1 : |TESTSTUDA |;| Studflagt: [~
Session : 2011 = Userlook?: [TESTSTUDZ [l Studflag2: [
Course : [COMPZ011 ] Userlook3: [ANY LOCATION = Studflags: |
Enrolment Year : |2009 [=] Userlook4 : [FRENCH [ Studflags: [~
Graduation Year : [l Userlook5: |PASSPORT [+l Studflags: [~
= = = = =
Personal Details | preferences | Further Information | Reference | Skills | Special Circumstances | Web Activity Log | Correspondence Log
Addresses
Special Circumstances : r Registered Disabled : r Term : |14 South Road
Driving Licence : I’ Work Permit Required : r Dundee
University email : |20054231@abertav.ac.uk ﬂ D41 1HH
Personal email : |Ldalvi@btinternet. com
Mobile : |07708653456
Gender: [FEMALE L= | Tel: |0453 766542
Marital Status : |MARRED L |
Date of Birth: [08/11/1932 ﬂ Home : |14 South Road
Project sup: |Or John Smith Dundee
Usertitle2 : il D41 THH
Usertitle3 :
Usertitled :
UCAS Points : Tel: |0453 766542

" | 4 IRecurd1 of 1

Pa
>|>||He|

¥ Student Records

= x

m@l =] | L] | | ml @ | [F_;‘ | -J"l & ﬁl a | & |1 Outlook appointment:ﬂ University Group email : ﬂ Personal Group email : J
3 Find: | B

Student Code : |DALY_LOUISE Student ID ! Ref: 20094231 Web Access : |FULL =
Surname, fname : [Daly, Louise Study Mode : [FULL TME || Placement Required: [V
Mail Name : || guise Daly Tutor: |Dr S K Donald |I| Student Placed: [
Mail title Dear: [ ouise Nationality : [BRTISH l=] Health & safety Briefed: v
Year: |5 = Letter: [STUDENT1:2DECTD [=] Health & Safety Pack: ¥
Placement No.: [z | Uzerlookd : |TESTSTUD1 |;| Studflag1: [
Session: |2011 L | Userlook2: |TESTSTUDZ |;| Studflag2 : r
Course: [COMP2011 = Userlook3: [ANY LOCATION || Studflaga: |
Enrolment Year: [2005 =] Userlookd : |FRENCH [l Studflagd: [
Graduation Year : [l Userlook5: |PASSPORT [=l Studflags: [~

Personal Details | Preferences | Further Information | Reference | Skills | Special Circumstances | Web Activity Log | Correspondence Log

Location Preferences

Job Sector Preferences

Consider unpaid : [~ First choice : |[ENGLAND | | First choice : | Computing and Information Technolgy L |
Second choice : | | choice : |Local Government | w |
Third choice : |FIFE | | Third choice : ||
Job Preferences Job Shortlist Preferences Job Type Preferences

JobFlag1 : |_ First choice : |GEC/M11M1 | | First choice : |Programmer [ |
JobFlag2 @ |_ choice : [ADC/M1/2 | | choice : |Database Developer [ |

JobFlag3: [ Third choice : Third choice : |Information Technology Support
JobFlagd: [~ Fourth choice : = Fourth choice : =
JobFlagh : |- Fifth choice : | | Fifth choice : [ |
JobFlagh6 @ |- Sixth choice : | | Sixth choice : [ |

Preference Notes : |Use this memo regicn to enter any additional information relating to a student's preferences. Double-click thiz field if you want to display the memo in
the Zoom pop-up box.
M | Pl IRecurd1nf1 » M| op
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7.2.21 lllustration of a Typical Student Record with Pop-up's

¥ Student Records

E Student Placement Details

IR EEEE

| &

)

3]

cowneres (-] [N |

Student : Daly, Louise Flag: ¥
Siriel : |DALY_LOUISE Session: 2010 Course : COMP2011 Year: 1 Placement: 1 H&S Authority : I~
Surname, fname : |Daly, Louise Job Ref: PDC/0/2
Mail Name : | guise Daly
Mail title Dear : 2
Year: (3 [P~ Placement Tasks and Hyperlmk: - n q"‘ 4 u e u
Plaoerr:ent "B Lﬂ“l ._'i‘ﬁl Task YN Date Online  Details Hyperlink
) [TUTOR REPORT (=T [o1zzo10 H#T [
Course: » [COMPANY REPORT [ | [ 10082010 [#HT [Hypering C-\PinesoftDemo Y12 B\tachm
Enrolment Year : PLACEMENT VIST [« | ¥ | 15032010 [#]W ftest2 [
Graduation Year : * =T @ T [
Personal Details |§ pacora: W« « 20f3 | » W+ | 7 Filtered | 5earch

Or S K Donald Email : [louize. da erthde.co.uk
Company : Perth & Kinross District Council, Council Chambers
3 High Street, Perth PH1 5JU
Contact : Mr Colin Fiddler Tel: 0192 532176
Summary : |Attached to the Computer Centre. Transfer of in-house database to Microsoft Access.
Job Details : |Use thizs memo region to maintain comprehensive job details, initially this text is automatically entered
from the correspending job record, but thereafter is uniguety maintained for each placement record.
Notes : |Please contact Colin Fiddler to arrange the first visit and to confirm that James Nicoll is to be Louise's
=upervisor.
M | P] IRecnrd 1of1 » M Total T v (AP ts): & weeks 5 days
Record: M 1ofl H | “ Filtered | Search
— S - A—
¥ Student Records
LI-F' | E g | ‘ | ﬁ | fl_‘ | [_‘ | | Outlook appointrment : | University Group email : | Perzonal Group email : |
— B “
Student Code : |DALY_LOUISE Student ID | Ref : |20094231 Web Access : IFULL :
¢ i b — - - - | Eg B
E Current Student Applications L o
Liﬁ'l ._?)l Company Il RS App Int Time Off AcPI Job Ref Comment
Angus District Council, District Buildings 241272010 ﬁ 2802201 v |ADC/102
(GEC Electrometors Ltd, Cakemore Road 161272010 ﬁ v (GECM1/3
) |Building Research Establishment, Fire: Research Station 25112010 ﬁ 24032011 v [FRSM 142
s R
f[_'.;, Calendar ﬂ
Record: 4 43073 M [ 7 Filtered | Search |4 warcn | 2011 | Goto Today | » {‘|
\
Su Mo Tu We Th Fr Sa vear 4| ¥ s
Special Circumstances : r 1 2 3 4 =5 Month q >I
Driving Licence : V' 6 7 & 9 10 11 12
University email : 20094231@al}| 13 14 15 16 17 18 1% oK
Personal email : |Ldalv@btinterd| 20021 22 23|24 25 25 =
Mobile : (07703663455 & eI Cancel |
Gender: [FEMALE L = Tel: |D453 786542
Marital Status : [MARRIED -
Date of Birth: |08/11/1992 ﬂ Home : |14 South Road
Project sup : |Or John Smith Dundee
Usertitie2: & | D41 1HH
Usertitle3 :
Usertitled :
UCAS Points : Tel: 0453 765542
"l q IRecnrd1nf1 >| Nl’*l |
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7.3 Jobs Examine/Edit

The Main Menu Jobs option gives direct access to all jobs, however, new job details must be

entered via the “Jobs” Pop-up in Company forms.

e You must define a unigque Job reference (such as ADC/12/1). The Company code,

location, Date Posted and other default values are inserted automatically.

e If required you may modify the default Job Title of “Student Placement” and the default

“‘Number of Vacancies” which is initially entered as 1.

Note :

As students are placed at specific jobs the “Number of Vacancies” field is

automatically reduced by one. Once equal to zero, the job will not appear in lists of available
jobs in Student Application forms or Add New Placement forms. You may also “remove” a
job from application and placement drop-downs by setting the Jobs ACTIVE flag to

CLOSED.

o Complete entries in the “Application Requirements” group, if required.

o The eight “Job Classification Criteria” prompts are User-definable and may be used to

select jobs matching student requirements.

e The “Job Summary” field is 255 characters long and the “Job Details” region is a Memo

field (14 A4 pages) so extensive details may be entered or pasted there.

You may display NO ISSUES / ACTION REQUIRED and ACTIVE / CLOSED to facilitate filtering.

Use the pop-up Status Memo J to record any specific details.

JOBS

2]

]

x

o | 1

41*“_1‘ |V§|§}’§&FR 6

Company Code : ANGUSDISTRICTCOUNC
Job Reference : ADC/H2/2
Humber of Vacancies : |2 ;

Find = :

Location : TAYSIDE

NO ISSUES EJ!_L.| ACTIVE II—_

Show online :

v

Job Title : [T Development Officer

Date Posted : |24/04/2012 ﬂ Unpaid Job: [~

Prorata: |1 ;

FULL TIME

Pending: [ Web Page Views:

Application uirements

Online CV App Form Letter Closing Date Start Date

Finish Date

Salary Target Duration

W v r v

[210er2012 | [osn1zo1z 2| 1412013 3| fe1s,000.00

12 month

Application urllemail : |d.mcdunald@angusdc.cu.uk

Job Classification Criteria

Job Sector : |Local Government [ Job Type : |Information Technology Support [l
JobFlag1 JobFlag2 JobFlag3 JobFlagd JobFlaghs JobFlag6
¥ r r ¥ r r
Job Summary
| T. Department. Work in network environment
Job Details

use ORACLE and MS ACCESS databases.

12 month placement oppertunity in LT. Department. Work in network envirenment, possible database and/or internet development. They

Notes memo
7 P Record 1 of 1 » M
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7.4 Placements Examine/Edit

The Main Menu Placements option gives direct access to all records in the placements database
and is best used to browse through existing placements. To prevent users inadvertently
changing correctly entered link data, all link fields are locked.

, : .
New placement details are entered via the Add Placement Pop-up J in Company forms.

e Use the Student Code drop-down list to select the required student; the student’'s name,
course, session, year and placement number are entered automatically by looking up the
information in the relevant student record (only students whose “required” flag is
enabled are displayed - it is clearly of crucial importance that student details in the
Main student database are correct - use the Main Menu Student Examine/Edit option
to check or correct the information, if required.)

e Use the Job Reference drop-down list to select the required job - the job & company details
are entered automatically by looking up the information in the relevant company record.
The number of vacancies, for the selected job is automatically reduced by one.

Use the Visiting Tutor drop-down list to enter details of the visiting tutor, if known. {To add
additional names to the visiting tutor list use the Setup Options described in Section 5}. Enter any
other known details such as telephone numbers, emails etc. These details may always be added

or corrected later via the Main Menu or Pop-up E Placement forms.

The flag field is automatically set to Yes and you may display ONTARGET / ACTION REQUIRED
/ COMPLETED / FAILED TO COMPLETE and ACTIVE / ARCHIVED to facilitate filtering of

required groups of placement records. Use the pop-up Status Memo ﬂ to record any specific
details

¥ Current Student Placement Details = x
IF ) \"'-F_?I | _:E UT l':‘ J-Q =) ‘ 7 Supervisor Group email ;. =1 | Student Group email ;=1
Student code : [CLARK_STEWART = Fina:] =] COMPLETED o] o e |,—
Studname : |Clark, Stewart |
Session : [2011 [~]
Job Reference : |BRE/ | Course : [MATHS - Flag : v
Job Title : [Project Student Azsistant Year:|2 - H&5 Authority : [
Compcode : [BUILDRESWATFORD [+] Placement : H
Company : Building Research Establishment, Station Reoad
Watford,
Contact: MrJoe Davis Tel: 0123 443 9856
Start: |08/02/2011 ﬂ Finigh : |08/04/2011 ﬂ Salary : 15000 Prorata: |1 ;
Duration : 8 weeks 2 days TargetDuration:[ | FULL TIME
Supervisor details Student details
Name : [Dr Gary McPherson Address : |3 River view
Job Title : [Training Manager Fleetwood
Title : (Dr McPherson Watford
Tel: (0123 443 9862 WTS 3GH
Email : (g.mcphersoni@bre.co.uk
Visiting Tutor Tel : [0123 443 9975
|Dr S K Donald |EI Email : clark stewart@bre. co.uk
Summary : |B5| Testing Placement Student this text is limited to one field which eguates to less than three lines of information. BS|
Testing Placement Student this text is limited to one field which eguates to less than three lines of information.
Job Details = (Use thiz memo region to maintain comprehensive job details, initially this text is automatically entered from the
corresponding job record, but thereafter is uniguely maintained for each placement record.
Notes : (Visiting Tutor ; Dr Stuart K Donald, Tel ; 01382 308838, Email : s.donald@abc.ac.uk
4 d Record 1 of 1 » »
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NOTES :
(1) The Summary text region is designed for specific information about the nature of the placement
- these details are printed in all “placement” reports. (255 char max)

(2) The Job Details memo region is designed for full job details (64000 char max), while the Notes
memo is for other information, such as how to get there, who the visiting tutor should contact,
reminders etc. The Job Details & Notes text is only printed in the One Per Page Full Placement
Reports designed to give comprehensive details to Visiting Tutors.

=
(3) Click on the Tasks Button J if you want to maintain a record of actual visits, return of reports
etc. - see in Section 7.1.21 for an illustration of the Tasks pop-up when opened.

(4) Use the Examine/Edit Current Placement Options, if required, to browse existing records - sort
on Student Code to identify any duplicate records which are easy to delete.

7.5 Letters Examine/Edit

You may create an unlimited number of letters and these letters may be Mail Merged to incorporate
details of company contacts, supervisors, students etc. See section 8.2 of the Report/Mail Output
options for full details. Arial 10 point is recommended for the letter text.

A typical letter is shown in Section 7.6.1. Each letter is given a unique letter code of your choice.
Use codes that you will easily recognise, for easy selection during Mail Merge output. For
example, MAILSHOT1:1JUNE12, GECELEC:5JAN12 etc.

To give as much flexibility as possible there are three fields Refl, Ref2 and Date which print above
the address and three fields headerl, 2, 3 which print on the right hand side of the page below the
address. The main letter text region is a Rich-text Memo field — mark a section of text and hover
to display the font and formatting options toolbar, shown below.

Arial + Lo =

M M4 IS IE

wne
111

B(Z|U A-% -

Via the Printer Setup options you will be able to adjust the margin settings for printed letters so
you should have enough flexibility to position any required references or date to suit your particular
headed paper. It may be that you decide to use only one or two of the six fields. For example, use
header3 for the date if you prefer to see it on the right hand side of your letters.

Note : once you have experimented and decided on which fields to use you can reposition and
resize the fields used so that they are displayed together when you view letters in datasheet
format. PineSoft buttons for copying, deleting and exporting data to Microsoft Word or Excel are
again available in the form header - the use of these buttons was discussed in the sections on
Examining/Editing Company and Student records.

7.6 Memos Examine/Edit

You may create an unlimited number of memos and these memos may be printed with or without
a “MEMO Header” which incorporates Institute and Department names. See section 8.2 of the
Report/Mail Output options for full details.

A typical memo is shown in Section 7.6.1. Each memo is given a unique code of your choice. The
use of informative date stamped codes for memos, such as CVSEMINAR:7NOV10 is
recommended and will act as a prompt come the following November that it is time to circulate
details about the seminar on C.V. preparation. The main memo text region is a Rich-text Memo
field — mark a section of text to display font and formatting options.

PineSoft buttons for copying, deleting and exporting data to Microsoft Word or Excel are again
available in the form header - the use of these buttons was discussed in the sections on
Examining/Editing Company and Student records.
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7.6.1 lllustration of a Typical Letter and Memo record

o Letters _ -
SRR EEEIEE

Code: |ARICHTEXT Find : [=]

Ref1 : Headert :

Ref2: Header2 :

Date : |1 .July 2012 Header3 :

Dear "Title™

Letter Text

Professional Training 2012

Sample letter illustrating the new rich memo options

« Cool options

e User definable

Yours sincerely

Dr Stuart K Donald

|4 | 4 |Recerd1efd » | v |H9| |
¥ Memo = x
EIENEEEEE
Code: |TRAINNGPREP Find: | [=]
Memo Text

Preparation for Professional Training
Week 1 : Introduction to the Professional Training option.
Week 2 - Employers' expectations.
Week 3 : Preparing a C.V.
Week 4 - Report wrting.
Week 3 : Self presentation and interview techniques.
Week 6 : Mock interviews recorded on video followed by discussion.
Week 7 : Further mock interviews.
Week 8 : The employers viewpoint - lecture by Mr Bob Smith of GEC.

Week 3 : Concluding seminar.

Dr Stuart K Donald

| 4

Record 1 of 1 > ‘ M |'*‘ |
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7.7 Applications Examine/Edit

The Applications Main Menu option is designed to give access to the underlying database table
for Student Applications. This table refers to Current Applications and must be deleted at the
start of a new session.

7.8 Contacts Examine/Edit

The Contacts Main Menu option is designed to give access to the underlying database table for
Extra Company Contacts.

Note : you will generally view placement, application and contact details from the main database
tables via the pop-up forms which automatically display the appropriate linked records.

7.9 Tasks & Hyperlinks Examine/Edit

The Tasks & Hyperlinks submenu gives access to the Company, Student, Jobs and Placement
tables for monitoring tasks such as Consultancies, Reports, Placement Visits etc. You may easily
define hyperlinks to external files, so you may, for example, link to Student CV’s in word or pdf
format.

7.10 Health & Safety

The Health & Safety option gives access to a summary of all the H&S requirements for all placed
students. The PineSoft Filter by Form option make it easy to filter required records to check for
any shortcomings.
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8 : Report/Mail Output
8.1 Report List

8.1.1 Overview of Report Options

Over 90 report options are provided to enable you to analyse and summarise the data contained
in the databases of the application. Output for each report may be previewed on screen, then
output to a printer or a file on disk. The reports are date stamped, page numbered and incorporate
Institution and Departmental/School Headers to give customised output.

Via the use of “bullet-proof” dialog box choices you may choose particular subgroups of records
using company codes, student name, course, session, year, tutor etc. The actual dialog box
options will match each particular report group. The illustration below focuses on selecting the
“Company Address + Other Details” report which lists records three per printed page.

Note : an alternative and flexible method of selecting any number of records at random, is
provided by the “Select Individual Records” option.

To enable you to locate specific reports more easily they have been listed in 6 groups. An overview
of each group of reports is given in Section 8.1.3, as new reports are added from time to time -
see the application for the latest options.

8.1.2 Example, showing how to select, preview & print a report

Use the “Report List” button on the Main Menu, illustrated in Section 3 of this manual, to display
the Select Report Dialog, shown below.

B8 Choose Required Report x

Company | Student | Applications & Interviews | Placements | Jobs H&S | Favourites
Company : List of Companies + Company Codes Mo
Company : List of Companies + Custom 152 fields No
Company : List of Companies + Custom 3&4 fields Mo o
Company : List of Companies + Custom 5885 fields No
Company : List of Companigs + Customt fisld No Cancel
Company : List of Companies + Optienc1 field Mo
Company : List of Companies + Optioncz field No
Company : List of Companies + Optienc3 field Mo
Company : List of Companies + Optioncé field No
Company : List of Companies + OptioncS field Mo
Company : List of Companies + Option 182 fields No
Company : List of Companies + Email & Website No
Company : Contact, Tel, Address (16 per page) Mo
Company : All Details No
Company : Address etc. (2 per page)

Company : Status : Action Required Details Yes
Company : Correspondence Log MNo
Company : Further Information (Memo Region) Mo
Company : Motice No
Company : Motice + Contact Mo
Company : Tasks No
Company : Tasks (compact) Yes

Click on the required report tab (Company in the above illustration) and use your mouse or cursors
to highlight the required report and then click on OK to select the report and display the “Choose
Individual or Option Codes” dialog box shown on the next page. {With the keyboard press [TAB]
to cycle between the list, OK & Cancel buttons.}
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s "

B8 Choose Individual or Option Codes x

* Select individual records

" Use selection codes

Cancel

If you require to Select individual records at random, check the top radio button, shown above,
then click on OK to display the “Select Company Records” screen, shown below. The 32 bit
version uses the Access Multi-select List box. Pressing a letter will take you directly to the first
company code starting with that letter {only the first letter may be used in this dialog box}.
Alternatively use your mouse or cursors to navigate the list. Select codes by clicking with your
mouse - hold down the Ctrl key to make multiple selections. {With the keyboard press [TAB] to
cycle between the list and available buttons.} When you have completed your selections click on
the “Preview” button to display the report on screen as shown in Section 8.1.2. Alternatively you
may click the “Print” button to print directly to the default Windows Printer.

B8 Select Company Records from Multi-select List x

ANGUSDISTRICTCOUNC Angus District Council -

AT&TDUNDEE AT&T (Manufacturing) Ltd c
BETTBROTHERS Bett Brothers Pic Preview
BOMARLONG Bonar Long Ltd

BRIMSHGECL British Geological Survey

BUILDFIRERESEARCH Building Research Establishment Print
BUILDRESWATFORD Building Research Establishment

CAPEINDPRODUCTS Cape Industrial Products

CENTRALREGCOUNCIL Central Regional Council

CILANG £ JLang & Sons Ltd Cancel
CONOCOABERDEEN Coneco UK Ltd

DHSSNORTHFYLDE DH3S

DHSSSTATSLONDON DHSS

DONELOW Don & Low

DUNCOFJORDANSON Duncan of Jordanson

DUNCOFJORDANSONNEW Duncan of Jordanson

FERRANTIDUNDEE

Ferranti Ltd

Fife Regienal Council
Forestry Commission
Freshwater Biclogical Assoc.
FS Assurance Lid

FIFEREGIONALCOUNCIL
FORESTRYROSLIN
FRESHWATERBIOL
FSASSURANCEGLASGOW

F GECELECWARLEY GEC Electromotors Lid
GLENINSURANCEGLASGOW Glen Miller

GRANTTHORNTON Grant Thernton
GREATGHEALTH Greater Glasgow Health Board
HIGHGROVE Highgrove Lid
HIGHREGINALCOUNCIL Highland Regional Council
HOMEQFFICE Home Office

UMBICACCINES A D Ummmm M Efimm

When the Available list is active pressing a letter will take you directly to the first code starting with
that letter {only the first letter may be used in this dialog box}. Alternatively use your mouse or
cursors to navigate the list. Select codes by double-clicking the code or clicking on the top arrow
between the two list boxes. {With the keyboard press [TAB] to cycle between the lists and available
buttons.} You may select as many records as required which are displayed in the “Selected” list.
When you have completed your selections click on the “Preview” button to display the report on
screen as shown on the next page. Alternatively you may click the “Print” button to print directly to
the default Windows Printer.

In addition to the selection of records at random explained above, you may select records based
on appropriate Look-up codes. To do this you require to use Selection codes, check the lower
radio button in the “Choose Individual or Option Codes” Dialog box and click on OK to display the
“Selection Criteria” screen shown on the next page. Make no selections to include all records, or
narrow your choice by clicking on required codes. Yes/No toggle fields such as the one for past
employer have three settings and give great flexibility. Initially when shaded grey all records would
be included. When checked (with a tick or cross) only Yes responses are selected and if coloured
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white only No responses are selected. Clicking on a toggle box cycles through the three options.
Finally, click the “Preview” button to display the report on screen as shown on the next page. Use
the “Clear” button to reset all selections.

o

¥ Selection Criteria

Userlook1 |TESTCOMP1 Status | ACTION REQUIRED Archived [E
NO ISSUES
Past Employer v
Userlook2 | TESTCOMPZ Location | CENTRAL o Current Employer &
|
FIFE | Compflag1 [E
GRAMPLAN Compflag2 [E
HGHLAND Presiow |
| OTHIAN - Compflag3 &
Userlook3 | COMPUTING Employer [ CENTRAL GOV. - Compfiagd [
FINANCE HEALTH BOARD Print
MATHEMATICS LOCAL GOV, s Compflags [E
MEDICAL MOoD
C flagh [
STATISTICS PRIVATE - COMN. ompfiage [ Clear
PRIVATF - RFS Health& Safety [ =
Userlookd4 | COMPUTING - Letter | DEMOLETTER:2011
ENGINEERING MAILSHOT1:0CT10 C
L8 ancel
FINAMCE STUDENT1:2DEC10 —
MANUFACTURE
MATHEMATICS
aTATIETIFG o
Userlooks | COMPUTING - Reply | DEAD RECORD
ENGINEERING NO PREWIOUS REPLY
FINAMCE H NO REPLY THIS YEAR
MANUFACTURE POSSIBLE PLACEMENT
MATHEMATICS
METIC A1 i
Typical Report in Screen Preview Mode
. compaddress - = X

UNIVERSITY OF ABERTAY DUNDEE
School of Computing & Advanced Technologies
22/03/2011 Company Address + Other Details Page 1 of 4

Comp Code: BUILDFIRERESEARCH

Contact: Mrs AR Arnold
Job Title :  Administration Services

Building Research Establishment

Fire Research Station Title: Mrs Armold
Borehamwood Tel : 066 784586 EXT 333
Hertfordshire Fax: 066 784557

WDE 2BL Mobile :

Location : ENGLAND
Employer : PUBLIC - RES.
Letter : STUDENT1:2DEC10

Email : a.arnold@bre.co.uk

Website : www bre.com

Us ertitled :
Reply : POSSIELE PLACEMENT s et
Userlooki Us ertitle2 :
serlookd : Usertitle3 :
Userlook2 : Us ertitled -
Userlook3 : COMPUTING Us ertitle5 :
Userlook4 : MATHEMATICS Us ertitle6 :
Userlook5: STATISTICS
Page: 1 oM & | |

8.1.3 List of PineSoft Report Options

Reports are designed to give as much flexibility as possible and it is not likely that you will regularly
use more than a few of the available options. The Preview Report facility will enable you to
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examine reports on screen before deciding whether or not to print them. Over time further report
options are added so check the applications Report Select list for the latest details.

At the launch of PineSoft Enterprise Version 1 in 2012 the number of report options had
increased to over ninety.

Company : List of Companies + Company Codes
List of Companies + Key field 1
List of Companies + Key fields 1 & 2
List of Companies + User definable custom6 field
All details, including current applications & placement details
Address + other details {2 records per page}
Status : Action Required Details
Further Information {Memo field}
Notice of company address + company details for Placement Notice board
Notice - as above plus contact details
Interview details with dates etc. for display on Placement Notice board
Tasks (Consultancies, Short Courses etc.)
Student : Class List + Personal Tutor
Class List + Student ID
Class List + Custom field 1
Class List + Custom fields 1 - 2
Class List + Custom fields 1 - 4
Class List + Key fields 1 - 2
Class List + Option field 1
Class List + Option field 2
Class List + Option fields 1 - 2
Placements Required / Placed
All details, including current applications & placement details
Address + other details {1 record per page}
Job Preferences
Status : Action Required Details
Further Information {Memo field}
Reference {Use headed paper}
Reference + photograph of student {Use headed paper}
Photographs (16 per page)
Tasks (Projects etc.)
Proforma : 1 : Student
2 : Student + Personal Tutor
3 : Student + Visiting Tutor
4 : Student + Custom 1 field
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Applications

Placements

Jobs

H&S

5 : Student + Optionsl field

6 : Student + Options2 field

7 : Student + Options3 field

Ordered by company (new page for each placement cohort)
Ordered by company (compact - continuous output)

Ordered by student (new page for each placement cohort)

Ordered by student (compact - continuous output)

Student Summary Totals

Interview Details

Summary with Student ID (All courses)

Summary list of placements (new page for each placement cohort)
Summary list of placements (compact - continuous output)
Summary list - latest placement details

Summary list of placements : Ordered by Location (new page each cohort)
Summary list of placements : ordered by Location (compact output)
Tasks : Ordered by student {Landscape format}

Tasks : Ordered by company {Landscape format}

Tasks : Ordered by Visiting Tutor {Landscape format}

Full Details : One per page } Includes Comment text
Full Details : One per page + picture } issue to Visiting Tutors
Main Details : Ordered by Student }

Main Details: Ordered by Student + picture } 3 records
Main Details: Ordered by Location } per page
Main Details: Ordered by Visiting Tutor }

Status : Progress (Action) Details

Breakdown : Duration of placements + salaries
Breakdown : Location

Breakdown : Employer type

Breakdown : Employer List + number of students placed
Tasks (Visits, return of reports etc.)

Summary (one company per page)

Full Job Details

Compact Job Details

Status : Action Required Details

Company Summary (Lists whether certified with date)

Student Summary (Lists all H&S requirements for students)
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8.2 Mail List

8.2.1 Overview of Mail Options

Over twenty mail output options are provided to enable you to select Letters or Memos created in
the PineSoft application. Output for each mail option may be previewed on screen, then output to
a printer or a file on disk.

Via the use of “bullet-proof” dialog box choices you may choose particular subgroups of records
using company codes, student name, course, session, year, tutor etc. The actual dialog box
options will match each particular report group. The selection procedures are identical to those for
Report Output discussed in the previous section. To enable you to locate specific output options
more easily they have been grouped into the four classes : Letter, Label, Envelope and Memo.
Details of each group of reports is given in Section 8.2.7, however, new reports are added from
time to time - see the application for latest options.

8.2.2 Output Letters

The PineSoft application gives you great flexibility and ease of use when Mail Merging letters. You
may select to output any letter created via the Examine/Edit Letters option described in Section
7.4 Each letter may be merged to the Main Company Contact, The Company Supervisor, Student
at Home/Term address or c/o the main company contact or supervisor. Name, status and address
of recipients are automatically merged into each letter with the use of the format Dear [Title field]
giving you control over format - i.e. Dear Bob, or Dear Dr Smith as required. The line-squeeze
facility ensures that no gaps are left if the status field, or any address fields happen to be blank.

In addition you may send a “Thankyou format” letter to the main company contact or supervisor,
with the student’s name automatically inserted at the top of the letter.

After printing or previewing a letter you are given the option to update the “letter code field” and
“Further Details Memo Region field” in the appropriate company or student database record, to
give a complete log of all letters sent.

The layout of a typical letter is shown in the appendices and has been designed to enable the use
of standard DL window envelopes if required.

As indicated in Section 7.4 you will need to experiment with the use of the three fields Refl, Ref2,
Date which print above the address and the three fields Headerl, Header2, Header3 which print
on the right hand side below the address to suit your Headed Paper. For example, use Headerl,
2 or 3 for the date if you like to see it on the right hand side. You may reposition the whole letter
by using the Printer Setup options to change margin settings. For example, change the top margin
setting from 1.6” to 2.0” to move everything down 0.4”. With this flexibility you should be able to
decide on a suitable format. After changing any options you are given the opportunity to save
them as your new defaults for that particular letter/report when you close the preview/print window.

Note : when Examining/Editing Letters in datasheet view it is possible to resize and reposition the
position of columns. So if you are only using header2, you may mark and drag it with your mouse
so that it is displayed next to the letter code field. On closing the window you are given the option
of saving your settings as new defaults.

8.2.3 Output Labels

You may select individual or groups of records and produce 16 labels per page of Standard Avery
L16 Laser Labels {4” x 1&1/3” 2 column’s of 8 labels per A4 sheet}. Tip : Create “blank” company
records with codes ABLANK1, ABLANK2 ---- ABLANK7 to make it easy to reuse partially used
label sheets starting at any label position!

8.2.4 Output Envelopes

You may select individual or groups of records and print names & addresses directly on
Envelopes. The reports have initial default settings for DL size envelopes. Please check via the
Windows Printer Setup option while previewing “envelope reports” on screen that your
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printer is set for Landscape orientation and DL envelope paper size. You may save any
changes, on exit from the report, as new defaults for that report.

For a large mailshot | would recommend the use of labels or DL window envelopes, however, the
envelope feature is very useful when you have only a few letters.

8.2.5 Output Memos

You may select a single memo and output it either with no header or a Memo header which will
automatically incorporate your Institution & Department name. Again you may modify margins in
the Printer Setup options to adjust the position of printed memos.

8.2.6 Export Options & Customised Letters/Reports

The default PineSoft letter output options discussed in Section 8.2.2 are easy to use and will
produce high quality proportional output using an Arial font, the same as the main body text in this
User Manual.

The Export options are designed for those users who require greater control over fonts, attributes
{bold, italic etc}, point size, the ability to insert PineSoft database fields at any point of a letter etc.

You may select individual or groups of records as usual and then export the PineSoft data to a file
name of your choice in Microsoft Text or Excel Mail Merge format. You then require to exit the
PineSoft application, and load Microsoft Word for Windows {or other Word Processor} where you
may create customised letters, labels & envelopes with a large number of built in options to help
you in MS Word etc. See the on-line help or the Mail Merge Chapter in the Word documentation
for information on how to produce very “flexible” output. For example, you could use the envelope
merge format to produce a list of company contact names, addresses and telephone humber using
two or three column displays.

In fact you may easily produce “Customised Reports” using any PineSoft database fields to give
total flexibility. At the University of Abertay Placement details were previously recorded
laboriously using a number of Standard Pro-forma. However, these forms were easily duplicated
in a Word for Windows document with data automatically merged via the PineSoft Export option -
see the last report in the appendix for typical output.

Note : Once you have created a Microsoft Mail Merge document you may save it for future use.
Then you only have to update the exported mail merge file {keeping the same file name} to
easily output your updated results. It is not too difficult, once you get some practice, however,
you may decide to stick to the default PineSoft options which are easier to use - the choice is
yours.

New "Timeline" Export additions
(1) Send emails to selected groups of recipients, and record details in Correspondence Log.

(2) A Timeline option which gives a graphical view of placements by exporting and formatting
output to Microsoft Excel, as shown below.

A B C| D E F G | H 1 1 K L/ M| N| O | P |Q|R S
1 Student Course Year Jan-10 Feb-10 Mar-10 Apr-10
2 | Daly, Louise comMmp 2 PERTHDISTRICTCOUNC
3 | Davis, Steve comMmp 2 ANGUSDISTRICTCOUNC
4 Donald, Stephen COMP 2 SCOTOFFICE
5 |Fraser, Joanna COMP 2 PERTHDISTRICTCOUNC
6 | Hally, Steve comMmp 2 FIFEREGIOMALCOUMCIL
7 lones, Sarah COMP 2 SCOTOFFICE
& Murray, John COMP 2 BETTBROTHERS
3 Smith, Mark COMP 2 CENTRALREGCOUNCIL
10 Watkins, Justin COMP 2 PERTHDISTRICTCOUNC
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8.2.7 PineSoft Mail List Options

The Malil list options are designed to make it very easy to output your mail to all possible recipients.
The Preview Report facility will enable you to examine mail output on screen before deciding
whether or not to print. See the application for additional “latest placement” options.

Letter : Company Contact
Company Contact : Thankyou
Supervisor
Supervisor : Thankyou
Student : Home address
Student : Term address
Student : ¢/o Company Contact
Student : ¢/o Supervisor
Student : Placement address
Label : Company Contact
Company Contact : Thankyou
Supervisor
Student : Home address
Student : Term address
Student : ¢/o Company Contact
Student : ¢/o Supervisor
Student : Placement address
Envelope : Company Contact
Company Contact : Thankyou
Supervisor
Student : Home address
Student : Term address
Student : ¢/o Company Contact
Student : ¢/o Supervisor
Student : Placement address
Memo : No Header
With Header

8.2.8 PineSoft Export List Options

Export : Company data for Microsoft Mail Merge or Group Email
Export : Student data for Microsoft Mail Merge or Group Email
Export : Placement data for Microsoft Mail Merge or Group Email

Export : Create Excel Timeline Chart

© 1989-2015 PineSoft, 2009-2015 FinDonIT 42 Enterprise Version User Manual



9 : Miscellaneous

9.1 Notation

You need to be consistent in your interpretation of the session year 2014, 2015, . . . . and its
relation to a particular session 2013/2014, 2014/2015, . . ..

In the demonstration version with placement periods from March to September, session 2013, for
example, would refer to the March - September 2013 placement, though the academic session
would be 2012/2013 and the students entered that particular year of the course in 2012.

For consistency stick to this notation.

9.2 Importing Data

While it is very easy to export data from the PineSoft application using the Export buttons
described in Section 4.2, importing data is not so straightforward as field names must match those
used by PineSoft and care needs to be taken not to conflict with the Referential Integrity rules built
into the application.

To import data you will need to ensure that you use the correct PineSoft field names in the first
row.

Please view the latest Videos and pdf tutorials in the Learning Centre of our website at :
www.pinesoft.findonit.com/learning.php_for full details.

9.3 Connection Manager : Changing the SQL Server / Data File

You may use the Setup Menu > Connection Manager to view or edit the SQL Server logon details.
Defined entries appear in the Logon screen when launching the application. The Logon form
checks and connects the application Microsoft Access front-end file to the SQL Server data file
(PinedatSQL).

e e - . -
P SQL Server Connection Manager

R Check/Define SQL Database file Attachment Details for use in Logon
NOTE : You may only attach to Enterprise Version 1 S0L data files ( default name : pinedatSQL)

Currently connected to : eUKhost 55 DEMO (Hew) Pinesoft

SQL server Connection Details

Description Server Name Prefix Database Name Fy
p |eUKhost S5 DEMO (Mew) Pinesoft 109.203.106.84 Pinesoft PinedatSQL_DEWMO

eUKhost S5 DEMO_T (Louise) 109.203.106.86 Louise PinedatSQL_DEMO_T

eUKhost 55 LARGE_T (Peter) 109.203.106.26 Peter PinedatSQL_LARGE_T

elKhost 55 SKD_T (Teresa) 109.203.106.85 Tereza PinedatSQlL_SKD

eUKhost XANDER (Xander) 109.203.106.86 Hander PinedatSQL_XANDER | |

elUKhost Shared DEMO (findonit, Pinesoftdemo) 109.203.96.5,51433 findonit PinedatSQL_DEWMO i

eUKhost Shared LARGE (findonit) 109.203.96.5,51433 findonit PinedatSQL_L ARGE

WMESH (dbo) MESH-PC dbo PinedatSQL_DEMO

HPdmé& DEMO_T (dbo) PINESOFT-HP dbo PinedatSQL_HPdm4
* L

b

Record: M 1of9 LI L Search
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9.4 Technical Support

Technical support is always available. Existing customers will be kept fully informed of any
enhancements - remember | not only market the software but used it daily as a Placement
Manager at the University of Abertay Dundee for many years, so | am particularly keen to make it
as flexible and labour saving as possible. If you have any suggestions for future developments
please let me know.

Contact : Dr Stuart Donald, The Pines, Brucefield Road, Rosemount,
Blairgowrie, PH10 6LA

Tel : 01250 873744

Email : pinesoft@findonit.com or helpdesk@pinesoft.net
Website : www.pinesoft.findonit.com

NOTE

The PineSoft Website has a useful Learning Centre at www.pinesoft.findonit.com/learning.php
which contains Training Videos which take you through common tasks.

Please use “On-line Requests” pages to provide feedback and log any requests for possible future
enhancements.

10 : Appendices
10.1 Typical Printer Output

The appendices contain a number of examples of typical printer output. This small sample of the
available mail and report options show the quality of output you may produce in seconds.

Company Standard Letter : DEMOLETTER

Memo : Illustrative Memo Header

Report - Company : All

Report — Company : Student Job Placements

Report - Company : Jobs : Full Details

Report - Applications : Ordered by student (Compact)

Report - Applications : Interviews (All courses)

Report - Placements : Summary : Ordered by location (Compact)
Report - Placements : Summary (All courses) {Landscape format}
Report - Placements : Full Listing (One per page with picture}
Report - Placements : Breakdown : Location

Health & Safety Student Summary {Landscape format}

o 0o OO 00D U0 0 D O O

Customised Word for Windows Report with data automatically merged
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