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General information

Reports can be printed on A4 paper in various formats (see appendix 5 - 'Report formats'), or on A5 paper (in landscape mode), the latter using one sheet per subject in the report. 

The system consists of a teacher application which is set up on the teachers’ personal computers and an administrator application, which is set up on a computer at school. Both applications have been designed to be simple and obvious to use and great care has been taken to ensure the safety of the teachers’ work. 

An feature of the system is the (optional) statement bank facility. Teachers can create as many statement banks as they wish, can add or remove statements from them, and can quickly transfer between them. Statement banks can be transferred between computers by USB stick which facilitates team effort in producing statement banks.  Statements can be added to reports bulleted or non-bulleted according to the user’s preference.

Alternatively, the statement bank facility can be switched off.

A spell-check and a thesaurus are provided. The reports can be printed with some blank, headed report spaces for any teachers who do not feel themselves ready to use a computer. Separate blank reports can also be printed.

The teacher reports are available for examination and alteration before printing and comprehensive editing facilities are provided, ensuring that errors can be found and corrected at every stage of the process.

A useful benefit of the system is that previous sets of reports are available quickly for reference and comparison. It is therefore not necessary to keep hard copies of reports as a copy can be quickly printed out at any time.

____________________________________________________________________

Teacher training

Teachers need at least one INSET on using the teacher program. The teacher files need to have been made before the INSET so that the teachers can get straight down to work after the preliminary instruction, which takes about 20 minutes.

Two or three further group report writing sessions are beneficial. During these, teachers can compare notes, swap statements and any misconceptions can be cleared up so that the full potential of the teacher program may be realised.

Some of the points which should be emphasised are: -

1) Teachers must use the spell check. This finds not only spelling mistakes, but also missing spaces, joined words etc. 

2) The ‘Tidy’ function will correct faulty formatting or punctuation. 

3) The ‘Wrong Names’ function is also extremely useful and should be used – parents’ confidence is lost if their child is named wrongly!

______________________________________________________________

Initial administrator familiarisation

When using the program in earnest, you make a new database for each `report event`. A `report event` might be a whole school set of reports in June, for example, or it might be just reports for a particular year group, or even for just a single class, it’s up to you how large or small a report event is – the application can cope with the largest and the smallest.

 ‘Ainform’ comes with an already created database, ‘Sample database6_Jul_2022’, which is automatically the current database when the program is run for the first time. This partially filled database is provided for you to experiment with so that you can familiarise yourself with the program. This database includes a list of teachers, a list of pupils, some subject templates, some report templates and an example report.

All of this data can be viewed using the relevant options on the menu bar drop-down boxes.

Three previously made pupil files are also provided.

You should first check that you can print the sample report and use it to alter the printer and/or page margins if desired, The sample report is available from ‘Options – View/Set admin. data – Style/Printer’. You can alter the page margins from this screen. 

You can also test the printer by printing blank reports. To print a blank report, go to  ‘Options – View/Set admin. Data’ and click the ‘Report templates' button. Then click on 'Select a report template' and click on one of the supplied report templates on the list. Then click 'Preview or Print'. The report template will be displayed and you can print from the display screen. 

You can then put a teacher file on to “the Cloud”.  To do this go to ‘Options – Make teacher files – on the Cloud’. 

Click on a teacher, select relevant pupils, select a report template and then click 'Make the file!’. 

You can use the teacher program to download the file and write some comments yourself. You can then absorb the file into the database (Options - Absorb teacher files – Cloud trawl.), and experiment with viewing and or printing out reports. 

If you wish to pass on any of the data stored in a database to future databases, click ‘Set as default’ when this option is available. The next database will be created containing the data you have ‘set as default’.

______________________________________________________________________________________________

Customising your report

You will probably find that none of the report templates supplied with the program is quite what you are looking for. In that case, it is quite easy to make your own report template using the facilities contained within the program (see appendix 3).

Alternatively, if you give us an outline of what you want we can sort this out for you.

Using the system to make a real set of school reports

Stage 1 - Making the teacher files

All of this stage is done from the Options menu. If you move the mouse pointer to ‘Options’ on the menu bar, a drop-down menu appears with the three items on it which have to be dealt with. These items are in order of use: 

· “Create new database”

· “View/Set admin. Data”

· “Make teacher files”
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1) Create database

Click on ‘Options – Create new database’

Enter the  month and year and click the  ‘Confirm’

 button.

……………………………………………………………………………………………………………………………End of Stage1 - Create database

[image: image13.png]% INFORM Manager (Primary) - INFORM Reporter - Licen
[Options Bepotts  Utiies

iz
Crostonowdabase b |

View/Se adin.dota Help|
lictecchees—Ton e Cous 20
[ ——
e e Tt Dve





2) View/Set admin. Data
There are seven items which can be dealt with. Some of these will 

be 'once only' i.e. will need to be done only for the first database.

Some you may decide you do not need (e.g. Attendances, Server)

The items are: 

a) Subjects

b) Subject templates 

c) Report templates

d) Teachers

e) Pupils

f) Attendances

g) Server

h) Style Printer

h) Style/Printer

Click on the 'Style/Printer button to gain access to the screen which

allows you to set which printer is to be used to print your reports. 

The A4 style will require the printer to be set to 'Portrait', whilst the

A5 style requires landscape. You can alter a printer's properties from 

this screen . You can also set the page margins as desired from here. With the A4 style, you will probably set the top and bottom margins close to the limit which your printer allows in order to get the most on each page. Note that although a preview facility is present, only a test printing will give a perfectly accurate picture.  This is because of the limited screen resolution compared to the printer resolution. The 'Correct for Printer' button allows an adjustment to make the left page margin accurate.
a) Subjects
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Click on the ‘Subjects’ button.                                                       The standard subject list
The standard list of subjects will be 

shown. You can amend/add to this list. 

Note that if you change a 

subject name, you also need to change 

the name of the statement file for that

subject. Otherwise the teacher 

program will not be able to find the 

statements.

Alter the order for each subject 

according to your preference. You do not

need to alter the number of lines set for

each subject. The value here will be 

overriden by that in your report template . 

Click 'Set as default' if you wish to keep 

the list for future databases.

b) Subject templates - a once only job which you may not even have to do if the supplied subject templates suit you - see appendix 3

c) Report Templates – a once only job which you may not even have to do if one or more of the supplied report templates suit(s) you - see appendix 4
d) Teachers

Click on the ‘Teachers’ button. Write the names 

of the teachers, exactly as you want them to 

appear on the reports. Click 'Set as default' if 

you wish to keep the table for future databases.

The teacher table for 

'Sample database6_Jul_2003'
e) Pupils

You will import the pupil details from a pupil file which you make from your school administrative database, OR you can import from the Inform Tracker module.

Making the pupil file – (for if you are not importing from the Inform Tracker module)

Query your school database for a list of pupils containing Surname, Forename, Class and Gender (for information on specific MIS see Appendix 1). Save the file as a .csv file. 

· Absorbing the pupil file into the current reports database

Click on the 'Pupils' button and then click 'Import from file'.

The 'Importing pupil names from file' box will show. Find the 

File using the drive/directory/file list boxes. Click on the file 

and it will show in the 'Selected' box. 

(In the following picture the selected file is '6A.txt').


Now click the 'Edit' button. The Edit screen will show.

The Edit screen for the pupil file


If the items on the grid are in the wrong columns or if there is anything at all wrong with the file you can correct it using the functions on the 'Edit 1' or 'Edit 2' menus. You can also write directly on to the grid and use the keyboard.

When you think the file is satisfactory, click 'Save to file' on the File menu. Then click 'Add to database' (also on the File menu).

If the file is OK it will be absorbed into the database. Otherwise a message box will inform you of what is wrong with it and you can correct it and try again.

f) Attendance

An 'Attendance' box can be included in each pupil's report. If you wish to do this, the data for these boxes must be imported from the school database in a similar way to that by which the pupil list was imported.  So that the data is up-to-date, you should not import this data until just before the reports are printed. 

To import attendance data, query your school database for a list containing Surname, Forename, Class, Number of sessions, Number of sessions attended and Number of unauthorised absences. Save the file as a csv file. Using the administrator program, click 'Import from file' and carry on just as you did for the pupil list (find the file, select it, edit it if it is not perfect, then add it to the database).

g) Server

You can (optionally) make a folder on your server for each teacher using this function (if your computer is connected to the network and you have adequate permissions). Making teacher folders on the server will allow teachers to obtain their files from a work station on which they can also write, and also allow the absorption of completed teacher files from the network using a 'server trawl'. This allows you to quickly absorb all teacher files for the current database on the server with one click of the mouse. 

For information on how to set up the server please refer to ‘Installing – network installation’ (pages 4 and 5).  

……………………………………………………………………………………………………………………End of Stage 1 - View/Set admin. data

3) Make teacher files

The teacher files can now be made. 

Making teacher files on a network installation

If you are using a server install then you will usually make your teacher files using the ‘Make from list’ function. This is available from ‘Options - Make teacher files – Make Teacher files in bulk’.

Select the teacher, pupils, report-template and statement bank for each file. Then store as a ‘Make list’ so that you preserve the list in case you need to use it again.

Then click ‘Make files!’.

The files will be added to the server so that teachers can access them via the teacher program on the server. 

If you wish to switch off the statements in T-Inform for a particular teacher you should make this teacher’s file manually and check the “Disable statements” check box on the “Make-file options” drop down beforehand. You can then click “Add to server” when the file has been made. Do not forget to uncheck the “Disable statements” box afterwards.

Making teacher files on a non-network installation

It is simply a matter of clicking on the appropriate teacher, choosing the appropriate report template and choosing the pupils to include, and then clicking 'Make the file’ (which transfers the file to a USB stick (your 'Transfer Drive'). It takes only a few seconds for each file.  Statements may be disabled as in the previous section.

A particular teacher file must contain all the pupils and all the subjects needed for that teacher. It doesn't matter if more of each are provided. The teacher should ignore them.  The file can be checked using the 'Check disk' option button beneath the 'Make the file!' button. If you wish to E-mail the file, send the E-mail with the file from the transfer drive as an attachment.

Even if your installation is networked, you can still use the method above to make individual teacher files on a memory stick. Once the file is made, you will be asked if you wish to add the file to the server and store its location in the Teacher File List for the current databaser. You can only do this if you have previously set up a folder on the server for the teacher concerned and set the path to the T-Inform.exe on the server. If you accept this option, then when the teacher starts T-Inform.exe from a work-station she will be presented with a list of teacher files from which she can choose her own.

__________________________________________________________End of stage 1

Stage 2 – writing the reports

This is carried out by individual teachers on their personal computers or on a work station (see the T-Inform6 manual).

_________________________________________________________End of stage 2

Stage 3 – absorbing the completed teacher files

Automatic absorption of files into the school database

If the network is being used then the administrator can absorb all the completed teacher files with one click by means of a 'server trawl'.

To perform a server trawl, go to ‘Options - View/Set admin data - Absorb teacher file - From hard disk' and then clicking on 'Server trawl'. You are then shown a list of all the teacher files for the current database which are found in the teacher folders. Files which have been amended since they were first made are shown in red. You can select all or some of these files by clicking on the (upper) grid or clicking the 'Select all' button. When you click the 'Absorb' button, they will be added to the database. 

Note that duplicate subject reports will be rejected. If you want to absorb a corrected version of a subject report and the original is still present in the database, then you must remove the original version first. Note that empty subject reports will not be absorbed.

Manual absorption of files into the database

Insert a returned teacher disk and go to ‘Absorb disk’ on the options menu. You have a choice of absorbing from any drive on your computer in case you have received the file ‘plv’ by E-mail. (Note – the files from all teachers are named ‘plv’ so if you receive more than one returned file by E-mail, you should save each to a different folder, possibly named after the teacher concerned.) If the file is accepted, the ‘Reports’ option on the menu bar will become enabled. Successive teacher disks will add more and more subject reports. You will be able to view /amend each report, remove reports from the database, obtain information about the returned reports and about which teachers have returned their reports and how many they have done. 

_________________________________________________________ End of stage 3

Stage 4 - checking, recovering from errors and printing
You can check the reports using the ‘Reports - Teacher table’, 'Reports – Amend text/boxes’ and ‘File – Print preview’ screens. The ‘Amend text/boxes’ allows recovery from errors in the report text and in marks/grades/selected options. The ‘Amend other’ option allows recovery from mistakes such as a pupil or teacher name having been misspelled etc.

Using the ‘Add to a file’ button on the ‘Options – Make teacher disk – Make file options’ drop-down menu, you can add teachers, subjects or boxes to a teacher disk which may already contain some completed reports. This is useful if these have been inadvertently missed off when the disk was made. Alternatively, a second disk can be issued containing the missing items. (Addendum - Since 2006 teachers have been able to add a pupil name to their file using their teacher program and it is recommended now that this method should be used to correct a missing pupil).

When all the files have been returned (or before), reports can be printed using ‘Print’ on the File menu. You can decide to print all the reports at once or select which are to be printed. You can choose the order of printing of the pages comprising a report so that the report pages are in the correct order after printing. You can also add blank subject reports to each report. A subject’s report may be split over two pages if the ‘Split’ function is enabled, but normally you would not wish to do this for cosmetic reasons. 

If the Split function is not being invoked and the A4 style is being used, then if there is not room for the whole of the next subject report in the space remaining on a page, the subject reports already on that page are by default padded with spaces to fill the page and provide a pleasant look to it, and the following subject report is printed on the next page. This ‘Pad’ function can be disabled if desired.

Using Autosize will ensure the minimum space is used, but the total length of the report will depend on how much the teacher has written.

_________________________________________________________End of stage 4

Miscellaneous

Utilities

Compact database is a facility worth using every now and again to improve the database speed and save disk space. A database can be reduced to as little as a tenth of its former size using this facility. The program will automatcally compact the databases on closing so you will not normally have to bother yourself with this.

If you set a password, make sure you make a note of any password you set as it will be needed the next time you want to open the database.

 ‘Edit dictionary’ allows you to add or delete words from the custom dictionary. The custom dictionary is where words of your choice are stored as compared to the standard dictionary which cannot be altered. The custom dictionary allows the spell-check to be educated to accept words to which it is not accustomed, such as foreign names, etc.

Making a back-up of a database

You can make or retrieve a back up of your database using the Utilities option on the main menu of Ainform.

There is also the option to store the pupil list as a backup text file, from which it can be retrieved if necessary.
Statements

If a group of teachers wishes to combine to produce additions to the provided statement banks, then these additions can be transferred between computers using the ‘Tinform6’ application. The current statement bank is the one which will be exported from or imported to.

Safeguards

Numerous safeguards not mentioned here are included in the program to ensure as far as possible that no problems arise or to allow the administrator to correct them if they do. These safeguards will only become apparent on use of the application. In the unlikely event of anything unforeseen going wrong, the reports are still available on USB stick and also on the teachers’ own computers and it is a matter of a few minutes only to empty and then refill the database. 

There is a facility for printing reports in a simple format from T-Inform6 if teachers wish or need to make hard copy of their own comments.

Use of keyboard

Many of the functions can be accessed via the keyboard without using the mouse. Pressing and holding down the ‘Alt’ key whilst clicking the relevant letter key (underlined on the menu bar) will access the drop-down menus. Navigation can be done using the Tab, Shift+Tab and the up and down arrow keys. Press ‘Enter’ to initiate actions when the focus has been obtained on the relevant control or the relevant item on a list. (Apart from the amend text/boxes screen which responds to ‘F9’ instead of ‘Enter’ in order to reserve this key for the report text.)

____________________________________________________________________

FAQ

.Q: I missed a pupil out from a teacher disk. The teacher has now done the reports for the rest of the pupils on the disk.

A: 

The teacher can add the pupil on the T-Inform program. Go to “Load New File’ and click the “Amend Current File’ button (at the top-left of the screen) and go on from there.

If the pupil is also missing from the Admin program pupil list it should also be added there as well.

Alternative solutions for teachers who are less computer confident:

Add the pupil’s name to the admin pupil list if missing. Then – 

Either

make an extra teacher disk for this teacher on which he can do the missing pupil’s report. Absorb this disk. The report will be added to the rest of the reports in the database.

Or: 

add the missing item to the teacher’s floppy using the ‘Add to a disk’ button on the ‘Options – Make teacher disk’ screen. The existing reports on the disk will not be disturbed.

Q: Some errors were found in a teacher’s reports and she has corrected them and returned the teacher disk. However, the database rejects the corrected files. Why is this and what can be done?

A: Remove the reports from that teacher from the database using 'Reports - Remove'. The database will then accept the corrected reports.

Q: A teacher’s home computer has stopped working. Can the reports be retrieved?

A: Teachers should be encouraged to back-up to their teacher disk during the process of writing their reports, not just at the end of it. Hopefully, if this has been done, there will be a reasonably up-to-date version of the ‘lost’ reports on the teacher's USB stick which can be loaded into another computer.

Q: The teacher file on a USB stick will not load into the database.

A:  The USB stick is possibly faulty. USB sticks need to be treated with care and transported with the cap on. It’s best to ask the teacher to make another copy using a new disk. (Note, - files made on the demo program will not work with the full version. Also, files made with an application issued to one school will be rejected by an application issued to another school.) 

Q: I printed out some blank reports in A4 style. I asked for 5 lines in each blank report, but they tended to print with more than 5 lines. What is going on?

A: The program has padded out the reports with extra blank lines so that each page is filled. As a subject report is not allowed to be split over two pages (unless the ‘Split’ function is enabled), some space on a page might have to be left blank. Rather than leave this space at the end of a page, which is regarded as unsightly, the program spreads the spaces evenly over the reports on the page. Because of this, the number of lines you set for a blank subject is the minimum number of lines that the subject will be given.

Q: I spelled a pupil’s name wrongly. Now all the reports for that pupil have this misspelling.

A: Go to ‘Reports – Amend other’. Click on the mispelled name where it appears in the table, and click ‘Find – Replace’. Write the correct spelling in the ‘replace with’ box and click ‘Replace All’. Then click ‘Submit to Database’ to add your correction to the database.

Tips
 Windows allows copying, cutting and pasting to be done very quickly done using the keyboard.

To copy , first ‘blue’ (select) the text. Hold down the ‘Ctrl’ key and press and release the ‘C’ key. The selected text is now copied ready for pasting elsewhere.

To cut , first blue the text. Hold down the ‘Ctrl’ key and press and release the ‘X’ key. The selected text is now cut (deleted from its original location but stored in memory) and can be pasted elsewhere.

To paste, first click on the location where you want the text to go. Then hold down the ‘Ctrl’ key and  press and release the ‘V’ key. The selected text now appears in the selected location.

Using the keyboard is especially convenient if the same operation has to be repeated several times. 

Appendix 1

Importing pupil data from file. Specific MIS information

Importing from SIMS

Open RepGen Lite. 

The first task is to make a new 'Report' (this is the name SIMS gives to a file containing data abstracted from a SIMS database).

Click on the 'Pupil Detail Reports' icon (the top-left icon). 

Click 'Add' (in order to make a new 'Report').

The default report data will be shown. This is pupil surname and pupil forename.

You need to add at least two new fields, 'Registration group' and 'Gender'

Click on the '+' sign. The Field navigator will open.

Click on 'Student Details' and then click on 'Registration Info'.

Click on 'Reg.Group'. The 'Registration Group' will be added to the 'Report'.

Click on the '+' sign again.

Click on 'Student Details'.

Click on Personal Information

Click on 'Gender'. 

Click on 'Code'. The gender Field ('M' or 'F') will be added to the 'Report'.

You can also add if you wish the UPN Field and the Year Field, but this are not obligatory. The UPN Field is only necessary if you have two pupils in the same registration group with the same names.

Write a name for the 'Report' in the 'Name' box. You might like to call it 'Inform Report' or some such descriptive name - remember that you will be able to use the same report next year.

Click on 'Focus' on the main menu bar and click  'Save All'.

Close the 'Pupil Detail Reports' box

Now you can use this 'Report' to make the required file for Inform.

Click again on the 'Pupil Detail Reports' icon.

Click on the report you have just made on the list of available reports.

Click 'Run Report'

Click 'OK' on the 'Report Criteria' box. The Report output will show on the screen. If the report looks OK then click the 'Export Data' icon (at the top-right, next to the 'Print' icon).

On the 'Export File As' dialog box that appears, choose 'Comma separated files' in the 'Save file as type:' box. Choose a location to which to save the file and give the file a name. Make sure it ends in '.csv'. If you have set a default location on Inform then if you save the file to this location it will be automatically opened for editing by Inform. 

Click 'OK'

Next year you will not have to make a new 'Report' - just run the old one.

Importing from Facility CMIS

1)     Click on ‘Reports’ on the main menu bar.

2)     Click on ‘Reports’ on the drop-down menu.

3)     Double-click on the  'Students Lists'  folder.

4)     Select ‘List’ from the ‘List or Form’ combo box.

5)     Select ‘Pupil’ from the ‘Object type’ combo box.

6)     Click ‘Create’ – a new window headed ‘Scope of Report’ opens.

7)     Give a name and title to the new report (the word ‘Inform’ will do for both).

8)     Click ‘Content’ – the ‘Select Data Value’ dialog box will show.

9)     Select ‘Surname’ – click ‘Add’.

10)   Select ‘Forename’ - click ‘Add’

11)   Select ‘Pupil’ and choose ‘Class’ (or ‘Class Code’) from the list – click ‘Add’.

12)   Select ‘he/she’ – click ‘Add’.

13)   Click on the ‘Generate’ button on the ‘Reports’ dialog box.

14)   On the ‘Scope’ dialog box, click on ‘All students’

15)   Click OK

16)   Right-click on the list and select ‘Exporting - Export’

17)   Write “c:\p.csv” in the file name box (do not write the speech marks).

18)   Click ‘OK’

19)   A-Inform will try to automatically pick up the file you have just made and show it on its ‘Edit’ screen. If Inform fails to pick up the file, find the file on the ‘Click to select files’ box, select it, and click the ‘Edit’ button.

Appendix 2 – Making pdf files for online reporting

 Inform6 is programmed for use with the third-party printer driver “pdfFactory”.

You must have this printer driver installed if Inform6 is to make pdf files.

To obtain the pdfFactory printer driver, go to the web site at

www.fineprint.com
and download the pdfFactory printer driver. Follow the instructions for installing the driver.

Modifying the pdfFactory default settings for use with Inform6

1) Go to ‘Printers’ on ‘Control Panel’ and right-click on ‘pdfFactory’.

2) Click ‘Properties’

3) Click ‘Printing Preferences’.

4) Click ‘Settings’.

5) Click ‘Folders’.

6) Now open A-Inform and go to ‘Options’ – ‘View/Set admin. data’ – ‘Style/Printer’

7) In the box labelled ‘PDF Permanent Storage Folder’ write or paste the path to the folder where you wish the pdf files to be stored. This folder should be the one from which your internet “portal” will expect to find its files for your pupils.

8) Copy the path labelled ‘PDF Temporary Storage Folder’ (highlight the path and then Ctrl+C)

9) Paste this path into the pdfFactory in each of the top two boxes (‘Saved files’, and AutoSave’).

10) Make sure the “AutoSave the most recent’ check box is unchecked.

11) Click ‘OK’

Using Inform6 to make pdf files

This facility is available from the normal ‘Print’ screen. Select the reports you wish to print to pdf and then click the ‘Print to pdf’ button.

The files are saved to the PDF permanent storage folder. The path to this folder can be discovered by going to ‘Options’ – ‘View/Set admin. data’ – ‘Style/Printer’.

The files are named according to the pupil name and the pupil’s UPN.

E.g. John Brown’s pdf file is stored as ‘XXXXXXXXXXXX_Brown John_Report.pdf’.

Appendix 3 – Subject Templates

A few subject templates are supplied with the program. You can make more if you need them.

A Subject Template is simply a certain grouping of boxes. 

There are four types of subject template, Header, Footer, Teacher and 'Return slip'.  Teacher templates come in two types, “T_” and “X_”. The “X_” type can have its teacher and subject boxes removed or reassigned and is thus useful for showing text (with no teacher name or subject displayed). An example of its use is to display on the report a key for what the grades used on the reports mean.

The simplest type of Teacher Subject Template (in the A4 style) consists of three boxes - one for the subject name, one for the teacher name and one for the report text. (In A4 style there is an extra box for the pupil class). This Subject Template is called 'T_Standard' and is the only Teacher Subject Template you will ever actually need unless you wish to include some marks or grades or Option choices on your reports.

When you make a teacher file, you include in it a list of the subjects for which the teacher has to write reports.  Each of these subjects must have a Teacher Subject Template assigned to it. The Subject Template is displayed on the teacher program and the teacher writes her report on to it and adds marks/grades or chooses options. When using the 'Standard' format of report the Subject Templates are printed out on a pupil's report. If using one of the other formats, the data collected from the teacher file is displayed in alternative ways and the Subject Templates merely act as data collection devices. Teacher Subject Templates are not in themselves subject specific. You can assign the same Teacher Subject Template to all subjects, or you might decide you want a different Teacher Subject Template for say the core subjects from that for the Foundation subjects. 

You can make or amend Subject Templates by going to ‘Options – View/Set admin. data – Subject templates'.  The View/Make/Amend template' screen will show.  Choose a Subject Template from the list. To see what the selected Subject Template will look like on a report, go to 'Templates' on the main menu bar and click 'Test Template'. 

If you click on a box on a Subject Template, you can move it to a new position by dragging and dropping (some boxes on some types of template can't be moved). You can also change the height or width of a box by dragging on the 'handles' (small black rectangles) which appear on the edges of the box when it is selected. Right-clicking on a handle will move or resize the box by 0.5mm. 

If you right-click on a box, the Box properties list will show. On this list you can change all the available properties of the selected box. 

You can add a new box to a Subject Template by first clicking on 'Draw new box' on the 'Templates' drop-down menu. Then find an empty region on the grey background and hold the left mouse button down while you move the pointer and then release the button. Four default templates are embedded in the program and can't be deleted.

If you want to make a new Subject Template you use an existing Subject Template of the desired type as a starting point. You can have several Header templates (you select which one to set as current), but only one Footer template and one Return slip Subject Template, so if you make a new one of any of these, it will overwrite the existing one. You can have as many Teacher Subject Templates as you like.  

Templates can have options boxes, which the teacher selects by clicking, text/grade boxes   on which the teacher can put text or a grade, and can have tick boxes. You can also insert bitmaps. Any bitmaps used in subject templates should be stored on the application path (i.e. in the same folder as the file “Ainform.exe”.  This will ensure that if a database is moved to a different installation the program will be able to find the bitmaps automatically.

Both types of Teacher Subject Template can have report text, depending on the number of lines set for the subject to which they are assigned when the teacher file is made.

Test template button - Click on this button to see what your template will look like. A red box around text shows the precise space occupied by that text. Always do a test print of a new template to be absolutely sure that it is satisfactory.

____________________________________________________________________

Appendix 4 – Report Templates

Using a report template saves work when making the teacher files. A report template is a list of subjects and associated subject templates. You can make a report template by going to 'Options - Report templates'. A few sample report templates are provided initially. To see what is involved, click on 'Select a template' and select 'Standard HT' (HT standing for Head teacher since this template has a box for the HT to write comments). 

You can decide which subjects to use, alter their allowed lines and assign their associated subject templates on this screen.  Note that the lines you assign to a subject in a report template will take priority over the lines for that subject on the subject list. So you can have a different number of lines for the same subject if you use a different report template to make the teacher file.

To see what the template looks like and to fine tune it click the ‘View’ button and the template will show.

You alter the allowed lines for a subject by right or left-clicking on the report writing space on the template. When you are satisfied with the look of your report then click 'Store pattern as template'). If you decide to save your pattern as a report template, then the number of lines for subjects in the subjects list will be changed to whatever you have ended up with on your template.  You will now be able to use this report template when you make your teacher disks.

Note that once a template is made, altering the Max lines and the Subject order on the subject list will have no effect on the template. The template uses the Max lines and the Subject order on the Subject list at the time at which the template is made.

When reports have been returned to the database, the Subject order on the Subject list at the time of printing determines the order in which the subjects are printed.

The subjects will print with the Max lines set in the template unless you change the Max lines on the subject list after the reports have been returned to the database.

Appendix 5 - Report Formats

The 'Standard' report format is the conventional format with which we are all familiar. The report consists of a Header (optional) which includes the school name and school logo, a list of subjects, an attendance report (optional), a footer (optional) in which any required extra information can be written and an acknowledgment slip (optional).

In addition, three other formats are available. These formats are:

OptLG (Options Landscape Grid)

OptL (Options Landscape)

OptP (Options Portrait)

If all subjects use the same template then historical data (data from past reports which used the same subject template) can be shown on these three formats. You can view these additional formats by going to 'Options - View/Set Admin data' and clicking on the 'Subject templates' button. Got to 'Templates' on the main menu bar and click on 'Test Template'. The 'Standard' format of the template will show. Now click on 'Alternative formats' to see how the whole of a pupil report will look using these other formats.  Text appears on the second page (not shown) when using these formats.

How various formats can display - some examples

   Standard                                                 OptLG with one historical comparison


OptL













Appendix 6 - Producing report PDF files for online reporting





Inform Manager is programmed for use with the third-party printer driver “pdfFactory”.


You must have this printer driver installed if Inform Manager is to make pdf files.


To obtain the pdfFactory printer driver, go to the web site at � HYPERLINK http://www.fineprint.com ��www.fineprint.com� and download the pdfFactory printer driver. Follow the instructions for installing the driver.





Two “once only” tasks for making ,pdf files using Inform Manager





Inform manager decides where it wants its temporary pdf files to be stored. The first “once only” task is to tell the pdfFactory what this path is…





Telling the pdfFactory where Inform Manager wants its temporary pdf files to be stored


First ascertain and copy the path where Inform Manager wants its PDF temporary files.


Open Inform Manager and go to “Options – View/Set admin data” and click the  “Style/Printer” button.


The path in the “PDF temporary storage folder” box is where Inform Manager wants its pdf files to be stored. 


Copy this path.





Now tell the pdfFactory about this path…


Go to ‘Printers’ on ‘Control Panel’ and right-click on ‘pdfFactory’.


Click ‘Properties’


Click the ‘Printing Preferences’ button.


Click the ‘Settings’ tab.


Make sure the “AutoSave the most recent’ check box is unchecked.


Click the ‘Folders’ button.


The path in the “AutoSave” box is your PDF temporary storage folder.  


Paste the PDF temporary storage folder path into the “AutoSave” box


Click “OK” and close the pdfFactory dialog boxes.





The second “once only” task is to set the Inform Manager permanent storage folder





b) Setting the Inform Manager permanent storage folder


Open Inform Manager and go to “Options – View/Set admin data” and click the  “Style/Printer” button.


In the “PDF permanent storage folder “ box, write or paste the path to the folder where you want your pdf files to end up. This is where you will find your .pdf files at the end of the process.





Using Inform Manager to make pdf files of pupil reports





When you click ‘Print to pdf’ button on the Print screen (“File – Print”), the program will make pdf files for the reports of all of the pupils showing on the grid. 


The files are saved to the folder you have set as your PDF permanent storage folder and are named according to the pupil name. 


E.g. John Brown’s pdf file is stored as ‘_Brown John_Report.pdf’.
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Each teacher adds her/his comments/marks/grades to her/his own teacher file using the teacher program, from anywhere with an internet connection.





The administrator absorbs                 


the completed teacher files 


into the database. 























The program automatically merges them to make the 


complete reports. 


The reports are then checked, corrected and finally printed (or distributed to parents via email) .
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Using the administrator program -





The administrator:


 1) creates a new database





2) adds the necessary pupil details, teacher names, etc





3) makes teacher files, one for each teacher, and uploads them to the secure location reserved for the school at plvideo.com.


From here they can be accessed by the teachers using the teacher program.
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Appendix 7 - Installing the system – information for your ICT Technician





The administrator application (Ainform6.exe)


This application is used to i) make the teacher files before the reports are written and 


ii) to absorb, merge, correct and print the reports when the teacher files are completed. 





The Teacher application (Tinform6.exe)


This is used to actually write the reports, to distribute the reports to teachers (if a server installation) also to create and modify statement banks. 





The applications work on Windows 95 and all later versions of Windows, including Windows8.





Non-network installation





Installing the administrator program


Only the administrator needs a copy of the administrator program.


Choose a computer to which you have easy access.


Insert the supplied CD, which will autorun, and follow the on-screen instructions. A green 'handshake' icon pointing to the program (A-Inform6.exe) will be installed on the desktop.





Installing the teacher program


Each teacher needs a copy of the teacher program on her personal computer.


Insert the supplied CD, which will autorun, and follow the on-screen instructions. A green 'handshake' icon pointing to the program (T-Inform6.exe) will be installed on the desktop.





Network installation





Using Inform6 via the network is recommended.  All teacher files are made simultaneously and added to the server. Teachers access their files from a work-station. They can write them on the work-station or download for working at home. They return the file to a work- station when finished. The administrator absorbs all of the returned teacher files with a single click.





Installing the admin and teacher programs on the school server


Firstly you need to decide on to which server drive you intend to install the two programs. You should install to a drive on the server to which the teachers have read/write access from work-stations (usually a ‘shared drive’).





Now log-on to a work-station with full privileges. Download and run the install program from the web site. Install each of the programs. When each install reaches the stage where you have the opportunity to choose the location for the program(s), install both the admin (Manager) program and the teacher program (Inform Reporter) to their own folders under the folder ‘Inform6’ on your chosen drive. For example, assuming that the drive letter is ‘J’, install the admin program to folder “J:\Inform6\AInform6” and install the teacher program to folder “J:\Inform6\TInform6”. There is no need to make these folders beforehand – the install program can make them for you 





Setting access to the two programs


Set the permissions for the folder “J:\Inform6\AInform6” so that only selected individuals may see or write to this folder.





Set the permissions for the folder “J:\Inform6\TInform6” so that teachers have read/write permission for this folder. 





Accessing the teacher program on the server from a Work-station


Teachers need to have access to at least one work-station in the school from which they can use the teacher program on the server.


For the teachers to be able to run the teacher program from a work-station it is necessary that certain files are installed on the work station. The easiest way to do this is to install the “Work Station Enabler” program on to the work station, so the next step is to install this program on each work-station from which the teachers might be expected to need to access the teacher program. 


When installing to a work-station, accept the default location when prompted .


Make sure the green-handshake icon for Tinform.exe on the desktop points to the server installation, not to the local one. 











Accessing the admin program on the server from a work-station


You would expect that only one or two work-stations would be used for accessing the administrator program. These would be the headteacher’s work-station and the Inform administrator’s work-station.


As in the case of the teacher program, to access the admin program on the server requires some files to be installed on the work-station itself, and the easiest way to do this is to install the “Work Station Enabler” program on to the work station. After install, make sure that the green, ‘handshake’ icon for Ainform.exe is pointing to the server version and not to the local version of the program.





Final touches 


You must now perform two actions using the administrator program, A-Inform6.exe.





The first action is to tell the administrator program the location of the teacher program on the server (if the teacher program is installed under the same folder as the administrator program this will not be necessary – the admin program will find the teacher program automatically). To do this, open the administrator program and go to 'Options - View/set admin data - Server'.


Click the 'Server teacher path' button.


Use the explorer type box to find T-Inform.exe on the server. The program will 'beep' when this file is found.


Click 'Store path'. 








The second action is to make a folder on the server for each teacher for storing their files/statements/personal settings etc. 


This function is available from 'Options -View/Set admin data'. 





Click on the 'Server' button and click 'Teacher folders'. You can then assign a folder on the server for each teacher. It is best to include all of the teacher folders under one main folder named ‘Teacher files’ and this folder should be in the main ‘Inform6’ folder on the server. For example, “J:\Inform6\Teacher folders”. Set this as the path for the first teacher on the list and then click the ‘This path for all’ button. Then click the ‘Update Server’ button. The program will make these folders for you and store their locations in its memory for future use. It is necessary that each teacher has read/write access to their folder. 





The folder will be used to store the teacher's file in two situations:


when making teacher files from a list and the 'Server' option is chosen as the file destination, and


after a file has been made manually and you choose the 'Add file to server and to TFL_file' option.





This will allow the teachers to access their files on the server. In addition, the administrator can now collect completed files from the server in one operation by doing a server trawl.
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