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Overview
The EAS (Electronic Assessment Sheet) is the teacher’s data entry module of ReportCard2.0. This module is usually the only thing you need to know how to use in order to enter assessment results into the system. It lets you enter results such as outcomes, test marks, grades and comments for your students. You have your own username and password to login to the system, and this ensures that you will only see the classes that you teach, and no other classes.

The EAS is very flexible, as there are multiples modes that it can be run in. There is the normal mode at school, where you login directly to the networked database. There is a distributed mode where a ‘mini-databases’ is copied to your local computer and you can work quickly locally, there is a take home mode, so that you can enter data on your computer at home, and there is also a laptop mode, where you can use the EAS at school, or away from the school network. This flexibility allows you to enter your student’s results anywhere you like, whether it’s at school, in the comfort of your home, or at the local park.
This document is designed to give you an understanding of how the system works. It will show you how to login, logout, import, export, and work on your assessment data. If there is anything that is not covered in this manual, please contact your ReportCard Administrator for further help.
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Chapter 2

Exporting Data from School
To begin using the EAS (Electronic Assessment Sheet) at home, you will first need to export your data from school. We will assume that EAS and WinZip are both installed on your computer at school. If not, speak to your IT Coordinator about getting this installed.
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Double-click on the EAS shortcut to start the EAS program.

You should now see the EAS login screen, as shown below:
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Note: If the Advanced button doesn’t appear in the login screen, you will need to speak to your ReportCard Administrator and ask them to activate the Take Home Disks feature.

On the EAS login screen you should see a picture of 2 computers on the right. This indicates that the EAS has a connection to your school database. You can find out where your database is located by double-clicking on the picture of 2 computers. 
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This shows where your current active database is located. The path will be different in each school. The EAS version is also displayed here. If you don’t have EAS Version: 1.0.0.177, speak to your IT Coordinator about upgrading to the latest version. 

When you export data, the EAS will create a ‘mini-database’ that contains only the data that is relevant to you, i.e. it will only export the classes that you are assigned to teach. It will then zip up this ‘mini-database’ and then ask you where you want to save this data. Normally you would export to a floppy disk or USB drive, but you can actually export the file anywhere you like, for example, your desktop. The name of the zipped up file is called arcstaffdata.zip. 
This zip file contains your ‘mini-database’, which is called arcdata.mdb. It is zipped up so that it can fit onto a floppy disk, which is only capable of holding 1.44 megabytes of data. You can also export to a USB drive, but you can’t export to a CD or DVD.
OK, let’s begin the export. The first step is to click on the advanced button on the EAS login screen. Next, type in your username and password. Each teacher is given a unique username and password. If you don’t know your login details, speak to your ReportCard Administrator.
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Once you have typed in your username and password, click on the Log in button. You should now see the following screen:
[image: image4.png]User Name:
Password @g
Standerd << Cancel

L EniDae -





In the above example, it shows the Mr Michael Allen is logged in. You now have two options:

· Enter Data

· Export File

You can click on the Enter Data button if you want to work on the EAS at school, but to export the data, click on the Export File button. In a few moments, you will be asked where you want to export the file to.
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You can click on the 3 ½ Floppy (A:), a USB drive (each USB thumb drive creates its own drive letter), or any other folder you like. Once you select a location, click OK. 
If you are using WinZip in the evaluation mode, the following window will appear:
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Click on the Use Evaluation Version button to continue. If your school has purchased WinZip, this notice will not appear. EAS will now export the arcstaffdata.zip file to the folder of your choice. If the export was successful, you will see the following message.
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This message is saying that you will not be able to login to the EAS at school and work on your assessment data, because you have exported it. Once you import the data back into the school, you will then be able to work on the EAS at school. You should now have a file called arcstaffdata.zip on your floppy disk (or other location). 
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Once you have export the data, the only option is to import a file back in. To close the EAS, click Cancel. 

Note: This does not cancel the export, it just closes the EAS.

If you had any problems exporting the data, speak to your ReportCard Administrator.
If you accidentally lose your floppy disk before you take it home, you can ask your ReportCard Administrator to allow you to create a new take home disk. They will reset your login status, and you can then do an advanced login to EAS and export the data again. 

Note: If using Windows 2000, make sure that you shut down the USB drive before pulling it out of the USB port. Not doing this could corrupt the file.
Chapter 3

Importing Data at Home
To begin using the EAS (Electronic Assessment Sheet) at home, you will first need to export your data from school. The instructions for this are in Chapter 2 – Exporting Data from School. We will assume that this has been done. 
To begin importing your data into your home computer, double-click on the EAS shortcut on your desktop. 
You should see the following message:
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Select yes. You will now see the following:
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Because there is no data on this PC, you will need to import your data file. Click on the Import File button, and locate the arcstaffdata.zip file. The EAS will first open the 3 ½ Floppy (A:) drive, but you can change the location by clicking on the drop-down list (next to Look in:).
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Once you find the file, double-click on the arcstaffdata.zip file, or select it and then click on the Open button. If this WinZip evaluation message appears, click on the Use Evaluation Version button to continue. Once the import is complete, the EAS will look like this:
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The picture on the right shows only one computer. This indicates that you are in stand-alone mode. This means that the EAS has a local database (your database) on the computer, and you can now login. Enter your username and password (the same as that used in EAS at school) and then click on the Log in button. You will then see the following:
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You have two options:

· Enter Data

· Export File

Click on the Enter Data button to begin working on the EAS at home. Click on the Export File button when you have finished working on the EAS at home, and want to export the file back onto the floppy disk (or other location). 

Once you click Enter Data, the EAS will appear.


Once you have finished entering data, click on the red close button on the top-right corner to exit out of the EAS. Your data is still on the computer though, and it is sitting in a folder called C:\Program Files\ReportCard2\LocalDB. The name of your ‘mini-database’ is called arcdata.mdb. If you want to export your data back onto a floppy disk, you will need to do an advanced login. 
To do an advanced login, run EAS (double-click on the EAS shortcut on your desktop) and then click on the advanced button. Now enter your username and password, and click Log in. Of the two options available, click on the Export File button. The export procedure is the same as when exporting data from school (see Chapter 2 – Exporting Data from School).
Chapter 4

Manual Import and Export
In the case that you have tried to import or export data at home, but you have received an error, you can do a manual import or export by following the instructions in this chapter.
When you are at home and you have your data on a floppy disk (or other location), and for some reason the import has failed (e.g. runtime error), there are 2 things that the EAS can do to your file.

1. Leave the file intact, called arcstaffdata.zip

2. Rename the arcstaffdata.zip file to BUPStaff-150605.bup (where the 150605 is the data, 15th June 2005)

Note: If you don’t see any file extensions (.zip, .bup etc.) then you will need to enable this. Double-click on My Computer [image: image14.png]


 and click on Tools, Folder Options.
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Click on the View tab, and then untick the ‘Hide extensions of known file types’ setting.
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If the arcstaffdata.zip file on you floppy disk has remained intact, you will not need to do anything at this point to change it. If the EAS renamed the file to a .bup file (.bup means backup), right-click on the file and select rename, and rename the file to arcstaffdata.zip. If you get a warning message from Windows, just click yes to change the file name extension.
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Now that you have an arcstaffdata.zip file, you are ready for the next step. Right-click on the arcstaffdata.zip file and select copy. Go to C:\Program Files\ReportCard2. In this folder, you should see a folder called LocalDB. If not, you can create this folder by clicking on File, New Folder and call it LocalDB. Double-click on the LocalDB, and select Edit, Paste. 
Now that the arcstaffdata.zip file is in the C:\Program Files\ReportCard2\LocalDB folder, right-click on it and select WinZip, Extract to here. The arcdata.mdb file should pop out. 

Right-click on the arcstaffdata.zip file and select rename, and rename it to oldarcstaffdata.zip.


You can now run the EAS by clicking on the EAS shortcut on your desktop. 

You should now be in stand alone mode, which is indicated by the picture of one computer on the EAS login screen. 
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Type your username and password, and then click Log in. Once you have finished working on the EAS, and you want to export it back to a floppy disk (or other location) manually, perform the following steps:
Double-click on My Computer [image: image19.png]


 and go to C:\Program Files\ReportCard2\LocalDB.

Right-click on the file called arcdata.mdb and select WinZip, Add to arcdata.zip. If using an evaluation version of WinZip, click the Use Evaluation Version button to continue. You should now see a file called arcstaffdata.zip. Right-click on this file and select copy, and then browse to the 3 ½ Floppy (A:) or other location and paste the file there. To paste, select Edit, Paste from the menu. 

That’s it. You can now take the file back to school.
Note: If using Windows 2000, make sure that you shut down the USB drive before pulling it out of the USB port. Not doing this could corrupt the file.
Chapter 5

Recovering Data
In the case that you have exported data from home and have accidentally lost the floppy disk, you can easily recover the data that you entered because the EAS keeps a backup copy of your database when you export. The backup is stored in C:\Program Files\ReportCard2\LocalDB and the name of the backup file is called BUPStaffData-150605.mdb, where the 150605 is the date, 15th June 2005.
The first thing to do is to check the C:\Program Files\ReportCard2\LocalDB folder and see what the data of the file is. If the data is recent and seems correct, you can then proceed to do a recovery.

To recover the data on your home computer, double-click on the EAS shortcut on your desktop to start the program.

You should see the following message:
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Click no, and you should then see the following message:
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Click yes to proceed with the recovery. The warning message is saying this:

If you export data from home on Sunday, go to school on Monday and realise that you have lost your disk, and then ask the ReportCard Administrator to let you reset the system so that you can login again at school, and then decide on Monday afternoon that you want to go home and recover the data from home, any data you entered at school on Monday will be lost. Therefore, if you have data sitting on your home computer and you want to recover it, you will need to sit it out that day, until the next day when you recover your data from home and import it again.
Once you click yes to proceed with the recovery, you should see the following message:

[image: image22.png]1) towrestort£as and g n s s

&





Click OK and re-start EAS by double-clicking on the EAS shortcut on your desktop.

You will now see the EAS in stand alone mode. 
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To export the data again, do an advanced login (click advanced, then login) and export the file again (as explained in Chapter 2 – Exporting Data from School). Another backup is made by the EAS just in case this new floppy disk is lost also.
Chapter 6

Entering Data
Entering the assessment data into the EAS is very easy. It simply involves selecting a course (the red bar), a class (the green bar), and the student’s name (the black bar) from the drop down lists at the top of the screen, and then  clicking on the buttons on the screen to record the marks. Comments can also be manually typed into the yellow comment box (unless disabled by your ReportCard Administrator).
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As you can see above, you should find the software very easy to master. On average, it takes less than 30 minutes to become comfortable with it. 
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The EAS screen will not always look the same. The example screenshot below shows 14 outcomes, and 22 possible comments that can be used to assess this student’s performance. These items are only included because that is what has been defined for the Geography Yr 8 course in ReportCard2. If the course was to include basic test marks or grades, these items will also appear in the EAS.
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To select a level of achievement for outcomes, click in the relevant grey box. To deselect an achievement level, right click or double click on the black box.
 

To see an explanation of what the achievement Descriptors stand for (eg. A = Outcome Achieved and exceeded, B= Outcome Achieved) simply rest your cursor over the relevant column and the descriptor will appear as a tool tip. 
To add a comment, click on a grey box from the Comment Bank and the comment statement will appear in the comment box below. If you have Auto Ranking activated, you can remove a comment by clicking on the comment box again to remove it.

If you wish to remove a comment and Auto Ranking is not activated, simply highlight the comment statement that you wish to remove in the comment area, and then press the backspace or delete key on your keyboard. To see a comment statement before selecting it, simply rest your cursor over the relevant box and the comment will appear as a tool tip. 

In ReportCard, comments can be given a Value Ranking. This ranking is used by EAS to determinate the order in which comments are combined together to form a single statement.

Generally, clicking on a comment that appears in the ‘a’ column would give a very positive comment, while clicking on a comment from the ‘e’ comment would give a negative comment. Auto Ranking in EAS orders the comments into an appropriate order. The first comments are usually the best comments, followed by the poorer comments, followed by suggestions for improvement. This all depends on what has been defined in the Comment Bank in ReportCard2. If your school has created their own comments but have not assigned value rankings to the comments, then the Auto Ranking will not work correctly.
If you want comments to be automatically ranked, select the Auto Rank Comments checkbox as illustrated below:
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Inactive Students are student’s who have previously been in a class and have then left. If you need to view inactive students, select the Show Inactive Students checkbox.

You can also change your password in the EAS. To do this, select Change Password from the Options menu. Once you change your password, you cannot use your old password anymore. In case you forget your new password, speak to your ReportCard Administrator as they can reset the password and give you a new one.
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When you have finished entering data, simply close the EAS window by clicking on the red ‘X’ button on the top right hand corner. This will shut down the program and ensure that no one else will be able see your assessment data.
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The screenshot above shows another example of the EAS, although this time we are looking at the Divinity course. At the top of the screen, you will see 4 Grades – achievement, effort, homework and conduct. These grades, as well as the 2 simple marks, appear only because they were selected in ReportCard2 to be part of the Divinity course.
The EAS can show a maximum of 5 grades, and 2 simple test marks. If there is a course in your school where more than 2 test marks are needed, you can use the Advanced Markbook, which is accessible from the Markbook View. The Markbook View can be accessed by clicking on the View in Markbook button. 
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If this button is not visible in the EAS, speak to your ReportCard Administrator. Advanced Marks is a feature that can be turned on by an administrator from within ReportCard.
Chapter 7

Advanced Marks
The Advanced Marks is a feature that enables you to enter multiple test marks for your classes. Advanced Marks is a new feature that allows unlimited test marks to be used and reported on. It also enables calculations to be made, such as sum, standardise, range, class ranking etc.

If you don’t use the Advanced Marks for your classes, you can skip this chapter.

To enable the Advanced Marks feature in EAS, speak to your ReportCard Administrator.
The Advanced Marks are different for every course. ReportCard Administrators or senior teachers first define what assessments to include in their courses from within ReportCard, in the Course Designer.

Normally, the EAS can only show 2 simple test marks, as shown below.
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To access the Advanced Marks, click on ‘View in Mark Book’ button at the top, and then click on the Advanced Marks tab.
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Before you can begin entering marks into the Advanced Markbook, you need to unlock the padlock. Simply click on the padlock (which is on the top-left corner of the screen) to unlock it. This prevents accidental changes being made to the data.

If you want to resize the columns, simply put your cursor on the line in-between two columns and drag the line left or right to suit you.

If the ‘Auto-Refresh’ checkbox (bottom-right corner) is ticked, the entire Advanced Markbook will perform all of its calculations immediately after you enter a mark. This can significantly reduce the speed of data entry. We recommend that you untick the ‘Auto-Refresh’ checkbox so that data entry is quicker. Once you want to refresh the screen and perform all of the calculations, click on the Refresh button. 
The scatter graph shown on the top-right corner of the screen will graph the marks of the selected assessment.
In some cases, you may want to estimate marks. To enter an automatically estimated mark, simply type the letter ‘e’ and then select the assessments that you want the estimate to be based on. 

Note: This requires some substantial data to currently exist in the Markbook before it will work correctly.

Estimated marks will appear in yellow. You can enter a manual estimation by typing a mark followed by an e (eg ‘80e’).


Estimated marks will appear on the final reports with an ‘e’ after them, so make sure that you enter the correct results before the printing begins.
If an assessment mark is out of 100, entering a mark above this is known as an ‘illegal mark’, and it will turn red to warn you that you have gone above the limit. It will also automatically reduce the number down to the maximum value.
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If the maximum value is 60, then any mark above 60 will become red (illegal) and the mark will be reduced to 60 (the maximum value).
Underneath the Table Key is a button called ‘Show/Hide Columns’. When you click on this, you have a choice as to which columns you want to see. You can untick any assessments that you don’t want to see in the Advanced Markbook, and click OK.
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Note: In the case that you login to the EAS and can’t see any columns, make sure they are not hidden by checking the Show/Hide Columns feature first.

Do not leave a student result blank. If they did not complete the task, enter ‘0’. If their mark is an estimate, you can enter an estimated amount with an ‘e’ after it e.g. 80e. 

You can also view inactive students (students who have left the class or school) by ticking the ‘Include Inactive Students’ checkbox on the top-right corner.

Chapter 8

EAS Distributed Mode
The Distributed Mode of EAS works slightly different to the normal mode. With EAS in the normal mode, all teachers are working on the same database on the network simultaneously. When this happens, collisions tend to occur, and the software can slow down significantly. Some schools with fast networks and hardware have no problems with this normal mode, but some networks have difficulties with this mode. The solution to the speed and collision problem is the Distributed Mode.
When working in Distributed Mode, when you login to EAS, a ‘mini-database’ is created on your local computer, which contains only the classes and students that you teach. Once this mini-database is transferred to your computer’s local hard drive, you begin working on EAS locally, which is a lot faster. Once you have entered the assessment data and you close the EAS, it will synchronise the local ‘mini-database’ back to the main database on the network.

If the Safe Mode feature has also been activated by your ReportCard Administrator, a backup of your local database will be made on the network before it attempts to synchronise with the main database, and the ReportCard Administrator will be able to recover any of your old ‘mini-databases’ if required.

The synchronisation could take up to 20 seconds, depending on the speed of the network. In the case that two or more teachers login to EAS at about the same time, the subsequent teachers will be put in a queue. Once the teacher who is first in the queue has successfully synchronised their data, the next person will go to the top of the queue (First in the queue) and then the EAS will try to synchronise their data. 
When you login to the EAS, you will join the queue. Below is a sample scenario where one other teacher on the computer called ‘OFFICE-MANAGER’ is first in the queue. 
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The Queue Status shows that you are now 2 in the queue, so you won’t need to wait long. It also shows how long you have been waiting in the queue for. Once you are first in the queue, a message will appear saying that you are now first in the queue. Click OK to continue with the synchronisation.
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Once the synchronisation starts (see screenshot above), it will show you a progress bar. The speed of this depends on the hardware on your PC, the hardware on the server, the speed of the network and the traffic going across your network. You should soon see the EAS appear.
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If you have been waiting in the queue for a long time, you will see the following message:
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If you say no, you will stay in the queue. If you click yes, it will close the EAS. If you were trying to login try logging in to the EAS in a few minutes. If you were working on your assessment data and you decided to give up on the queue, then your assessment data will stored in the mini-database on your machine. 

You will need to login to this machine again later on and close the EAS in order to synchronise the data back to the main database on the network. You will not be allowed to login at another computer, otherwise you could lose data.
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In order to keep things running along in a busy period, the EAS will remove teachers from the queue if their computer takes too long to synchronise. If a teacher is in the queue for over one minute, they will be removed from the queue. They will be notified of this.
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When this occurs, it may be best to speak to your IT Coordinator about the slow computer to see what can be done. The EAS should be removed from any slow or ‘sick’ computers, so that they don’t bog down the entire system.
When you are working in distributed mode, you will know this by looking for the Distributed Mode picture on the top-right corner. 
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  If you see this picture on the EAS window, it means you are working in distributed mode, meaning you are not connected to the main database on the network, but are working locally with a ‘mini-database’ on your computer.

You can now work on your assessment data. Once you are finished, click on the close (x) button on the top-right corner of the screen to close EAS. Before the program will shut down, it must first synchronise the data back to the main database on your network. Again, it will need to join the queue in order to do this. Once the data has been successfully synchronised, you will see the following message. Click OK to shut down the EAS.
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If the EAS was not correctly shut down or the machine was not able to synchronise back to the network (e.g. your server went down, network cable was disconnected etc.), the EAS will leave your ‘mini-database’ on your local computer. 
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Because you may have spent a long time working on your assessment data, ReportCard will record the name of the computer that you worked on, as well as the time you logged in to the EAS, and it will not let you login to the EAS on any other computers until you have successfully synchronised the data on your computer with the database on the network. 
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If you run the EAS and see the message below, it means that the network is not working correctly, and you will need to speak to your Network Administrator. 
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If you run the EAS and see the normal login screen, it means that is working properly.

When the network and/or server is available again, simply login to the EAS on the computer that you were working on to re-open the data on that machine. 
You should see the following question the next time you login to EAS on that computer:
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As this point, you can click yes to re-open the data on this machine. It will then re-open it, and any data entered in a previous session will still be here. Once you close the EAS, it will again attempt to synchronise the data back to the main database on the network. Once this has occurred successfully, you will then be able to login to the EAS on any computer in your school.
If you click no for this message (re-open the data on this machine), you will get the following warning:
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Clicking no means that you don’t want to re-open the data on your local machine, but it could contain your latest data, and this will be overwritten if you proceed. Click no to cancel, or click yes to let the EAS create a new ‘mini-database’ on your computer and overwrite any existing data. 
Note: There is no backup created in this case, and the data will be irretrievably lost.
As part of the EAS data integrity checking, ReportCard assigns a Database ID to each main database. This Database ID is also copied into your ‘mini-database’ when using the Distributed mode. If you login to EAS and re-open a local database on a machine, EAS will check the Database ID and compare it with the Database ID of the main database on your network. If they are different, it will not re-open it as it will cause problems. 
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If it says the Local Database ID is 0, this usually means that there is a blank ‘mini-database’ on your workstation. If this occurs, try logging in again. The EAS should recognise that there is no actual data on the local machine and will just login as usual. If it occurs again, try logging in again but if it asks if you want to re-open the data on the local machine, say no. It will then create a new ‘mini-database’ and you can continue working.
Chapter 9

Laptop Mode
The Laptop Mode is designed for laptops (notebooks) that are carried back and forth between the school network and home. It is not suited for a laptop that is shared among teachers, but is suited for one teacher’s dedicated machine. 
We will assume that the laptop mode has been enabled by your ReportCard Administrator.

When you login to the EAS, it creates a ‘mini-database’ is created on your local computer, which contains only the classes and students that you teach. Once this mini-database is transferred to your computer’s local hard drive, you begin working on EAS locally, which is a lot faster. Once you have entered the assessment data and you close the EAS, it will ask you the following question:
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If you click yes, the EAS will keep your ‘mini-database’ on your laptop. At this point, you are allowed to disconnect the laptop from the school network and take it home. The next time you run EAS, you will see the following screen:
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This indicates that you are in laptop mode, but the EAS cannot see the school network. Type in your username and password, and then click Log in. You can now work on your assessment data whenever you like. When you go back to school and connect the laptop to the network, the login screen will change back to how it originally was.
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When you type your username and password and click Log in, the following message will appear:
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Once you click OK, the EAS will open and you will be able to check that your data is all there, and do any further work if required. Once you close the EAS, it will ask if you want to keep the data on the laptop. When you click no, it will then synchronise the data back to the main database on the network. It is recommended that you periodically synchronise the data back to the main database.
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 This picture will appear on the EAS window when you are in laptop mode and disconnected from the school network.
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 This picture will appear on the EAS window when you are in laptop mode but are still connected to the school network. It is still possible to synchronise the data with the main database on the network.

If you are in laptop mode and are disconnected from the school network, you will not be able to login as any other teacher. If this is attempted, you will see the following message:
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In the case that you want to allow another teacher (such as a husband/wife/flatmate) to use the EAS at home or away from the school network also, you can do this if you connect the laptop to the school network and login as the first teacher, and then close EAS. 
When prompted, just leave the data on the laptop. Now login as another teacher, close EAS and just keep the data on the laptop. You can do this with as many teachers as required. The EAS will build up a collection of ‘mini-databases’ on the laptop, and all of these users will be able to use the EAS once the laptop is disconnected from the network. If this occurs, please be careful not to share your password with other teachers. 

If you would like to disable the laptop mode and use take home disks, speak to your ReportCard Administrator.
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