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Code of Conduct and Privacy

The school CASES21 database contains personal and health information about students, family
members and staff.

Database queries, data extractions and disclosures must only be carried out by authorised officers
and must comply with the Department’s Information Privacy Policy and ICT Security Policy, and
the Code of Conduct for the Victorian Public Sector.

The relevant information privacy principles which need to be considered are:

Collection

Use and Disclosure

Data Quality

Data Security and Unique Identifiers
Anonymity

Transborder Data Flow.

For more information about these principles go to: School's Privacy Policy.

Department
of Education

4
ORIA
State
Government



https://www.education.vic.gov.au/Pages/schoolsprivacypolicy.aspx

Overview

This Chapter provides a step-by-step process for extracting data from CASES21 to send to your
school’s photography company for ID photo and card production.

When sending this personal information, you should secure all files being sent, particularly if they
could be accessed by people not authorised to view or use the information.

In addition, you will find out how to import student and staff photographs into your school’s
CASES?21 database for use in student and staff records.

Extract Student Data

You need to use worksheets to run this process. If you would like more information on using
worksheets see Chapter 14: Worksheets and Quicklists

Create a folder to store your saved worksheets and import
files.

Schools should import their file from their P Drive

Before you begin, create a folder for storing the extracted data. This ensures that the worksheets
you create are backed up regularly through your CASES21 backup process.

A folder must be created on the shared drive to store the CASES21 worksheet file/s.

By having the files on a shared drive, these files will be included on the normal automated backup
performed overnight.

How to create a folder

Navigate to your shared drive or P Drive.

Right mouse click on the shared drive as shown in the diagram below.
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Select New, then Folder.

A New Folder will
the list of folders
as shown below
shared drive.

. Fold
Organize = Burn New folder Bl q - olaer
= @] Shorteut
Name Date
W Favorites @] Microsoft Access Database
Pl Desktop . 1 Two Rivers 47072 ] IanView BMP File
D load ) X i /04,
l‘. ownloads |/ 2011 QV Upgrade 295 Build 2011 8/04/2, [ XMLDocument
| Recent Places \. 2011 QVTraining Doc and Exe 8/04/21
Contact
. ACASES21 Finance EQY 2013 22/05/] & Mi £t Word D .
S i icrosoft Word Documen
= Libraries . Admin Workshop 3/09/2, X
1| (2] MathApp gow file
@ Documents \. Adobe 29/117)
J’ Music = " e @ Journal Document
L Aim
[&5] Pictures ) Asset View v |[@] Shortcut
B8 Videos Atten Sort by 3 @ Microsoft Project Document
%
. batfil Group by » | |® Mathematica Notebook
% Homegroup |\ Beyor Refresh E]  Microsoft PowerPoint Presentation
| Beyor Customize this folder... Microsoft Publisher Document
1% Computer | Budg | Text Document
&, BLANKDISK (C:) |\ Budg Paste @ Microsoft Visio Drawing
- Data (D) || Budg Paste shortcut Microsoft Excel Worksheet
S install (Witteahnd Ji Budgq & Shared Folder Synchronization | |1, Compressed (zipped) Folder
e users (Vittcahv ./ Budg W » | Briefcase
L transit (ittcahol = 4
Properties

- 173 items Offline

tat

Offline availability: Mot available

e\

—
@U"L‘ﬂ » Computer » users (\ittcahv(7) (U:) »

= [ #2 ][ Search users pittcanvor) (U 2|

& Homegroup

- Computer
£, BLANK DISK (C:)

—a Data (D)
New folder
, File folder

- O @
Date modified Type

22/05/201410:47 ... Filefc
13/02/2014 4:40 PM  File fc
12/05/2009 1:17 PM  File fc
24/04/2013 10:08 ... Filefc

9/09/2014 4:13 PM Filaf(B

Organize 1l Open Burn MNew folder
-
W Favorites Hame
Ml Desktop | Lalbert
& Downloads . MA Documents
“Zl Recent Places 1 MetSupport
. netsupportvll
4 Libraries 2 | |‘
[F Documents 0 OLT Modules
J) Music .. Password Manager
[&=] Pictures | PAYG EQFY 2013
B8 videos | PAYG EQY

. Payroll Training

. Program Budget Training
1 QuickVic

) QuickVic 2013

1 QuickVic 2014

11/09/201311:21 ... Filefc
16/07/2014 1:34 PM  File fc
5/06/2013 4:59 PM File fc
26/06/2014 9:58 AM  File fc
30/07/2013 &50 AM  File fc
23/09/2008 1:58 PM  File fc
8/09/2014 8:54 AM  File fc
1/07/2013 11:52 AM  File fc
29/04/2014 4:51 PM File fc

- 4] m

| 3

Date modified: 9/09/2014 4:13 PM
Offline availability: Not available

be created in
on the screen
under the

Rename the New Folder to ‘School Photographs 20XX’. Note: You may need to RIGHT click on
the New Folder icon and select Rename from the options available if the box is not available to

type into.
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IS = ~
@QU‘L‘E‘ » Computer » users (\ittcahn7) (U2} » - “,‘ ‘ Se ) P |
Organize * 7l Open Burn New folder - M -@-
& Favorites * MName ’ Date modified Type *
Bl Desktop Lalbert 22/05/2014 10:47 ... Filefc
4 Downloads MA Documents 13/02/2014 4:40 PM  File fc
2 Recent Places . NetSupport 12/05/2009 1:17 PM  File fc

. netsupportvll 24/04/2013 10:08 ... Filefc
- Libraries 3 | . School Photographs 20X 9/08/2014 4:13 PM File fi
5 Documents . OLT Modules 11/09/201311:21 ... Filefc
J‘) Music . Password Manager 16/07/2014 1:34 PM  File fc
[ Pictures . PAYG EOFY 2013 5/06/2013 4:59 PM File fc
E Videos PAYG EQY 26/06/2014 9:58 AM  File fc
M Payroll Training 30/07/2013 8:50 AM  File fe
Q% Homegroup . Program Budget Training 23/09/2008 1:59 PM  File fc
. QuickVic 8/09/2014 8:54 AM  Filefc
18| Computer . QuickVic 2013 1/07/201311:52 AM  File fc
&L, BLANK DISK (C:) . QuickVic 2014 29/04/2014 4:51 PM  Filefc _
a Data (D) - | | 1 | 3
School Photographs 20XX  Date modified: 9/09/2014 4:13 PM
l File folder Offline availability: Not available
- J

You have now successfully created a folder in your shared drive
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Data extraction process — students
Open the Utilities | MAZE | View and Report Data | Worksheet — Display SQL Table format.

Click on the Design icon on the toolbar.

N Worksheet - 9991:CASES21 Training 5[ = .
1 k\' g ('.@.' Design
— Home Edit View Help Open the query designer
> 8l &l
& z A ]
Refresh t Sort SQL |Design
I‘.-]iscellan;-:uus : Excel SQL
L

You will see the Query By Example screen showing the last query you worked on, or a blank
query screen if you have not used worksheets previously.

Click on the New Query icon on the toolbar (or Ctrl + N) as indicated in the screen below:

-~ Home @ New Query (Ctrl+N)

f __J Start a new query

Open  Sawe

Query By Example

Miscellaneous SQL Tables

Field:

Click on the Add Table icon on the toolbar or right-click in the blank space in the top section of the
screen and select Add Table.
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Query By Examplg

X

- Home WView Help

ﬁ/J L‘J! f osar @ X ﬁm

Open  Save Mew SQL  Design Add Delete | Apply | Properties
Query Table

Miscellaneous SQL Tables

Add a new table

i AddTlge

Lﬁ Add Table (Ctrl+T) ]

< |

Field:

You will see the Choose Table screen.

- View Help

CH Psalm . o

Open  Save MNew SQL Design Add Delete | Apply | Properties
Query Table

Miscellaneous SQL Tables

Choose Table
Please choose a table to uze

D Major Name Title Table Type TableD.. F «
[ Minar [ KSDTA... HStudent Data Transter Authoris ESDTAUTH Accounts
E— LY LI kNFS Family/Student 1D Sequence Mum  KNFS Accounts
q LAl IsT Students 5T Accounts |3 !
" -ﬁi 5THI Student History ST Tranzactions
Field: [ STMA Subject Selections & Marks ST Tranzactions &
Table: < n b

Sort: =

Click on All, and then select the ST (Students) table. The easiest way to do this is to click on the
heading of the first column (Name), then quickly type ST. This will automatically find and highlight

the ST table.
Click OK.

You will see the following screen:
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/'_“'\ = Query By Example - 9991:CASES21 Training School

= Home View Help

CH @msalz b by &

Open  Save New SQL Design Add Delete | Apply  Properties
Query Table
Miscellaneous SQL Tables

GENDER
HAEMOPHILUSE_S
HEARING_IMPAIR

HEPATITISE_S

m

aCkH

HOME_LANG [KGL] GLKEY" 4
HOUSE [KGHKGHKEY] -

1

5T
FULLTIME s
<[

m b

Field: |
Table: |1
Sort:
Total-
Show: ] ] [ [ [

Critaria-

[m] »

Select the fields listed below by double clicking on the field name within the ST table. These fields
are the ones photographic companies usually request; however, if, for example, your photographer
is also making up student ID cards, you may need to add additional fields such as birth date and
gender.

HOME_GROUP
SURNAME
FIRST_NAME (or PREF_NAME)
STKEY

STATUS

Note: The HOME_GROUP and STATUS fields appear further down in the list. To easily
access these fields, first click in the box and type the first letter of the field, for example ‘H’ for
HOME_GROUP, and continue to type ‘H’ until home group is highlighted.

Note: You can make the table larger so you can see all the rows by left-clicking while dragging
the bottom right corner of the table out.

ST

RISK_MEMO

SCHOOL_YEAR [KCv KCYEEY)

SECOND_MAME

SGB_FUMDED

SGE_TIME_FRACTION

SPEECH_IMPAIR =
T

STRE_FLAG E

You will see the following table on your screen with the fields selected shown in the Field row:
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Field: |- HOME_GROUP SURNANE FIRST_NAME STKEY STATUS B
Table:|s7 sT sT sT sT sT |
Sort:
Total:
Show: 7 7 7 v v v

Criteria:
Or:

Remove the tick from the Show row of the * and STATUS columns. This means the information
won't be displayed in your final worksheet; these fields are purely so you can organise your data.

In the Criteria row of the STATUS column, type =‘ACTV’ (ensure you use single quotation marks).

Select Ascending from the drop-down list in the Sort row of the HOME_GROUP and SURNAME
columns. This sorts home groups and students within those groups in name order from A to Z.

&) 7 Query By Example - 9991:CASES21 Training School = -
——/ Home View Help
CE PsalZ b ] b [
Open  Save MNew SQL Design Add Delete | Apply | Properties
Query Table
Miscellaneous sSQL Tables
ST z
RISK_MEMDO -
SCHOOL_YE&R [KCY.KCYKEY]
SECOND_NAME -
SGB_FUNDED 3
SGE_TIME_FRACTION
SPEECH_IMPAIR
STATUS
STRE_FLAG Z
] T v
Field: = HOME_GROUP SURNAME FIRST_NAME STKEY STATUS =
Table:|sT sT sT sT sT sT
Sort: |Ascanding Ascending
Total:
Show: i v v ] sl
Criteria: SACTV
Or:

Save this query for future use by clicking on the Save icon (or Ctrl + S) in the top toolbar.
You will see the Save Stored SQL Statement screen.

Type a short abbreviation, for example STPHOTOS, into the Stored SQL Key field. This can be
up to 10 characters long, with no spaces or extensions.

Type a more descriptive title into the Stored SQL Title field, as shown below. This description can
be up to 30 characters long including spaces.

Click OK.

11 ORIA Department

State of Education
Government




Fm
|

COpen | Save

Store an SOL statement
H Please enter a key and title for the SEL query that is being stored

Miscellaneous

REPEAT
RESIDE
RISK_AL
RISK_ME] Stared SOL Key  [sTPHOTOS
SCHOOL _
SECOMD|  Stored SALTifle [ Studert Photos 2010
SGB_FU
SGB_TI
SPEECH]
STATUS
STRE_FL

Field: - [ Dp[ Carcel |

You will now be able to retrieve this SQL query for later use by simply opening the saved SQL
guery file. See Chapter 14: Worksheets and Quicklists for more information on this process.

You will again see the Query By Example screen.

Click the Apply icon on the toolbar.
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You will see the following screen containing your query data in worksheet form:

3 Worksheet 29991:CASES21 Training School = o) |

A tome Edit  View  Help
Y | woies (S0 [~] gay [T
& Z A i
Refresh Sort Sort 5QL Design
Ascending Descending
Miscellaneous Excel SQL
|HOME_GROUP | SURNAME |FIRST_NAME| STKEY
1 00A IASHTON Jane ASHO051
2 |00A BOBROFF Mary BOB0051
3 |ooA BOXSHALL Steven BOX0002
4 00A BULLEM Mark BLLO0SS
5 |00A CHIMINELLO  |Anne CHID053
6 |00A COMBE Louise ComMoooz
7 00A DOMALD Julie DOMO0aT
8 |00A GRECH James GRED053
3 |00A HAMILTOMN Lara HAMODS3
10 |00A HUMAY Louise HUMO053
11 |00A KARANASIOS |Anthony KARQD52
12 |00A KLEIMANM Kenneth KLED051
13 |00A LEOMARDS  |Cynthia LEOO0A1
14 |00A MALIN Joan MAL0053
15 |00A MOHAMAD Kathleen MOHD052
16 |00A OCCHIPINTI  Elizabeth DCCo051

m| »

Check to make sure the data is correct. If you need to adjust your selection, return to the Query
By Example screen by clicking on the Design icon on the toolbar.

Select all the cells within the Worksheet screen by clicking on the blank square to the left of

HOME_GROUP, or click on Edit, then click on Select All.

A

Click on the Export to Excel icon w8« to open a spreadsheet called Selected Items -
CAZWorksheet — Microsoft Excel

-

@

Refresh

| pa| =

RS T =N

13

= WDrkEthEE ggg;-EEEEC".I‘I T T T B o |
Home Edit  viqw| @ Export to Excel
Place the selected data into Excel
Al Zl - , =
Z A L
Sort Sort | Copyto
Ascending Descending|| | to Excel Excel File
Miscellaneous Excel SQL

UP| SURMAME |FIRST NAME| STKEY
Jane ASHO051
BOBROFF Mary 10

KSHALL St .
BULLEM Mark BULODSA
CHIMINELLO Anne X

R AD
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The following notifications may occur:

Worksheet

our version of Microsoft Excel is set to always trust Visual Basic Code,
This allows accass from programms ather than Maze, which can be a
security rizk.

wiould wou like to turn this option off when exiting 'Work sheet?

[ D ot prompt me again

[ es ] [ Mo ] [ Cancel

Select No to continue.

Worksheet

“rour version of Microsoft Excel does not trust Visual Basic Code.
Trust is required ta export data from ‘Worksheet.

Choose "Alwaps Trust' to alwaps trust Visual Bazic Code,
Choose 'Trust Once' to trust Visual B asic Code for thiz operation only,
Choosge "Cancel' if you dont want to trust Visual Basic Code.

[] Do not prompt me again

[Alwa_l,ls Trust] [ Truzt Once ] [ Cancel ]

Select Always Trust to continue.

Note: If the spreadsheet does not appear, it may be sitting in the bottom toolbar.

Click on the flashing CAZWorksheet button.

i Worksheet -... '

The worksheet will open in excel.

Click on the Office button, then select Save As then Excel Workbook and save to the
photographer’s folder you have already created on your U: drive.

Note: For instructions on creating this file, see the Create a folder on your CASES21

fileserver section in this Chapter.

= ¥or = Selected Items - CAZ\
m Home Insert Page Layout Farmulas Data |
=l .
Information about Emt
‘ Save As I |
Lag”
w | 5ave as Adobe PDF A Permissions
ALL ") A
Open E Nyone can open, ¢
= op "_iE this workbook.
5 ) Protect
L Close Workbook =
Info
.
Recent _ Prepare for Shari
[ E23 Before sharing this f
Mew - Document proj
CIheckfnr author's name
o sEUEs Hidden columr

Name the spreadsheet, specify the format required in the Type field, then Save.
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Secure the file before sending it to your school’s photographic company. See the Confidentiality
section in this Chapter for instructions.

Note: You should secure all files that contain personal information, particularly if they could be
accessible to people not authorised to view/use that data.
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Extract Staff Data

Prior to commencing the data export for your school staff members, you need to check staff

details.

Check staff details
Open the Staff | Records | Personal | Add

Click on the Faculty panel-tab.

or Modify Staff Details [SF11001] format.

Ensure all current staff members are marked as ACTV (Active) in the Staff status field. To do
this, click on the Staff ID drop-down list and check the staff status column, as shown below:

SF11001 Staff - Display - 9991:CASES21 Training School

_Il@ vHome
IEHIT o W

Edit View Help

Mew Save Refresh Print Print First
Preview~  ~
Records Print

Demographic | Faculty | Emergency | Operator |

@aen a

Pr Mext Last Search Conti

eviaus

Mavigate

| Staff ID:

AND E||Hr Stuart ANDERSON

Eey Learning Ar

Sfkey Sumame

AWD ANDERSOM
BAkK BAKER
BEH BEHMER
BEHM BEHMER

Staff Status

First Mame
Stuart

Ben

Anna
Erma

All remaining staff should be marked as left or inactive. If you need to change a staff member’s
status, select their Staff ID and change the staff status field, as shown below:

SF11001 Staff - Display - 9991:CASES21 Training School S

(=R =T |

Home Edit View Help

HS e M

3
MNew

w3

£3 Cancel

% Search Fields

J

Teaching majors:

Save Refresh Print Print First Prewious Next Last Search Continue Execute X
P IF Results List
Records Print Mavigate Search
Demographic | Faculty |Emergency| Operatur|
Edit Record
StaffID: | AND Mr Stuart ANDERSON
Key Learning Areas: This school

Staffstatus: [ACTV |[2] Active

Details
Active

Options

ACTY

LEFT Left dagronl

16

Department
of Education

ORIA

State
Government




Data extraction process — staff
Open the Utilities | MAZE | View and Report Data | Worksheet — Display SQL Table format.

Follow the steps in the Data extraction process — students section of this Chapter (above). Select
Add Table or right-click in the blank space in the top section of the screen and select Add Table.

You will see the Choose Table screen.

When you open the Choose Table screen, select All then SF. The easiest way to do this is to
click on the heading of the first column (Name), then quickly type SF, which highlights the staff
table.

Choosze Table
Fleaze choose a table to uze

D b ajor M ame Title Table Type Tah
[ tiror |j.| SADP Accident Prevention Measures SAD Transactions
E! Wigwg [ sal Accident [rsalvements/Sickbay SAl Accounts
All |j.| Sall Accident Imvolverent [njuries Sal Tranzactions
D—J SAlM Sickbay Medication Adminiztrat SAl Tranzactions

SF. nts
D—J SFPD Staff Profeszional Development SF Tranzactions
|j.| SFOA Staff Qualifications SF Tranzactions
D—J SFAY Staff Awailability for Calenda SF Tranzactions
|j.| SFAD Staff Availability i Guilk SF Tranzactions
[C] SK_HR... HRMS Import T able SK_HRAMS Accounts

[C]5K_HR... THRMS Temp Impart Table Sk_HRMST Accounts

4 | i

Click OK.

You will see the following Query by Example screen, with a list of all the fields available from
the SF (Staff) table listed in the top section of the screen:
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’L}\ = Query By Example - 9991:CASES21 Training School (=[E] X |

—/ Home View Help

W @@ G0

Open  Save MNew S esig Add Delete | Apply | Properties
Query Table
Miscellaneous SQL Tables

SF
SF. o~
SFEEY
SURMNAME
ACC_EXTRAS
AVAILARILITYD
AAILABILITYDZ
AAlLABILITYO3
AVAILABILITYD4 &

m

Fl 1 b

Field: - =
Table: | sF T
Sort:
Total:
Show: [l ] [
Criteria:
Or: i
« [m 3
tul CASES 2 Wersion 3

From the SF table list, select fields by double-clicking on them. The names of these fields will
appear in the Field row of the table. The fields listed below are the ones photographic companies
usually request. Select in the order below so you can sort your worksheet by staff members’
surnames:
SURNAME
FIRST_NAME (or PREF_NAME)
SFKEY
STAFF_STATUS
Note: The STAFF_STATUS field appears further down in the list. To easily access this field,
continue to type the initial letter ‘S’ until the STAFF_STATUS field is highlighted.

Remove the tick from the Show row of the * and STAFF_STATUS columns. This means the
information won’t be displayed in your final worksheet; these fields are purely for organising your
data.

In the Criteria row of the STAFF_STATUS column, type =‘ACTV’ (it is not case sensitive but
ensure you use single quotation marks).

Select Ascending from the drop-down list in the Sort row of the SURNAME, FIRST_NAME, and
SFKEY columns. This orders staff names by surname then first name.
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e (L1}

Field: = SURNAME FIRST_MAME SFKEY STAFF_STATUS

Table: | s SF SF SF SF
Sort: Ascending Aszcending Ascending
Total:
Show: =l [
Criteria: “'acty’
Or:

Save this query for future use by selecting the Save icon in the top toolbar.
You will see the Save Stored SQL Statement screen.

Type a short abbreviation, for example SFPHOTOS, into the Stored SQL Key field. This can be
up to 10 characters long, with no spaces or extensions.

Type a more descriptive title into the Stored SQL Title field, as shown below. This description can
be up to 30 characters long including spaces.

Click OK.

[ A
—/ Home Wiew Help

ClE psaz 0Ly

eLLURE TV 4 Save Stored SQL Statement

Miscellaneous Store an SOL statement
H Flease enter a key and title for the SOL query that is being stored
RaME.
RELIGIO
REPORT
ROOM [ Stored SOL key SFPHOTOS
SECOMD ]
SKILL_O Stored SOL Title |Staff Phatas 2010
STAFF_P
STAFF_S
I
Field: |«
Table: |sf

sot Lo |

You will now be able to retrieve this SQL query for later use by simply opening the SQL query
file. See Chapter 14: Worksheets and Quicklists for further instructions.

You will again see the Query By Example screen.

Click Apply on the toolbar.

You will see the following screen containing your query data in worksheet form:

19
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Worksheet - 9991:CASES21 Training Schog

@

Refresh

Home

2l

Sort

Edit View Help
z Tables | SOL.
A d :

Sort

Ascending Descending
Miscellaneous

Excel

[ ] SURNAME |FIRST NAME| SFKEY

1 |ANDERSON Stuart AND
2 |BAKER Ben BAK
3 [BEHMER JAnna BEH
4 |BEHMER Emma BEHM
§ |BELYEA  |Colin BEL
6 |BELYEA  Teena BELY
7 |BLACK Stacy BLA
8 |BLACK Vanessa BLAC
9 |BOURNE  Shane BOU

Check to make sure the data is correct. If you need to adjust your selection, return to the Query

By Example screen by clicking on the Design icon on the toolbar.

Make any changes, and click Apply on the toolbar.

Select all the cells within the worksheet screen by clicking on the blank square to the left of the

SURNAME cell, or click on Select All from the Edit menu.

Click on the Export to Excel icon to open a spreadsheet called Selected ltems -

CAZWorksheet — Microsoft Excel

Save to the folder you have already created in your shared drive. See the Extract Student Data

section of this Chapter (above) for further instructions.
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Data extraction process — staff by home group

You can link staff photos to their assigned home groups, for example for class or group photos,

using the following process:

Follow the steps above in Data extraction process — staff until you have added all the staff fields
to your query. Before you save the query you need to add another two fields from a separate

table.

Right click in the blank space beside the SF table, select Add Table to add a second table.

I./}\\ & Query By Example - 9991:CASES21 Training Sch
__/ Home View Help
L RsaZ & Bv &
Open  Save MNew SQL Design Add Delete | Apply | Properties
Query Table
Miscellaneowus SQL Tables
SF
SF= " -
SFREY = @ Add Table (Ctrl+T)
SURKNAKME Add \ tabl
ACC_ERTRAS 3 new tahie
AhalLARILIT01
AalLABILITY02 ' Add Table
AhalLABILITYO3
Al LABILITY04 52 &
4 | Ll
Field: | supnamEe FIRST_MAME SFKEY STAFF_STA
Table: |sF SF SF SF
Sort: Ascending Ascending Ascending

You will again see the Choose Table screen.

Click on All, and select the KGC (Home Groups) table on the right. The easiest way to do this is
to click on the heading of the first column (Name), then quickly type KGC, which highlights the

Home Groups table.

Table

Choosze Table
Fleaze chooze 5 table to uze

CIkGCHI

[ M ajor Marne Title
[ Mirar @ DFF Family Financial Transactions
’-_TJ! iz Ij DFT Family Woluntary Tranzactions
FIDFE BPAY Receipts

C

Home Groups

Harne Group History

Table Type T:
DF Transactions

DF Tranzactions

DF Trangzactions

KGC Accounts

FKECHI Accounts

1|

(L

Options

ofs

Click OK.

You will see the following screen:
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[

A.i\' T Query By Example - 9991:CASES21 Training School
[

Home View Help
CH Fsa’” H. B4 Y
Open  Save Mew SQL Design Add Delete | Apply | Properties
Query Table
Miscellaneous SQL Tables
SF KGC

SF.* -~ KGC* o~

SFEEY FGCKEY

SURMAME DESCRIFTION =

ALCC_EXTRAS ACTIVE

AdalLABILITYO CAMPUS [SCILSCIKEY])

AAILARILITYDZ FEMALES

AWAILABILITYO3 HG_SIZE

AAILARILITYD4 ¥ L DATE <
- m

From the KGC table list, double-click on:

KGCKEY
ACTIVE

In the Criteria row of the ACTIVE column, type =‘Y’ (ensure you use single quotation marks). This
will select only the active home groups assigned to each staff member.

KGC
KGC* i
KGCKEY
DESCRIPTION
ACTIVE
CAMPUS [SC1SCIKEY)
FEMALES
HG_SIZE
- L/ DATE -

m

I

STAFF_STATUS KGCKEY ACTVE
SF KGC KGC

Where
O (=]

= "acty’ ="

Remove the tick from the Show row of the ACTIVE column. This means the information won’t be
displayed in your final worksheet; these fields are purely for organising your data.

Save this query for future use by selecting Save from the top toolbar.

You will see the Save Stored SQL Statement screen.

Type a short abbreviation, for example SF_ HGPHOTO, into the Stored SQL Key field. This can
be up to 10 characters long, with no spaces or extensions.
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Type a more descriptive title into the Stored SQL Title field, as shown below. This description can
be up to 30 characters long including spaces.

B Save Stored SQL Statement

Store an SOL statement
H Flease enter a key and title for the S0L query that is being stored

Stored SOL Key SF_HGPHOTO

Staored SOL Title |Staff Home Group Photos 2000

Click OK.

You will now be able to retrieve this SQL query for later use by simply opening the SQL query
file. See Chapter 14: Worksheets and Quicklists for more information on this process.

You will again see the Query By Example screen.

Click Apply on the toolbar.

You will see the following screen containing your query data in worksheet form:

‘}\ 5 Worksheet - 9991:CASES21 Training School | o]
—/ Home Edit View Help
-] Al Zl (i | Tables saL [
A® Z A X #4e
Refresh Sort Sort Export Copyto SQL Design
Ascending Descending || to Excel Excel File
Miscellaneous Excel SqQL
|_ SURMAME |FIRST_MNAME | SFKEY |KGCKEY -
1 |BAKER Ban BAK 04A E
2 |BELYEA Calin BEL 028
3 |BRYCE Jamie BRY 02A
4 |CRAMER Timothy CRA 048
5 |CROWE Tanya CROZ2 094
6 |CROWHURST David CRO3 098
7 |GAYWOOD | Peter GAY 07TA
[+] Pt w1l 1 9] Lo TR Fatull AA R

Check to make sure the data is correct. If you need to adjust your selection, return to the Query
By Example screen by clicking on the Design icon on the toolbar.

Select all the cells within the worksheet screen by clicking on the blank square to the left of the
SURNAME cell (indicated by the red square), or click Select All in the Edit menu.

Export your worksheet to Excel and save to the folder you have already created in your U: drive.
See the Extract Student Data section in this Chapter (above) for instructions.
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Confidentiality

After you have extracted the student and staff data you must ensure this information is protected
and securely transferred to an authorised person or organisation.

Complete a Confidentiality Deed with the person or organisation receiving your
school’s data.

Protect your data file with a password and personally tell the appropriate person the
password. Under no circumstances should the password be written down or sent by
email.

If you are sending media containing your school’s student or staff details via ordinary
mail ensure it is registered.

Password protect your Excel files

You can use passwords to prevent other people from opening or modifying your documents and
excel workbooks. Passwords are case sensitive. Please keep in mind that Microsoft cannot
retrieve forgotten passwords so use a password you can easily remember, or, if you write it
down, ensure it is keep in a secure place.

If you want the photographic company to enter a password before they open the file AND
whenever they make changes, set up the password protection as follows.

Open each file containing the extracted student and staff data you previously saved to the school
photographer’s folder on your U: drive.

Click on File, then Protect Workbook, and then click on Encrypt with Password.

& = |= Selected Items - CAZWorksheet - Microsoft Excel
.i. Home Insert Page Layout Formulas Data Review View Add-Ins
' Information about Embedded Object
E Save As
4| Save as Adobe PDF [ﬁ Permissions
(1)
= Open B Anyone can open, copy, and change any part of
Ly el this workbook,
£ Clase Protect

Workbook =

Mark as Final

Let readers know the workbook is final
and make it read-only.

%

¢ it contains:

(/=] Encrypt with Password
New *5? Require | 2password to open this sth and
workbook,
Print = Protect Current Sheet
_,g Control what types of changes people can
make to the current sheet.
Save & Send
= Protect Workbook Structure
_,g Prevent unwanted changes to the structure
Help of the workbook, such as adding sheets,
ﬁ Restrict Permission by People

] Options _Q Grant people access while removing their  *
Q ability to edit, copy, or print.
Exit
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In the Encrypt Document dialog box, in the Password field, type a password, and then click OK.

Encrypt Document M
Encrypt the contents of this file
Password:
FEEREE

Caution: If you lose or forget the passwaord, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

o) (Ccma ]

Lag

Note: Excel passwords can be up to 255 characters long (including letters, numbers, spaces,

and symbols). Use a password that combines all these elements (for example F10weR) for
added security.

In the Confirm Password field, in the Reenter password box, type the password again

Click OK.
Confirm Password @I&J
Encrypt the contents of this file

Reenter password;

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

oK ] [ Cancel

Save the file.

Send Student and Staff Data

Once you have extracted and saved your data, and protected the files with passwords, you can
copy the files to CD to post to the photographic company, or send as attachments via email.

Make sure you give the photographic company the file password(s) orally, either in person or
over the phone. Do not write them down or send by email.
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Import Student or Staff Photographs

This format allows you to import photographs into CASES21 from the file produced by the
photography company, either via CD or hard drive.

Any new photos to be uploaded into CASES21 must be in JPG format with dimensions 170 X 220
at a resolution of 150dpi, and have a plain, preferably white, background. Photos need to be less
than 50kb in size. Photos that have already been uploaded to CASES21 will be automatically
resized to the correct size and resolution.

Important note: To import the files successfully the photograph files must be named as the
student code or staff ID. You will have previously sent this information to the photographers
using the processes outlined above for extracting and exporting data.

You can allocate photographs to all students who are Active (ACTV), Inactive (INAC), or Leaving
(LVNG) by their year level or home group.

There is no delete function for student or staff picture files in Load Student Photograph format.
To delete a photograph already loaded use the SF11001 format for staff, and the ST11001 format
for students. However, a photograph can be replaced by simply rerunning the import process.
This replaces the existing photograph on your school’'s CASES21 database with the most current
photograph from the CD or hard drive file.

Import student photographs
Open the Students | ID Cards & Photos | Photographs | Load Student Photographs task.

You will see the following Load Student or Staff Photographs screen:

@ Load Student or Staff Photographs

Load new piciures [ View settings

CASES21 Training School Campus 1

Select Picture Folder cA

[ selectan | [ DeselectAl | [ Rotate |

[ mport |
. Click on Select Picture Folder and browse to the location that contains the student
photos.
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Click OK. The photo files will appear on the left of the Student or Staff Photographs screen.

To select an individual student, click on their ID

27

. Schools should import their file from their P Drive

Browse For Folder

JE=XE)

1, C21 VICSUPER FILES
. CASES21
|, CASES21 2008 Admin EQY
. CASES21 Admin EQY 2009
, CASES21 Admin Principals Overview
. CASES21 Admin Student Photos 2010
.. CASES21 Administration
) Cases21 Census
|, Cases21 EQY 2007 ADMIN
. CASES21 EQY 2007 FINANCE
| CASES21 EQY 2008 Admin
, Cases21 EQY Finance 2008
|, CASES21 Exports
|, CASES21 FINANCE
. CASES21 Finance EOFY 2007

]

@ Load Student or Staff Phomvaphs

Load new pictures ‘ View settings

CASES21 Training School Campus 1

Select Picture Folder U:\CASES21 Admin Student Photos 2010\

CAI0053 jpg
CHI0053.jpg

GRE0058 jpg
HIG0053.jpg
JENO0055.jpg

[ selectAll | [ DeselectAll | [ Rotate |

Load new pictures [ View settings ‘

CASES21 Training School Campus 1

[Select Picture Folder ] UACASES21 Admin Student PH

CAI0053 jpg
CHI0053 jpg
GRE0058.jpg
JENO055 jpg
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To select a number of students, click on the first selected student’s ID, hold down the Ctrl key and
click on any additional students you wish to select.

OR

To select all students, click on the Select All button

Load new pictures \ View settings ‘

CASES21 Training School Campus 1

Select Picture Folder | U:\CASES21 Admin Student Photos 2010\

CAI0053.jpg
CHI0053 jpg
GREO0058 jpg
HIG0053 jpg
JEN0055.ipg

[ selectall | [ DeselectAll | [ Rotate

By selecting one file at a time, you can ensure the photo is the right way up. If it isn’t, simply click
on the Rotate button

Click on the Import button to import the photos into CASES21. Wait while the selected photos are
loaded.

A message will display underneath the Import button indicating the number of pictures that were
successfully imported

& Load Student or Stalf Photographs

Load new pictures View settings

CASES21 Training School Campus 1

[ select Picture Foider | UNCASES21 Admin

CHI0053 jpg
COP.jpg
GREO0058.jpag
KLEOO51.jpg
LEOO0O051. jpg
PHIOO055. jpg

[ selectan | [ Deselectal | [ Rotate |

3 pictures successfully imported.

Close the Load Student or Staff Photographs window.
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Import staff photographs
Open the Staff | Photographs | Photographs | Load Staff Photos format.

You will see the Load Student or Staff Photographs screen.

@) Load Student or Staff Photagraphs

Load new pictures | View settings

CASES21 Training School Campus 1

Select Picture Folder cA

[ selectall | [ DeselectAll | [ Rotate

[_import __|

Schools should import their file from their P Drive

Select the staff members whose photos you want to load.

To select an individual staff member, click on their ID.

OR

To select a number of staff, click on the first selected staff ID, hold down the Ctrl key and
click on any additional staff you wish to select

OR
If you want to select all staff in the list, click on the Select All button.

A message will display underneath the Import button indicating the number of pictures that were
successfully imported

Close the Load Student or Staff Photographs window.
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Add Individual Photographs

This process is an alternative to the import process above and allows you to update or add photos
to individual student or staff files when necessary.

Individual student photographs

Open the Students | Enrolment/Transfer | Individual Enrol | Enter or Modify Student Enrolment
Details [ST11001] format.

Select the student you want from the Student ID field.

Right-click in the blank square below the Preferred name field (or on the old photo, if you are
updating a student’s photo) and select Insert.

o ST11001 Student Information - Display - 9991.C21019991 [=1T= .
- Home o View relz
BHL wzrEm s HA DN
Y & = o L i » ! ALy
New Fatrpin Framr Pt Pt Pt b N Fast  Previoun boast Lz "
Freview - v 10 POF ~ Dot~ 1o VEINL * s 7 Resuiy Lt
Recors i fergatse  Seax "
Cetals  ramiy | Demop | scmest Sk | Medcal | Drwrpency Contacts | France | Studest Sepports | Operstar
€42 Recerd
Stedect O ADCO0%S ADEPON Sy
Sumare  ADEPON CAACet Suzans ATEO%D
Toe (W Genger. N Vae
fest gves name  Siye Srthdate 20100007 Ape 1308
Second gves name  Starne Bvdate prood sighted Y
Prefered nave Sk frroimect date:  WOLOM

Sates.  ALTV

Vear wvel 02
— Home grovp. 324 W Sam N
" L:;"_}hv; g 2
’ Howse RED.H
- o
| home address 204 Dywater Aveose

QUANDOND
VC 20N

- Reuge

Stedert home Sleghone <81 3 0142 9632
Pubieh 1o mede: U Stugect motde
Stadert C-ral
Oenery rotey

EDUOT\C2TADMINTEST2 CASES2! Vern 9

You will see the Choose Picture screen.
Select the drive and folder where the student photographs are located.

You will see a list of all the photographs in this folder.

Click once on the student’s photograph you want to import.

The selected photograph appears in the grey square to the right of this screen, as shown
below:
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B choose Picture

Lookin | || Student Phates 2010 BEEES=E
MName Date modi.. Type Size

Estudemi

EstudenB

File name: ‘ student3 | [ DpenRe—J
I
Files of type: ‘ Pictures ‘ - | [ Cancel ]

Enable Preview

Click Open and the student’s photo will appear in their record.

Details | Family | Demographics | School | Restriction/Risk | Medical |

Student ID: | ADE0OOS0 ADEPOJU Skye

Surname:  ADEPOJU

Title: | Mr
First given name: |Skye B
Second given name: | Sharne Birthdate proof
Preferred name: | Skye Enrolms

Ye
Hom

Timetablin

Student home: g

Student home tel

Save your changes.

Individual staff photographs
Open the Staff | Records | Personal | Add or Modify Staff Details [SF11001] format.

Select the staff member you want from the Staff ID field.

Right click in the blank square below the Car registration field (or click on the old photo, if you are
updating a staff member’s picture) and select Insert.

31

ORIA

State
Government

Department
of Education



‘. '. ” & Costiiae  J Show 44 Rennnits
Lt

Ao B Ressits tint
Mavgate ‘ Search

f1oste |
X4 Town Sreet
WLLARSTOWN
VC 018

+01 ) 5478 5509
«61 417 003 403

oces |

398 Tewn Sveet

| EOUODT\CZVAOMNTES 12 Prnse b SF STAFF_AIC T CASESZ Venond
=

To add individual staff photographs, follow the process outlined above for adding individual student
photographs.
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