April 2008

Using your Phoenix system to create a SCHOLAR return.
1. Pupil registration

There is software on your existing Phoenix system to assist with the registering of pupils who intend to use
SCHOLAR materials. Please link with the person that deals with Timetabling.

The document attached, “Creating SCHOLAR Export files from your Phoenix system”, is to help you
with this registration.

Please note that the software produces a csv (comma separated variable) file for transmission to
SCHOLAR. This is to standardise format across all SCHOLAR Phoenix schools.

Schools who send in the data file by 31/5/08 will receive student and teacher passwords to start the new
5™ & 6™ year session.

e In summary, therefore, we hope that you will be able to produce an appropriate Phoenix-
generated csv file for initial SCHOLAR registration for session 2008-09.

NB: Because of the danger of losing leading zeroes from SCNs in spreadsheets, you should NOT
attempt to open the csv file before despatch. (If you wish, you could make a copy of the file and open
that. Note that leading SCN zeroes may disappear when that file is opened.)

We feel that a uniform approach by all Phoenix schools will assist at the SCHOLAR end and also enable
Phoenix software enhancements to be made that will ease the administrative burden on schools.

After receipt of your first csv file, information will be sent to you regarding passwords and future registration
updates.

PLEASE NOTE - the student passwords must be given to the pupils. At no time should a pupil be given
the school cpd password which is only for teacher use.

Do NOT send in more than one csv file in the first instance.

2. Staff registration

This year we intend to automate the registration of staff and the issue of passwords.

Please note the instructions regarding the export/import of staff data files on page 4 of the attached
document:

“Creating SCHOLAR Export files from your Phoenix system”.

e We hope that you will also be able to produce an appropriate Phoenix-generated csv file for
SCHOLAR teachers for session 2008-09.
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Creating SCHOLAR export files from your Phoenix system.

These instructions are intended for operators or co-coordinators who are unfamiliar with the SCHOLAR
export/import process located in the SQA2000 module in Phoenix (> Reports & Analysis > Standard reports).
Experienced operators may find them somewhat laboured but they should act as an aide-memoire.

(Please note, however, that we are introducing electronic issue of Staff passwords this year. See Page 4.)

1. Initial Phoenix set-up requirements:

e The SCHOLAR export process is dependent on students being allocated to appropriate SQA courses.
(This does NOT mean that the students have to be enrolled as candidates with SQA at this stage.)

e Allocation to courses in Phoenix is handled in Curriculum Manager and, for next session, the details need
to be set up in advance of the new session so that the SCHOLAR data can be extracted.

e The following exemplar should look familiar to Phoenix users. Teaching sets for students doing SCHOLAR -
related courses would need to be set up in advance for next session. This should be done in April/May if
you intend to make a SCHOLAR export to obtain materials for June.
(If you are unable to create these sets, you will need to seek help from your usual Phoenix support system.)

Teaching Sets 05/06

/Ensure correct session.

Set code | 5E10 Marne |

Biology (H)

Year group(s) ISEISE. 4
Option Block [T

Subject code IBID &
Timetable Block | |

i

=

CIL3

Default Teacher IDHE &
Cefault Room IHI? &

Max Periods / week I 0 Current Periods /

Start date I 12 06 2005

Stop date
Taotal hours taught

@k Search

(Q Find |

Marks/Gra

Default SOA code IHU-12—CUU? j‘/Default set level IHSH &

Timetahle

Sub-divide set |

|
Pupils in 5B10 - Biology [H] (05/06])

Acadernic Year
05/06 )Ensure correct SQA

default code for the set.
(If none of your sets for
next session have
default codes, use
Quick edit Set details to
enter SQA codes.)

If your teaching sets
contain students who
are doing SQA courses
at different levels, you
will need to click on

upils (Students) and
then edit the exams for
the individual(s)

Boys 6 Girls 9 Total 13
Click on column heading to change sort arder

Foll M2

20165

AGHEH Jodie

S d EUpls |

S d TiEar YeErs

concerned.

Here is an example.

The first student is to take
AH rather than H Biology.

lick on student.
Click on Edit exam.

Edit Exam ./

Select pupils and then click
on the blue button

Select Advanced Higher

| _and-then highlight

C007 Biology and click

L—
on Select.

E=
£ co05  Artand Design Enquiry: Design
£ coo4  Artand Design Enquiry: Expre

Biolagy
Chemistry
C115  Emalish

20025 BOTTOMLEY Matthew Jonathan
20153 CAREY Fern Ladonng oz HEH MO-12-Co07
20117 CARMOCHAM James Colin L1 HEH M- 12-Co07?
20126 CARSON Gordon Hatson oz HEH M- 12-Co07?
20033 CHAMAR IH Luke Christopher E& HEH MHO-12-Co07?
20162 COOK Amy Liliok MG HEH MO- 12-Co0y
20163 CRAVENE Kirsty M& HEH HO-12-Co07
(20179 OAREY Laura oz HEH M- 12-Co07?
20157 OARHELL HMorwenrnm Elaine Bz HEH M- 12-Co07?
20129 DEMPSTER Hicola 0z HEH M= 12-Co07?
HEH MO-12-Co07
Select Asseszsment group W
HEH 0—1z2-C007
~#ssessment Groups o i Ni-1z-co0? L
Code Group
Advanced Higﬁ ;I
—1

M&d |

eleteall |

Each composite set can
be handled in this way.
It is time well spent

since, when you do

your SQA entries, you
can use the Enrol from
sets option.
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e Once you are confident that students who are starting in SCHOLAR - related courses have been linked to
appropriate sets and SQA exams in Curriculum Manager for session 2008-09, you are ready to produce
an export file:

2. Producing a Student Export file:

Gointo > SQA2000 > Reports & Analysis > Standard Reports

Pull down the slider to reveal near
pottom of the list; Scholar Interface.
Select: Scholar Student Export.

Standard Reports

cadernic ¥ear ——————— Lentre Mo Now click on Print Report
| 04,405 | ‘ 5016138 |
You will then see a screen message:
—Report —Option:
SCE Higher - use bands =] -
SCE Higher - use qrades Do you wish to export for
Csvs 08/09 or 07/087?
Higher Still - External unit grade
::9“? ?é” ;C"”r” arade Use the 08/09 option for next
Strp Rt sessions’ students who will take
Stage return Margihs setf SQA eXams in 2009. You can do
Schalar [nterface this 1@ produce a Scholar Export

Scholar Student Export

as goon as you have set up your

rriculum files for session
08/09 and allocated SQA

Scholar Staff Import .

Pupil Password List courses to .the students in the

Staff Password List S5/6 teaching sets.

STACS Reports
56 Whole School Summary

Scholar Staff Export
Scholar Student Import

You will need to take care with

N W hole Sehool Surmmary 5 / Print Rl composite classes as, for
S Suhiect Statiaties examp|e’ some may be doing
AH Biology and others H

g Do you wish to export for 05706 or 04/057 Biology.

If in doubt, seek help from your
usual EA Phoenix help source.

04/05 0540y
. Once you have selected the appropriate session, you will see the export-process taking place.
. It should not take long. When the process is complete, you will see a screen message:
9 Do you want to select a folder or export to the data /Alternatively, you can use the browse facility to select an
exchange Tolder? appropriate destination for the file.
For users who do not have direct access to their Data
Exchange folder, this will be the sensible route to take.
l3ha”9‘9| Szt (Some users just send the file to their Desktop.)

Click here to send the file to Data Exchange in your Phoenix folder. It is a .csv file named Scholar_nnnnnn.csv
(where nnnnnn is your school SEED number.) It is wise to check that a correct data export file has been made,

BUT DO NOT OPEN IT. (If you really want to see it, make a copy and open that!)
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& DataExch

Go into your Data Exchange folder (or other folder if you used Select) and locate the file.

El mE B

You will probably find a large number of files
in this folder. The quickest way to find the

Scholar file could be to click on View on the

task bar and Arrange icons ... by Date

3. You should now check the data.

S = R @y | X
Back Eansarnd Up Cut Copy Paste Unda Delete
| Eile Edit | View<€Eo—Favortes—tety T
J Add ressl Toolbars » /
—— — « Statuz Bar /
E=plarer Bar » . <
C v aslweb Page Imported  Scholar 59
Datal ® Large lcons
Small lcons
: ) List
Select an i 0
descriptior Details Sc:holar_ES ANAC LEAWE Anac co
LCustamize this Folder. ..
fia | I I
Arrange [cons by M ame
Line Up lcons by Type Clncident  KIAC
Eefresh by Sige pes. PGP Locations. PGP H
Folder Options. .. I I

_l'he actual icon you see will depend on your
local applications software. This example is
from a system running Excel version 8.0.

If you double click on the icon, it may open up
directly in Excel (or another spreadsheet
application). Do NOT do this!

If you cannot resist taking a look, right click
on the icon and make a copy. You can then
open the copy.

The important thing is to e-mail the
unopened copy of Scholar_nnnnnn.csv

to SCHOLAR.

As stated before, there is no need to open the file if you are happy that your teaching sets in Curriculum Manager
were properly set up. If unsure, make a copy of the file and open it in your spreadsheet or other suitable application.

Send the original .csv file by e-mail to: ssreg@hw.ac.uk

If you do not have e-mail facilities on you Phoenix workstation, you will need to send the file to a workstation
that does have e-mail facilities. The simplest way to do this is probably to save the .csv file to a floppy disk
first by copying it from the Data Exchange folder. (This can be done at the Print Report stage by using the

Select browse facility if you wish.)

Now take the floppy to your e-mail workstation and e-mail it to: ssreg@hw.ac.uk

When your .csv file arrives at SCHOLAR, passwords are added to the student names on the file.

SCHOLAR then e-mails the original file back to you. On receipt of this, DO NOT OPEN THE FILE.

Dealing with the Student Import file:

In Phoenix goto > SQA2000

Standard Reports

—Academic Year |—Centre Nu.—|
04405 '

— Flease select the scholar

—Reports 0

[ SCE Higher The file should be called:

SCE Higher
CSYS Scholar_5915135 cev
Higher 5til1
Higher Still

Standard Gr

file to import.

Ok

> Reports & Analysis > Standard Reports

lick on Scholar Student Import and
you will get this screen message.

lick OK and then locate your import
file from SCHOLAR by finding it
using the “browse” facility.
Yo may have stored the incoming
on a floppy disk if your e-mail
facilities are at a different PC. You
may have chosen to put the file into
the Phoenix Data Exchange or into
My Documents. The choice is yours.
(Some users have decided to create

SEED Returns
Stage return

Scholar Interface
Scholar Student Export
Scholar Staff Export
Scholar Student Import

Scholar Staff Impart

Margi}éet—up |

a separate SCHOLAR folder in
Data Exchange or in My Docs).

Once you have located the file

Scholar_ nnnnnn.csv, you open it
and it will import.

/

You can now use the Student

Pupil Passward Listy
Staff Password List

Password List facility to create
password lists by teaching set etc.
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Select import file EHE |
Look in: | 3 apps =l ﬁl

1 Help G 15 chots lbr Evample F
| =ie] P_Agze.zip Aodgdbei ﬁ\s Group.ing
| zie| P_Opts.zip Blank:.lbr lookups.c
1 Resource Copy Archived Abzences. lbr ﬁ\s Module.in
@ 1CE stract. lbr DoneMod niewFs_A
@ ZCE stract. lbr E zample Central.ini OCCE CEY
KN — ol

File narme: || Open I
Files af tupe: |,-i'-.|| Files %] j Cancel |

Note: Student passwords are stored in Pupil Records > Current pupils > External IDs. They are also stored
for leavers. If a pupil is readmitted during the session, her/his SCHOLAR password will still show.
SCHOLAR will deactivate student passwords at the end of the academic session. If a student enrols in
a SCHOLAR-based course for the next academic session, Phoenix will overwrite the old password with
a new one supplied by SCHOLAR in June (or later, depending on the date of the .csv enrolment.)

5. Producing a Staff Export file:

Automatic export of data from Phoenix for staff attached to courses using SCHOLAR materials depends
on the staff being attached to a specific teaching set. This can be achieved in one of two ways:

a. Make the staff member the Default teacher in the teaching set record in Curriculum Manager
b. Allocate the staff member at least one teaching period with the teaching set for the 2008-09 timetable.
If you do not have the 2008-09 timetable entered, then allocate the teacher(s) as defaults using:

Curriculum Manager > Teaching sets > Quick edit teaching set details.
Select S5/6 and Default teacher and allocate staff to appropriate teaching set(s).
(You can always remove this data later if you wish, after you have made a SCHOLAR export.)

It is worth noting that once a staff SCHOLAR password has been imported into Phoenix, it will remain with
that teacher and appears on printed staff password lists. However, the password will NOT WORK once
SCHOLAR deactivates it (usually at the end of June in the relevant session.)

If a member of staff is responsible for and/or is timetabled for a SCHOLAR-based teaching set in the next
academic session, a new password will be issued and will import into Phoenix, overwriting the old one.
(Staff may therefore have two passwords available in June, one referring to the current academic session
and a newly issued one for the new academic session. They should both work to access the SCHOLAR
details for the relevant teaching set(s), but only the latest one issued will be available in Phoenix.)

The export/import procedures for staff details/passwords are similar to those for students:

Scholar Interface .
Scholar Student Export | _—  Exports staff data (session-dependent.)
Scholar Staff Export / | _— Imports staff passwords (overwrites any existing
Scholar Student |mp0‘r/ passwords stored in Phoenix.)
Scholar Staff |mport P Prints list of Staff passwords currently stored in Phoenix -
Fupil Password L13t/ not session dependent. (Remember that old session
Staff Pasaword List passwords will probably not work after end of July.)
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The Staff .csv files are more robust than those for pupils since they are unlikely to contain numerical data
beginning with a zero. They may therefore be opened (for the inquisitive) without problem.

Staff passwords will not appear on screen in Personnel Records in Phoenix.
However, current staff SCHOLAR passwords will appear in the staff Complete Record report accessed via:
Personnel Manager > Reports > Standard Reports > Complete Record.

Summary:

Ensure that Curriculum Manager is properly set up with students correctly enrolled for 2008-09.
Ensure SQA default exam codes set for each teaching set, and “exception students” exams edited.
Do Scholar Student Export. Send unopened .csv file to SCHOLAR.

Ensure either default teacher set or teacher(s) timetabled for each set.

Send Scholar Staff Export .csv file to SCHOLAR.

Do Scholar Student Import from unopened .csv file from SCHOLAR.

Do Scholar Staff Import (from .csv file from SCHOLAR).

Print password lists in appropriate form (E.g. by teaching set.)

Inform staff of passwords via printed list.

(Phoenix version 1.29 will store the current staff password in Personnel Manager.)

After students/staff return in August, repeat the export/import processes as and when student/staff
changes are made to teaching sets.
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