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Course Description.

SITSCVISION

This course is designed to provide an introduction to the
SITS:Vision client server software. A range of navigation
methods and examples of useful tools will be outlined to
provide the user with a practical introduction to SITS:Vision.

It should be noted that the topics presented during this course
are designed to provide a foundation for further SITS:Vision
training and should be considered preparatory to all other
SITS:Vision courses.

Objectives.

During this course, you will learn many aspects of the SITS:Vision client server including:

ANENENE NN N NENEN

Introduction to SITS:Vision

Differences between SITS:Vision client server and e:Vision
Examples of client server and e:Vision screens

Logging into and out of SITS:Vision client server
Windows tree style menus and the panel buttons

Using commands to display tables/screens

SITS:Vision client server screen components

Further navigation and shortcuts

Record operations:

o]

o]

o]
Tools:

0 O O O O O

Retrieving, adding, deleting & releasing records
Using first, previous, next or last record navigation icons
Wildcards and Boolean operators

Special characters

GoTo field contents

Sorting

Dropping records

Quick analysis

Cross referencing analysis

Exporting quick analysis or cross referencing analysis data.

Pre-requisites.

A

Manual Version 1.2

Any introductory knowledge of using the computer in a Windows

environment will be an advantage although no specialised knowledge of
SITS:Vision or the client server software is necessary. This course will
present a basic introduction to SITS:Vision client server including
navigational topics and a range of tools.
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Notations

The following notations and terms will be used during the course:

Exercise example to work through.

0 Hints, tips and highlighted information.

e Keyboard Shortcuts:
- i.e. CTRL+Q (hold down the CTRL key and press Q)

e Menu ltems:
- i.e. File, Exit

(select the File menu and choose the Quit command or use ALT+F and
then ALT+Q).

e Mouse operations

Select, click or left click:  Click the left button on the mouse.

Double click: Click the left mouse button (primary button) in two quick
successive clicks.

Right click: Click the right mouse button (secondary button) over an area
on the screen to display a context/pop-up menu (the menu
will show a range of suitable commands).

Please note that if your mouse configuration is set to ‘left handed mode’ (instead
\-// of ‘right handed mode’) the buttons will be reversed. In ‘left handed mode’, the
\_, right-most button will be set as the primary button (for single or double clicking)
and the left-most button will be set as the secondary button (i.e. for ‘right click’
operations where a context/pop-up menu will be displayed).

u This course has been designed for users of Windows XP. The screenshots
L' presented throughout this manual will therefore apply windows, icons, screens
U and buttons based on the default Windows XP style.

Disclaimer

The training materials provided in this manual have been created

by the University of London for staff/users of SITS:Vision and
e:Vision. Please note that the training materials are not sourced or

supported by Tribal Group plc.
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Section 1 — Introduction to SITS:Vision

In this section of the course, you will learn about:

Introduction to the SITS:Vision system

o Differences between SITS:Vision client server and e:Vision

e Examples of client server and e:Vision screens.

e Loading SITS:Vision

e Logging into SITS:Vision

e Closing and logging out of SITS:Vision

There is one exercise in this section to help illustrate the above topics:

e Exercise 1A: Loading the SITS:Vision client server software, logging in and closing.
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1.0 Introduction to SITS:Vision

SITS:Vision (also known as SITS), is a management information system used by many
Higher Education institutions across the UK. The SITS:Vision software is supplied by the
company Tribal. The name ‘SITS’ was originally derived from ‘Strategic Information
Technology Services’ who joined Tribal Group plc in October 2004.

SITS:Vision supports the administration of students and courses within universities and
colleges. It is designed to increase efficiency in administrative processes by way of highly
functional software working in conjunction with innovative technologies such as automation
and workflow management.

The software is designed to assist with statutory reporting and the production of flexible
reports using key data. SITS:Vision provides a powerful and reliable database as well as
flexible and efficient software to manage the unique needs of higher education.

There are two sides of SITS:Vision that you will use:

e SITS:Vision client server SITS:VISIO n

SITS:Vision client server provides a ‘back end’ to the system and is useful for infrequent
tasks. SITS:Vision client server cannot be modified with regards to the appearance of
various screens.

e:Vision provides secure portal access via the web and is used to manage the delivery of data
and information from the SITS:Vision client server software. The e:Vision portal is useful
for frequent activities as screens are customised to obtain/store the required information.

Further details with regards to the differences between SITS:Vision client server and e:Vision
are presented in the next section of the course.

SITS:Vision High-Level Table Hierarchy

The diagram shown right presents a
simplified introduction to the hierarchy of
records and the main aspects of the student
lifecycle in SITS:Vision (without the
processing screens).

}

PRS
(Parsonnel)

The MST (Master) table holds the person
information and the related tables show
examples of the roles that a person can
have.

! e:Vision provides secure portal access via the web and is used to manage the delivery of data and information
from the SITS:Vision client server system.

University of London International Programmes 6
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1.1 Differences between SITS:Vision client server and e:Vision

The client server software is provided in an ‘as is’ or ‘out of the S ITSOVI S I 0 n
box” manner in much the same way as most ‘off the shelf’ °
software systems. Client Server

For example, when you install and use an application such as Microsoft Word — this is
provided in an ‘as is’ or ‘out of the box’ fashion. Most (if not all) of the screens are already
created and arranged by the software developer/company. A range of predetermined
icons/menus/tools/dialogs are also provided.

With regards to SITS:Vision client server, a range of useful tables/screens and processes are
already provided by the software so that it can indeed be used in an ‘out of the box” manner.

SITS:Vision client server cannot be modified with regards to the appearance of various
screens. However, not all of the fields in each table/screen need to be necessarily used as
only the desired fields may be utilised as required. Additional fields may also be added to
existing screens (in the form of ‘user defined fields’).

E:Vision provides secure portal access via the web and is used
to manage the delivery of data and information from the e:VISION
SITS:Vision client server software.

Tables/screens can be fully customised (unlike the tables/screens in client server) so that only
the required elements are displayed to a user. Branding can also be applied to e:Vision
screens with regards to colours, logos etc. It should be noted however that not all client
server tables/screens or processes can be represented in e:\ision.

E:Vision is useful for frequent activities as the tables/screens are customised to obtain/store
the required information in the most efficient manner available. Data entry in an e:Vision
screen can also be optimised (for example, when pressing the TAB key to move to another
field, the order in which the cursor moves to another field can be arranged to enhance the
flow of navigation).

Users of SITS:Vision are often advised that the client server can be used for infrequent tasks

(i.e. once-a-day processes for example) or that the client server can be thought of as a
‘back end’ to SITS:Vision. E:Vision can therefore be thought of as a ‘front end”’ for users.

SITS:Vision

) e:Vision
client server

-  Web-based ‘front end’.

- Think of as a ‘back end’. - Useful for frequent activities.

- Useful for infrequent activities. - Tables/screens can be

- Tables/screens cannot be customised and branded.
modified.
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1.2 Examples of client server and e:Vision screens

As an example of the difference between SITS:Vision client server and e:Vision screens, the
screenshots in this section illustrate how information with regards to an Enquirer would be
displayed to a user.

1.2.1 Client server example screens

In this example, the Enquirer Student Detail (ESD) table/screen will be presented to
illustrate a typical screen in the SITS:Vision client server software.

TO Ioad the ESD table (for thls s S'VISIOn University of London Test System 093 ep 2000
example), enter ESD into the " R —
Optlon bOX and SElECt the Run Run - Search x*‘: *‘— ;i Up {2} Home 5 History 5.7 Favourites WE [ view
enu Options arme ode

button, press the TAB key or 2 2 swtem(ﬁms)vs) ;Emmr —_ o
press the ENTER key on the | 2S5y [
number pad. 5 s

ﬁ Enquirer Diaka

I0) Processes/Reports

Alternatively, locate the ESD screen in the following menus: Admissions (MAS), Enquiry

Process Menu, Enquirer Data.

In the example ESD screen, a

3 [ESD] Enquirer Student Detail

record rEIating to an enquirer 0oL University of Landan Train System 17/Feh/2010
- T ASOS i i SR3_ESD
haS been retrleved and Enquirer Student Details (ESD) »
d isplayed . 2 of 2 Enquirer Student Detail (ESD) records UDF
Enguirer (ESD) Code E0300305 Sork Marne DAMNVERS M
Note that methods to Surname DANYERS Encuirer Ttle MR
retrieve records will be | | Frrerei=e NoR e N
outlined durlng a later CFficial Mame Higel Darvvers Edit Mame? []
section of the course Jab Title
: Home Address 12 EASTBOLRME AWENUE Gender M| Mature? O
EALING Date of Birth
. . LONDON Telephone 020 3142 9557
The fields displayed on the ESD RG] | e S et
screen are the default ‘out of the _ Last Cal Date |01.Dec/2009
s . E-mail Address n.danvers@hadden.co.uk Last Call Time 135219
box’ fields provided by the
Eng. Yariation Type ENG Englizh wersion
SOftW&I'e ' Academic Year 20108 | 201001 ACADEMIC YEAR
Contact Method Telephone w
H Source of Interest Iz Infarmation Certre
Note that some fields are left | 2"=" "= —
blank (aS they may be ur]USEd) Inkerview Details v Interview Date
Emnplover
To view additional details with [oomics  [sa26 | encLeano schodl
. Geog. Area |2 OTHER LK Inskitukion
regards to the current record (i.. | regon o S
an Enquirer in this example), the | oeeartnent it umber
aculty xternal rel
use of the Other menu can be =
applied.
Other
. - - Actions
In this example, the Other menu lists all the tables that are directly related t0  agresses »
the current record. calltos
Generated Letters
Inkerview Details
Master »
University of London International Programmes 8
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As a further illustration of viewing
information that is related to a record in
the ESD table/screen, shown right is a
screen displaying data relating to the
calls made by an enquirer.

. . . ; Cther
This information IS actions
presentEd by Selecnng Addresses 3
Call Log

the Other menu and
choosing Call Log.

Generated Letters
Inkerview Details
Master 3

In the Enquiry Student Call (ESC)
window (shown right), each call log
will be listed.

Note that a scrollbar will appear
towards the right-hand side of the
window to enable scrolling up/down.

To return to the ESD table/screen, the
current ESC window must been closed.

As another example of viewing further
information that is related to a record in
the ESD table/screen, shown right is a
screen displaying data relating to the
actions undertaken for an enquirer.

Cther
This information is Actians
H Addresses 3
presented by selecting '™

the Other menu and
choosing Actions.

Generated Letters
Interview Details
Master 3

In the Enquiry Student Actions (ESA)
window (shown right), each Area of
Interest that the enquirer has enquired
about will be shown.

2| Enguiry Student Call (SRS_ESD_ESC)

EEX

1 of 4 Enquiry Student Call (ESC) records for Enquirer DANVERS N
Date 10/Mow 2009 Timne 15:34:31 Areas of Interest ~
Ac, Vear 2009/0 200910 1 |EBa Ba,
Departrment 2 ECC cC
Faculty 3 |ESEC SEC
Source of Nk (IC INFO CENTRE 4
Contack Meth | Telephone w 5
User Code TEMP1 Encjuiries Temporary Looin 1 [}

Date 1Mo 2009 Tirne: 11:59:43 Areas of Interest
Ac, Vear 2009/0 200910 1 |EBF BF
Department 2 BB =]
Faculty 3 |EPHI FHI
Source of Nk |IC INFO CENTRE &
Contack Meth | Telephone w 5
User Code TEMP1 Encjuiries Temporary Looin 1 [}
Date 19Mow2009 Tirne: 16:12:40 Areas of Interest
Ac, Vear 20067 200807 1 |EBa Ba,
Deparkment 2
Faculty 3
Source of Nt |ESWER ESWEB 4
Contact Meth  |IPP enguiry L3 5
User Code: GLEST 6
v
8 Enquiry Student Actions (SRS_ESD_ESA) (=3

1 of 8 Enguiry Student Action (ESA) records For Enguirer DANVERS M
Action code ADMLABEL ADMLABEL Call date 01 Dec/2003 s
Makerial code ADMLABEL ADMLABEL Call time 13:52
Department Call number 0005
Faculky Print action? W
Required? | Date Y |/|05Deci2009 Quantity Required 1
Complete? | Date /| 01Dec/2009
Action code BUSADMPROS | BUSADMPROS Call date 18Mowi2009
Makerial code BUSADMPROS | BUSADMPROS Call time 16:18
Department Call number 0055
Faculby Print action? ¥
Required? [ Date Y| 2302009 Quantity Required 1
Complete? | Date | 19iMow/2009
Action code CISPROS CISPROS Call date 11 Mov/2009
Material code CISPROS CISPROS Call time 11:59
Department Call number 0013
Faculky Print action? ¥
Required? | Date W |15Movi2009 Quantity Required 1
Complete? [ Date W |11 Mov/2009

Note that a scrollbar will appear towards the right-hand side of the window to enable

scrolling up/down.

It should be noted that you cannot return to the ESD window until the current ESA window

has been closed.

University of London International Programmes




University of London International Programmes
SITS Training (Client Server)

(Author: Dr. Richard M. Clark)
Introduction to SITS:Vision Client Server

The examples presented above have been provided to illustrate how many tables/screens are
already available in the SITS:Vision client server software in an ‘out of the box’ manner.
Useful fields can be used where appropriate and any fields that are not required may be
omitted.

Menus can also be used to provide additional information via related tables (i.e. by the use of
the Other menu and any available sub-menu commands). The SITS:Vision client server
software can also be used if the e:Vision portal is not available (i.e. if the e:Vision web-based
service is temporarily offline).

Note that methods to retrieve records and to navigate around client server screens will be
outlined during a subsequent section of the course.

1.2.2 E:Vision example screens

To compare the difference between SITS:Vision client server and e:Vision screens, the
previous example of displaying and exploring data for an Enquirer will be presented below
(using e:Vision screenshots instead of the client server screens).

Home Page

The default home page to be available to all user types.

To display data with regards to an enquirer, in e:Vision
you would firstly need to select the Search and Edit
screen via the available menu.

Enquiries Toolbox

Input External Enguiry

Input

Search and Edit Enquiries
np
Input Anonymous Enquiry

Retrieve Unprinted Questions

Retrieve Mew Prospectus Requests

Search for an enquirer

In first part of the

Search and Ed it Please complete the report options and click the ‘Run Report’ button.
screen, you could Frauirer Ceode
- Call Date (dd/mm/y T
enter any desirable )
details with regards to semcsens B8
Title v

the Enquirer that you
are searching for (i.e.
the family name of the
Enquirer can be Family name danvers

entered into  the Gonder 3
appropriate field as

Forename 1

Forename 2

Forename 3

Address search

shown in the example
displayed right).

After entering suitable
search criteria, select
the Find button (or
press the ENTER

key).

City/State/Province
Postcode

Country

Home email

Home Telephone
Area of Interest (all )
Consent to share info
Method of contact
Source of Interest
Study mode

User code

Clear

Find

University of London International Programmes
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If more than one record
exists for the specified
person (i.e. an Enquirer
in this example), a list
of available records will
be displayed.

List Matching Enquirers

There were 2 matching records found.

1. DANVERS, NEK, , , 27 Mulberry Mews, ,

1aa EXTERNAL, ,,,,,,

2. DANVERS, NIGEL, MR, Male, 12 EASTBOURNE AVENUE, W3 1DR, LONDON, England, n.danvers@hadden.co.uk, 020 3142

9687, EXTERNAL, , Banking and Finance {B5c), International Business {M5c and Postgraduate Diploma), Philosophy (BA), , .

Select the desired record to display further details.

In the View and Edit
Enquirer Details screen
(shown right), the record
for the desired enquirer
will be presented.

Note that in e:Vision,
only the required fields
are displayed on the
screen (in order to avoid
cluttering the screen with
non-required fields).

Beneath the record data,
further information with
regards to the calls that
the enquirer has made
and any actions that have
been completed will also
be displayed.

Note that the calls and
actions areas show that
this example enquirer
has enquired on two
occasions and that the
most recent date has
been recorded against
each appropriate action.

View and Edit Enquirer Details

This page can be used to view and edit enquirer details

TITLE T
FORENAME 1 NIGEL
FORENAME 2

FORENAME 3

FAMILY NAME DANVERS

GENDER Male v

ADDRESS 1 12 EASTBOURNE AVENUE

ADDRESS 2 EALING

ADDRESS 3

ADDRESS 4

oty LONDON

POSTCODE W3 1DR

COUNTRY England b
EMAIL n.danvers@hadden.co.uk

TELEPHONE 020 3142 9687

MAIL RETURNED [No v

EMQUIRER CODE

IS THIS RECORD CLEAN? | CLEAN v

CALL DATE

INTERNAL/EXTERMNAL

USER

LEVEL OF 5TUDY N/A - External b’
CONTACT METHOD Telephone v

SOURCE OF INTEREST Information Centre b
ACCEPT PUBLICITY?

Click here to edit Accept Publicity
CONSENT TO SHARE INFORMATION | No
Click here to return to search

Click here to return to list

Click here to input a new enquiry using the data on this page

Banking and Finance (BSc)
International Business (MSc and Postgraduate Diploma)
Philosophy (BA)

11-NOV-09
Business Administration (BSc)

Creative Computing (BSc)

Information Security (MSc and Postgraduate Diploma)
ACTIONS
MATERIAL CODE

REQUEST MOT FULFILLED
CALLS
DATE AREA OF INTEREST QUESTION/NOTES
01-DEC-09

CALL DATE  COMPLETE!  COMPLETED DATE
ADMLABEL 01-DEC-09 Y 01-DEC-09
EMFSSPROS 01-DEC-09 Y 01-DEC-09
INFOSECPROS 01-DEC-09 Y 01-DEC-09
PGDEADLINE 01-DEC-09 Y 01-DEC-09
FEESLIP 01-DEC-09 Y 01-DEC-09
HUMPROS 01-DEC-09 Y 01-DEC-09
BUSADMPROS 11-NOV-09 Y 11-NOV-0%
CISPROS 11-NOV-09 Y 11-NOV-0%

It should again be noted that e:Vision screens can be tailored to show only the required
information from the SITS:Vision system. The e:Vision screens are hosted via an online
portal but not all aspects of the SITS:Vision client server can be replicated in e:Vision.

The above examples have been presented to illustrate typical tables/screens in the
SITS:Vision client server software and e:Vision. The examples have also been provided to
highlight the differences between the display of SITS:Vision client server and e:Vision
screens. Subsequent sections of this course will further address the use and navigation of the

client server screens.

University of London International Programmes
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1.3 Logging into SITS:Vision client server

From the desktop (or the location/folder where shortcuts to SITS:Vision have been L
installed), double-click the SITS Vision icon. SITS Visi

15100
At the SITS:Vision log in screen (as [EERaT

shown right), enter your username and |g= ed s tep
password. DEHIR Il P | s 2BC0KE | @

# SITS:Vision Logon - vB.2.0

A Note that usernames will be

SITS:VISIon

configured in the format of
ABOO0O (i.e. two characters

7

Usernatme
Password ‘ Ok |

©1996-2009 Tribal Education Ltd.

&1 996-2009 Tribal Education Ltd. A

Press the ENTER key or select the Ok button to continue.

A welcome screen/message board 5'T=‘”siﬂn |

i H . File Edit Misc Hel
will be displayed (an example is |~ — —
shown right).

DEHI Al K 4P| sBKF] @

# SITS:Vision - Message Notice Board

Press the ENTER key or select the
Ok button to continue.

Welcome to SITS:Wision

University of Londan Train System

Wersion 8.2.0

SITsvision

F ok

&1 996-2009 Tribal Education Lid.

University of London International Programmes 12
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After logging into SITS:Vision [GEIEEaren CEx
client server, the SITS Menu |[% =F == = :
. . DEHI D | el 4rH | B0 | @

System will be displayed (an

example is shown right). ) SITS Menu System BEES
SITS:VISIO“ SITS:Vision Menu Options UHUJJ;?"?:

Note that the default view for b run |3 smach | 353] £l £ | 3 e @ sy |k Fevartes | 2| o

SITS:Vision client server is to g;‘:;fgxz;?;:;;is) Mame Code

display the menu in a “Windows [§f = O reams s S

tree style’. = Q sen 29 g?ff.]_‘:i‘f:fsgl?ﬁ
) Histary { Recent Options @P“H'Sh‘”g (1PF)

Further details of the menu [ """ %EWWSI

system will be outlined in a

subsequent  section of the

course.

1.4

There are several methods that can be used to exit and log out of
SITS:Vision client server.  These methods are outlined below:

(i)

(i)

(iii)

(iv)

(v)

Logging out of SITS:Vision client server

SITS: Vision 8.2.0

You can select the close icon to the upper right of the _5 Exit menu system?
menu screen. A dialog box will be displayed and you will —— _=

be prompted with the message “EXxit menu system?”.

Select Yes to exit or No to remain logged in.

You can also select the close u = SIT5: Vision B.2.0
C X}
E‘

icon from the upper right corner
of the main background screen. @ Do you wwart to leave this application?

A dialog box will be displayed and you will be : :
prompted with the message “Do you want to e | [ hio ]
leave this application?”.

Select Yes to exit or No to remain logged in.

Type EX in the option box (towards the upper left of the SITS
Menu System screen). Select Run or press the TAB or ENTER
key (on the number pad) to execute the command and exit
SITS:Vision client server.

& SITS Menu System

grs.vision

“ [}Run

Note that no warning message will be displayed.

75 SITS:vision Menu Options

Double click the Exit command located in .H. E.':'ill: 3 Menu System (MENSYS)

SITS:Vision menu options. () Programmes (CAMS)
. ) . I Admissions (MAas)
Note that no warning message will be displayed. ) Students (SRS)

|5 Publishing {IPP)
From the File menu, select Exit (or choose CTRL+Q as a 4 History | Recent Options

keyboard shortcut). 5'% My Favourite Options
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1.5 Exercise 1A

In this exercise you will load the SITS:Vision client server, log into the system and log out.

1. Ensure that the computer is switched on and logged into a Windows session.

ER s17s: Vision
File Edit Msc Help

DSEHIR | K4 PrH| $a0E ] @

2. From the desktop, double-click o
the SITS Training folder. L

. .. BN 8 sITs:Vision Logon - v8.2.0
Double click the SITS Vision n
Train icon. SEV_
ision Y
. . . . Train ‘
If a ‘security warning’ window is \SITS'VISIOn
displayed, select the Run button.
. Usetnathe ’—|
3. At the log in screen, enter your username (v o |
. Password ,—|
and password (provided by the tutor). I
PreSS the ENTER key Or Select Ok. @1956-2009 Tribal Education Lid. vl
EASITS: Vision 8.2.0
4. The welcome screen/message board |5 5. o) w1 smacs o
will also be displayed. Select the Ok |y e
button again to enter the SITS:Vision : —

client server software. B snxch | 35 B2/ % | ) ol © bistry |3 mrtos | 5 B viw

Name Code
[DMenu System (MENSYS)
(EaProgrammes (CAMS)

5. After logging into SITS:Vision client [ &=
server, the SITS Menu System will be [ # weies _
displayed (an example is shown S
right).

Note that the default view for SITS:Vision client server is to display the menu in a
‘Windows tree style’.

6. You will now explore methods used to exit and log out of SITS:Vision client server,
Choose any of the methods shown below:

5ITS:Vision B.2.0

(1) Select the close icon to the upper right of the menu I
screen and answer Yes when prompted with the - A
“Exit menu system?” dialog. ' ves

or

(i) Select the close icon from the upper e Nision B.2.0
right Corner Of the maln Screen' QDO you weant to leave this application?

Choose Yes when prompted with the dialog “Do
you want to leave this application?”.

or
(ili)  Type EX in the option box (towards the upper left of

the SITS Menu System screen). Select Run or press

the TAB key or the ENTER key on the number pad to

execute the command and exit SITS:Vision client server.

7. If you finish the exercise quickly, repeat all the steps above and try an alternative
method to exit the system (as outlined in step 6 above or section 1.4 in the manual).

(End of Exercise)
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Section 2 — Navigation

In this section of the course, you will learn about:

Windows tree style menus.

e Panel buttons.

e Using commands to display tables/screens.

e SITS:Vision client server screen components.

¢ Further navigation and shortcuts:

» Pull-down menus.

> Right-click menus.

» Keyboard shortcuts.

There are two exercises in this section to help illustrate the above topics:
e Exercise 2A: Exploring the use of menus, panel buttons and navigation techniques.

e Exercise 2B: Exploring a range of menu and keyboard shortcut options.
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2.0  Windows tree style menus and the panel buttons

Although there are several menu (R CER

formats available in the SITS:Vision [¢reyision — e
client server, “Windows tree style” is '

preferred as it offers more
functionality than other styles.

v |> Run - Search | ¢ *‘— ? Up ﬁ Horne: '*_-' Histaory j‘? Favourites a E| Wiew

Mame Code
I3 Menu System (MENSYS)
I Programmes (CAMS)
|5 Admissions {Mas)
L2 Students (SRS)
|E)Publishing (TPFY

To the right is an example of a :
“Windows tree style” view of the ‘ 8 v e o
SITSVISIOn maln menu Optlons ¥ Message & Task Adrinistration Menu A Exit Ex

V) Portal Adrinistration
1) Process Manager Administration Menu
) Stu-Talk Menu

(=2 Supervisor Menu

To the top of the window, panel :
buttons provide a range of useful 53 ot mamveres

A {C3) ©Other Reference Data
faC| I Itles. I Standard Letters
{2 Dictionary Maintenance
{C2) Printer Setup

| [::;. R I_I I-I {L2) System Parameter Maintenance

1) Auditing Maintenance Menu
{5 Master & Access Maintenance
{2 System Messaging Administration
{2 Language Localisation Menu
. {2) Program Maintenance
ODtIOﬂ bOX RU n bUttOﬂ I Advanced Global Update Taols
{3 System Archiving

- . 15 User Meru
After entering a command in the (3 Programmes (cas)

- - 12 Admissions (MAS)

Optlon bOX, the Run button will [ Studerts (SRS)
{5 Publishing (IPP)

run/open a menu option (or the last ||« o ;recen oprers
menu option that was previously L=t

opened).
. F SITS Menu System - K dSearch [Z |[B][X]
The Search button provides access to a = Sptem - Keymord Searcn[B1E)00
o+ Search  Keyword Search window where a [ssarchfor [user @ allwords - O any ward
menu search can be performed. OEnd b R Gear
Marme Code -
Enter a word (or words) in the Search for box, select | [ tserpefied vaiietion petai Lo
All words or Any word (if desired) and choose the | o= et s o
Elnd button. [» User Defined Valication Lo
|> Uszer Vertical Security Relationship LWR
. - - |> User Program Exceptions UPE
A list of results will be displayed and the Run button | & uersecuyroe SR
can be used to run (open) a highlighted option. D User System Parameter Us
|> Uszer Defined Fields By Type uoT
. |> U=er Group haintenance LIGF:
The Clear button will clear/fempty the Keyword | p userverics secuty copy Facity e -

Search window.

A | M The expand all button will expand every branch of the menu tree and the
¥ collapse all button will collapse all branches.
TJ' Up The Up button will move the user from a sub-menu back to the previous

menu (i.e. the next menu higher in the tree).

ﬁ Hame The Home button will move a user to the top of the menu tree.
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o 1) Hiskory The History button will display the ‘history’ folder which will show the
most recently accessed menu options within the current session.

The Favourites button will display menu options that the user has added

- :
-1 Favourites to their ‘favourites’ folder.

The star button presents three options depending on the selected menu option:

1
Jﬁ » Anplusicon is displayed if a menu option can be added to “Favourites”.

& » A no-entry sign is displayed if a menu cannot be added to ‘Favourites’.

1

2 » A cross is shown if a menu option can be removed from the ‘Favourites’ list.

The View button can be used to change the format of the menu options. By
|E| “Wiew selecting the View button, the display of menu commands can be toggled
between list format or icon and text.

rame Code J J J J
IZ)Menu System (MEMSYS)

) Programmes (CAMS) Menu  Program... Admissions  Students
|2 Adrmissians (MAs) Svskem (CAMS) (MAas) (SRS}
D) 5tudents (SRS (MEMNSYS)
I Publishing (IPFY = g‘. i_‘l !

(i) 5173 Vision Manuals WM . . . ]

@ visit MYSITS. com MsC Publishing SITS:MWision — Wisit Exxit

% Exit Ex (IPP) Manuals  MYSITS..,

List format Icon and text

The icons displayed in the SITS:Vision client server indicate the type of menu option
available:

2 Menu A Close

> Option #  History / recent options
@ Process 77 My favourite options
=  Report @ Help

&  User/ Person @] Web Page
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2.1 Using commands to display tables/screens

Each table/screen in SITS:Vision client server can be displayed by using commands instead
of locating a menu in the “Windows tree view” and running/double-clicking the desired menu
option. This provides a very quick and useful method to users who may frequently access a
range of menu options during their use of the system.

In the option box you can enter Ty — DEX
a menu command and press the o : —

S S.VISIOn University of London Train System 28/ ep/2009
TAB key, the ENTER key (On * SITS:Vision Menu Options 21T
the number pad) Or Select the < ESD P D Run - JFearch x*‘: *‘— ¥ Up ﬁ Home #5 History :‘? Favourites j&'_ﬁ m Wiew

i I i ons Mame Code
R un bUtton to qu ICkIy d ISp I ay a 2 Menu System (MENSYS) & Enquirer Student Details ESD
men U Optlon . 2 Programmes (CAMS) |> Enquiry Student Actions ESA

=5 Admissions (MAS)

-3 Enquiry Pracess Menu |> Enquiry Student Call ESC

Applying a shortcut/command 3 feforence bata
can help a user from having to o o rocessesfhepors
find the menu option (i.e. the () Supervisor Meru

. . I External Link Menu
example screen displayed right 1 ) ODBC-Urk Lttes

I5) Paperless processing

shows that the ESD screen is £ Shudents ()
located in the Admissions | &0 Hemeen
(MAS), Enquiry Process Menu, ¢ My Favourite Optians

Enquirer Data folders).

2.2 Exercise 2A

In this exercise you will explore the use of menus, panel buttons and navigation techniques.

1. Ensure that you are logged into SITS:Vision client server and from the panel button
area, select the Home button (so that the SITS:Vision Menu Options is displayed).

2. As an example of opening EPTAr

a menu o tlon, SEIGCt the TC* Priversity of Londan Train System 28/3ep/2009
[+] ICOI‘\p adjacent tO S S.VISIOI’I Enquirer Data 3IT3
H H un earch | 0= o orne | ¥ Histar % Favourites e
Admlss")ns (MAS)' dsITS-Vis\; MeEuZptinns R 2 = ﬁ HN oo o t . Elj -
. . L) Menu System (MENSYS) & Enquirer Student Details EsSD
Select the [+] icon adjacent | = 2 besene i D Encury studsnt actons Esh
to Enquiry Process Menu | & O g P sy e =
R Reference Data
and choose the option Enqurer Dota
. 1) Processes/Reparts
labelled Enquirer Data.
. . . M Cod
3. From the list of options available on the ;EE T ESDDE
. . . ¢4, Enguirer Student Details
right-hand side of the screen, double-click b Enguiw Shudent Actions iy
' Enquiry Student Ca ESC
the Enquirer Student Details icon b dert Cal

In this example the Enquirer Student Details (ESD) window will be displayed. For
the moment we will not need to make use of this window (as it was just an example of
opening a command/window in the SITS:Vision client server software).

(Continued...)
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4. Close the window (select the [ icon D@g| Narne Code
towards the upper right corner of the K= ) Enquirer 'E-tl:lent Detsis ESD
- Enquiry Student Actions ESA
window or press the F4 key). D Enquiry student Cal foc

10.

11.

12.

With the Enquirer Student Details icon still highlighted (as shown above), select the

. i
icon. i) University of London Train System B.2.0

Add 'Enquirer Studert Details' (ESD) to favourites?

When prompted with ‘add to favourites?’, select the 2
Yes button.

You will now open another example menu option using a command instead of
locating the option in the “Windows tree style” view.

Although you are about to open a particular screen/table, do not worry about the
contents of the screen for the moment as this is just an experiment to open a screen by
using a command.

In the option box (upper left corner of the SITS Menu
System window), enter the command TRAN (for the |tramn | I Run
Transfer Options screen) and press the TAB key, the
ENTER key (on the number pad) or select the Run button.

Close the window (select the ﬂ icon towards the upper right corner or press F4).

With the Transfer Options icon still highlighted (as [ e Code
i i ICD1IPP Data IPPD
ShOWI’] rlght)l SeIeCt the T-':"jlﬁ icon. [ Institution Published Programme Join - 1P3
|> Institution Published Programme PP
When prompted with ‘add to favourites?’, select the Yes ﬁijﬁﬁs':t:\,f;;;j;“”ﬁ e
button. %5 Transfer Options TRAN

View the ‘Favourites’ folder by selecting the <7 Favourites button.

You should be able to see the favourites that you

ﬁ‘ Home #0 Hiskory ""’ Favourites @ m Wigw

have added so far. Double click any of the [ | o
favourites to display a screen (and exit the chosen & Enquirer Student Detsik ESD
€3 Transfer Options TRAM

screen afterwards as we will not be using the
selected screen during this exercise).

Back in the Favourites list, select any of the options that you have added so far and

choose the _'.:E button. — :
- University of London, Train System B.2.0

When prompted to Conflrm the removal Of the ARemove'TransferOpﬁons'(TRAN)fromfavourites?
favourite, select the Yes button. The chosen option
will be removed from the favourite list.

Repeat the step above to remove all favourites added to the Favourites list.

(Optional) If you finish the exercise quickly, select the History button ., Hiskary
to re-open any screens that you may have previously viewed. Also try _
the View button to change the display of the menu options. [ wiew

(End of Exercise)
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2.3  SITS:Vision client server screen components

There are four basic kinds of screens within the SITS:Vision client server software. These
screens are:

Data maintenance screens
Process screens

Report screens

SITS:Vision management screens

A typical screen is usually composed as follows:

SITS:Vision application name

Menu bar = EH SITS:Vision B.2.0
= | Fie Edt Goto Misc Other Help
Panel PloEHI A I K 4P H | dR0KE ]| @

Program name > 4|  [CFM] Certificate Form (=13

) ) ) 2 16ATul2009
User, institution & date Certificate Form (CFM) MEN_CFM

Com ponent, menu & program of 0 Certificate Form (CFM) records
Occurrence 4 Code Short Mame Certificate name Width  Printer code
LT | | [ ]I

BoilerplateTEXt/>
Fields

Message line

SITS:Vision will also make use of many windows controls (often referred to as ‘widgets’).
Some examples of these types of controls are:

Appby

e Command buttons K concel A Cleer

e Pull-down/drop-down list
v The pull-down list, displays a list of options that you can choose

o o oft from. Select the down arrow to view all items in the list and move
Non-floating help the mouse over the item to select it (an example is shown left).

HThL =tyle via Internet Explorer

e Option buttons (often referred to as Radio Buttons).

el A group of buttons that present a range of choices to the user. If you select an
%fﬁfijif’e'ete option, all other options are automatically deselected.

e Checkboxes |v

Checkboxes are a set of square boxes that you can select or deselect to turn options on or off.
With regards to checkboxes, you can select more than one box at a time.
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e Tabs | Web Access |Client Server | Passwaord || User Components | Program Exceptions || Syskem Parameters

Some windows contain too many elements to fit in a single area. To partition the window
into groups of commands, tabs are often used. Tabs display headings along the top and you
can select the options under each heading by clicking on the tab itself.

e Spin Boxes

Spin boxes are used to select values. The user can click the up or down

] #% | arrows to increase/decrease the value in the box. Additionally, the user
1" can enter the number in the box directly.

2.4  Further navigation and shortcuts

SITS:Vision provides a number of different methods to perform the same function via
keyboard or mouse interaction. Every user may have a personal preference with regards to
which method to apply. This section therefore outlines a range of techniques that can be used
to navigate around the SITS:Vision client server software.

2.4.1 Pull-down menus

Pull-down menus are located at
the top of the SITS:Vision client EAsITS: Vision 8.2.0

File Edit Misc Help

server window. NDEHI R kel 4rH | a0 ] @
# SITS Menu System H|E|§|
It should be noted that the menu — T a0
H H ;| s‘VISlon Data Query hlenu 3ITS
options may change, depending
on the Window that may be w| B oron 0 search $“: *‘— T Up | (2} Home @ History |57 Favourites :'.31"'5 Bl view

opened in the main screen.

In the main SITS Menu System screen (as shown above), the pull-down menus will consist
of File, Edit, Misc and Help.

EA sITS: Vision 8.2.0
File Edit Goto Misc Other Current Al Help

DEHS A | el 4 W | $2@a0F |

8 [STU] Full Student Details =13
21T 17Aal/2009
ESRE01 Full Student Details (STU) SRE_STU B

Wiew
1 of 0 Student (STU) records e UDF

It should be noted that Eile, Edit, Misc and Help will be available in all screens.

In many other windows, a
different range of menu options
will be displayed (for example
Eile, Edit, Goto, Misc, Other,
Current, All and Help).

Commands via the pull-down menus can be accessed by:
- Selecting a menu by using a mouse.

- Pressing the menu bar key (F10) followed by the underlined letter of the desired menu
(you can also use the arrow keys after pressing F10 to move along/down menus).

- Pressing ALT and the underlined letter of the desired menu.
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The common menus (for all windows in SITS:Vision client server) are shown below:

File
Add Chrl4+M
Retrieve Chrl+R
Stare Chrl45
Delete Al4D
Release
Print Ctrl+p
Expart
Import
Link Start/Stop
Accept Chrl+a
Quit Cl+Q
File menu:
Add
Retrieve
Store
Delete
Release
Print
Export
Import

Link Start/Stop

Accept

Quit

Edit menu:

Cut, Copy, Paste
Clear Field
Edit Field

Zoom

Quick Zoom

Insert Wildcard
Insert Special
Get Text

Write Text
Panel on/off

Edit Goto Misc Help
Cuk Chrl+ Field Ylue Clear screen F12 Help F1
Copy ChrlC Rer Number Prink screen P SITS:Wision Marual Chri+F1
Paste Chrl+y Mext rec Page_Down Message Chrl+M Kevboard help al+F1

Prev rec Page_Lip
Chrl+Page_Up

ChrHPage_Down

Clear Field F7 Print Message

Edit Field
Zoam

First rec
Last rec

Ty SITS Weab site

e:Vision Login
Chrl+2

Down screen Alt+Page_Down

uick Zoom
2 Up screen Ale+Page_Lp | Server Info
; Set IO Level abaout
Insert Widcard r Related Documents
Insert Special Save profile
A chla Load last profile
Wrike bext Chrl+e My personal notes
Panel on | off
Global update

Used to add a new record (which once defined, needs to be stored).

Used to retrieve an existing record based on none, one or many selection criteria.
Stores a new record or an existing record that has been modified.

Removes a record. You will be prompted to confirm the action.

Prepares the retrieved record to be used as a template for a new record.

Used to print a screen. Note that this option is also available on the Misc menu.
Allow data to be extracted from the system for manipulation with other software.
Allows data to be imported from external sources.

Provides the ability to start a Dynamic Data Exchange (DDE) link with another
application. The application can be automatically launched when the user starts
a DDE link and closed when the user terminates the link.

Exits from a program/screen or zoom mode. Accept also accepts a code from a
selection list.

Quit from a program/screen or zoom mode.
without selecting a code.

Quit also exits a selection list

Standard Windows cut/copy/paste commands.
Delete the entry in the field.

The “Edit Field’ option is available for any field that is greater than 50 characters
(where the field is not part of the primary key). The text from the selected field
will be taken through to the ‘Edit Field” screen where it will be possible to
perform Cut, Copy, Paste, Undo, Re-Do, Find, Find Next and Find and Replace.
Increases the size of the working area (as a larger
window). Note that you must un-zoom using the v
button before you scan store a record.

Increases the size of the working area to a full screen
window.

Inserts a wildcard or Boolean operator into a field.

Inserts a special character.

Inserts the contents of text file into the current field.
Writes the contents of the current field into a text file.
Turns the panel (just beneath the menus) on or off.

¥ [STU] Full Student Details

R0l Full Student Details (ST
U 0 St (STUrecords

Stdert o | T

1TEHdI Al mK4d»H | a0 ld]| @
2/ \ NN AN
Clear, retrieve, store, print, message buffer Cut, copy, paste, clear, zoom, help

Global update

Add record, first, previous, next, last

Allows a user to make a change to a field which can be applied to many records
at once.
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Goto menu:

Field Value Go to a value in a field on the record in the retrieved list.

Rec Number Go to a specific record in the retrieved list.

Next rec / Prev rec Go to the next or previous record in the retrieved list.

First rec / Last rec Go to the first or last record in the retrieved list.

Down / Up screen Go the record at the bottom or top of the screen. This option is useful for a list of
simpler records that have been retrieved.

Misc menu:

Clear screen Removes all the current details on the screen (but does not delete them).

Print screen Triggers a process to print the screen.

Message Accesses the message buffer. The buffer may contain error, warning or
information messages.

Print Message Prints the contents of the message buffer.

Quick Analysis Allows the user to run an analysis of the values in a specific field and/or perform
cross analysis with another field (for example: minimum, maximum, total value,
average, count etc).

Sort Allows the user to perform a sort operation.

Drop records Enables the user to drop or keep records from a retrieved list using a variety of
criteria including ranges or values of records. It should be noted that dropped
records are not deleted; they are not available for viewing or processing on the
current screen. This facility is useful if you are amending a large list as you are
able to drop records that have already been viewed or amended.

Set ‘1O’ Level Options can be defined to specify the level to which messages are returned to the
message buffer by the system.
Save profiles Saving a profile enables a user to temporarily store information so that it can be

reused when the screen is next accessed or as part of the retrieval of data.

Load last profile  Allows the user to load the last combination of values that they used to retrieve a
certain set of records if “Save Profiles” had been enabled.

My personal notes Allows the user to add information that is available for inclusion in a standard
letter. The note is created as a text file in the working directory on the user’s PC.

Help menu:
Help Displays the help window in relation to the currently opened window.
SITS:Vision Manual Gives access to the SITS:Vision manual.
Keyboard Help Displays a map of the keyboard with an explanation of the special keys.
My SITS Web Site  Gives access directly to the “My SITS” Website (www.mysits.com)
e:Vision Login Gives access directly to e:Vision via the Internet.
Server Info Provides server information.
About Help with regards to the version of the field, program, its location, privileges
and hot fixes.
2.4.2 RIght-C'le menus Retrieve Clear Field Open Favourites
store Cut View Hist
. . u| 12 FIsLory
You are alsq _able t(_) right-click any of Add Copy Recert bems . b
the SITS:Vision client server screens Delete Pasts

or fields. A context/right-click menu Clear

will be displayed (and the contents | accept Insert Wiidcard ¥

will vary depending on where you Quit Print Field
right-clicked the mouse). Pint
Help
Help
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'
e The GOLD key '
The gold key can be used to provide additional functions when applied |

in conjunction with normal keys. For example GOLD+Z would activate [T = jF ] =
the zoom function. In Windows, the GOLD key is the + key on the

number pad (as shown in the keyboard help window below) @

2.4.3 Keyboard shortcuts

Note that you can also press the ESC key to activate the ‘gold key’ function (which is useful
for keyboards or laptops which may not provide a number pad). For example, to apply the
‘GOLD+Z’ keys for the zoom function you can either press + key on the number pad and Z
or ESC and Z.

e Function keys

The F1 through to F12 keys can also be used as shortcut keys to popular commands:

Key Action GOLD+key CTRL+key ALT+key
F1 Help Help SITS:Vision manuals Keyboard
F2 Detail Detail - -

F3 Accept Accept - -
F4 Quit Quit Quit Exit application
F5 Retrieve - - -

Switch window

F6 Store ) within session )

F7 Clear field Clear field Clear field -

F8 Previous field Previous field - -

F9 Message Message Message -

F10 Activate menu Activate menu - -

F11 Print screen Print screen - -

F12 Clear screen Clear screen Print screen -

o ALT key

goy Chrl+C
Paste Chrl+i

The ALT key can also be used to access keyboard shortcuts with regards to _
menus and commands (in much the same manner as with many other = orey
Windows-based applications). Zoom ez

Quick Zoom

Insert Wildcard 3

Press the ALT key to highlight menu hot keys and then select another | imser speca

keystroke (note that you do not need to hold down the ALT key). Keyboard = settex  cuive
shortcuts are displayed with an underscore (as demonstrated in the example == ™"
menu shown right).

Parel on | off

Global update
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2.5

Exercise 2B

In this exercise, you will explore a range of menu and keyboard shortcut options.

1.

Ensure that you are logged into the SITS:Vision client server
software and from the panel button area, select the Home button (to Hame
make sure that the SITS:Vision Menu Options are displayed).

You will now open a screen so that you can explore a number of keyboard shortcuts.

In the SITS Menu System
screen, open the Enquwer SITSvIsion Unweﬁ;v&ltz:ﬁ;g;;ztn?ystem 09*'5613;21”3;

Student Detail table/screen
by entering ESD into the<
option box (and selecting the
Run button or by pressing
TAB or ENTER from the
number pad).

Run - search ¢*‘: *‘— T" Up ﬁ Home | 45 History 'f‘7 Favourites 4&} E View

lenu Options Mame Caode
#-(0) Menu System (MERSYS) &4 Enquirer Student Detais ESD
&) Programmes (CAMS) [» Enquiry Student Actions ES4

T __" "dem;:i::;(zﬁzss Menu |> Enquiry Student Call ESC

I2) Reference Data
3 Enquirer Data
I Processes/Reparts

You can also load the table/screen in the following menus: Admissions (MAS),
Enquiry Process Menu, Enquirer Data.

Do not worry too much about the actual contents of the menu options explored during
this exercise; example screens are used during the exploration of menus/keys etc.

In the ESD table/screen, enter the |Enauirer (ESD)Cade
Surname and Forename Used fields |>™™ DANVERS
as ShOWﬂ I’Ight Forename Used MIGEL

Forename 1,2,3

Note that you can either click into a field to enter the data or press the TAB key to
move to the next field (or SHIFT+TAB to move back to a previous field).

After entering the example data shown above (i.e. Nigel Danvers), Ei
select the File menu and choose Retrieve. Add Ctri+

Retrieve CtrHR

Store Ctrl+5
Delete Alt+D

This action will open the record based on the values entered into
the current table/screen.

You can also choose CTRL+R or F5 as keyboard shortcuts to retrieve a record.

Note that further record operations (Add, Store, Delete etc) will be explored in a subsequent
section of the course. This exercise briefly introduces the concept of ‘record retrieval’.

The example record for ‘Nigel Danvers’ (a previous enquirer) will be loaded.
Home Address |12 EASTBOURKNE AWVENLE

H ¢ : ’ 1 EALING
As an example of using the ‘zoom function’, position i

the cursor in the Home Address field. 43 10R
Tel 0203142 9687

Select the Edit menu and choose Zoom or select the zoom button J2 from the panel
to zoom into the Home Address field (the CTRL+Z shortcut can also be used).

Select the green tick icon ##* or press F3 to accept the current address in the field.

(Continued...)
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10.

Back in the ESD (Enquirer Student Detail) table/screen, select the
Other menu to list all of the tables that are directly related to the current

record (i.e. an Enquirer in this example).

As a further illustration of
viewing information that is
related to a record in the ESD
table/screen, select Call Log
from the Other menu.

The Call Log option will display
data relating to the calls made by
an enquirer (as shown right in
the Enquiry Student Call
window).

Note that a scrollbar will appear
towards the right-hand side of the
window to enable scrolling
up/down (you can also use the
Page Up/Page Down keys).

To return to the ESD screen,
close the current screen by
selecting the [x] icon in the upper
right corner or press F4.

As another example of viewing
information that is related to a
record in the ESD table/screen,
select the Other menu and
choose Actions.

The Actions option will display
each Area of Interest that the
enquirer has enquired about (as
shown right in the Enquiry
Student Actions window).

Use the scrollbar towards the
right-hand side of the window
(or the Page Up/Page Down
keys) to scroll up/down.

Other

Actions

Addresses 3
Call Log
Gengrated Letters
Inkerview Details
Master L4
| Enquiry Student Call (SRS_ESD_ESC) (=3
1 af 4 Enquiry Student Call {ESC) records For Enquirer DAMVERS N
Date 10Miov/2009 Time: 15:34:31 Areas of Interest ~
A, Year 2008910 200810 1 |EBA B
Department 2 ECC cC
Faculty 3 ESEC SEC
Source of int [IC INFO CEMTRE 4+
Contact Meth | Telephone - 5
User Code TERP1 Enguiries Temporary Login 1 6
Date 11 oy /2009 Time 11:59:43 Areas of Interest
Ac. Year 200890 200810 1 |EBF BF
Department 2 EB 5]
Faculty 3 EPHI PHI
Source of int - [IC INFO CEMTRE 4
Contact Meth | Telephone w 5
User Code TERP1 Enguiries Temparary Login 1 ]
Date 19iMay/2009 Time 16:15:40 Areas of Interest
Ac. Year 20067 200607 1 |EBA =)
Department: 2
Faculty <)
Source of int  |ESWER ESAER 4
Contack Meth  |IPF enquiry w El
UserCade | GUEST ®
~
8 Enquiry Student Actions (SRS_ESD_ESA) =
1 af 8 Enquiry Student Action (ESA) records For Enguirer DANYVERS M
Action code ADMLABEL ADMLABEL Call date 1 .Decs2009 fad
Material code ADMLABEL ADMLABEL Call time 13:52
Department Call number 0ans
Faculky Print ackion? W
Required? [ Date Y|/ 05Decs2009 Quantity Required 1
Complete? | Date ' |/|01Decs2009
Action code BUSADMPROS | BUSADMPROS Call date 19/Mow2009
Material cods BUSADMPROS | BUSADMPROS Call tirme 16:16
Department Call number 0055
Faculty Print action? W
Required? f Date Y| | 23Movi2009 Quartity Required 1
Complete? | Date | Qihloe2009
Action code CISPROS CISPROS Call date 11howi2008
Material code CISPROS CISPROS Call time 11:59
Department. Zall number 03
Faculty Print action? W
Required? { Date Y| | 1502008 Quantity Required 1
Complete? [ Date 12009
~

To return to the ESD screen, close the Enquiry Student Actions screen (select the [x]
icon in the upper right corner or press the F4 key).

Close the ESD screen (select the [x] icon in the upper
right corner of the window or press F4). If asked if you
wish to ‘Quit without saving/storing’, choose Yes as you
will not be saving any changes in this exercise.

Quit confirmation

() WARMING: Details not stored. Guit screen?
LY

(Enter of Exercise)

University of London International Programmes

26




University of London International Programmes (Author: Dr. Richard M. Clark)

SITS Training (Client Server) Introduction to SITS:Vision Client Server

Section 3 — Record operations

In this section of the course, you will learn about:

Retrieving records.

e First, previous, next or last records.

e Wildcards and Boolean operators.

e Adding records.

e Deleting records.

¢ Releasing records.

There are two exercises in this section to help illustrate the above topics:
e Exercise 3A: Applying the use of wildcards and Boolean operators to retrieve data.

e Exercise 3B Experimenting with the addition, deletion and releasing of records.
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3.0 Retrieving records

Towards the upper area of a data table/screen, a line

indicating the number of the current record, the total 1  of 190 Master (MST) records
number of records retrieved and the name of the table

will be displayed.

This information is known as the Current Occurrence of Total Occurrences.

When initially entering a screen (and prior to retrieving

records), “1 of 0 <Table Name>" will be displayed. of D Master (MST) records

e To retrieve a single record:
. . . . . add Chrl+M
- Use the primary key field(s), which will require a g
unigue code. Store Chrlts
Delete Alk+0
- Retrieve records using the File menu, choosing Retrieve. Release
or by preSSing F5 Master cade 000000033713 Sorkname

Title

Retrieve

or by pressing the TAB key. Surname store
Forenames 1, 2, 3

or by pressing GOLD+R (GOLD = the + officalname o

key on the number pad or the ESC key). ety Clear

Accept
CQuit
Print

reference

or by right-clicking (just outside of the field
box) and choosing Retrieve.

ational Insurance
Accept Publicity Standard Letters? ]
Special Letter Requirements? il Help

e To retrieve multiple records:
- Inthe desired field(s), enter suitable codes.

- Retrieve the corresponding records (using File-> Retrieve, F5 GOLD+R or
right-click->Retrieve as outlined above).

- Scroll through the records using the record navigation buttons (see section 3.1 below).

3.1 First, previous, next or last records

To navigate to the first, previous, next or last record I ‘}'{'F 4 b H I

H
(in the currently opened window) you can use the T T T \ \

panel buttons or keyboard shortcuts.
Add record, first, previous, next, last record

First record: Select the | button or use the keyboard shortcut of CTRL +
PageUp (PgUp).

Previous/next record: Select the 4 ¥ buttons or use the keyboard shortcut of PageUp
(PgUp) or PageDown (PgDn).

Last record: Select the M button or use the keyboard shortcut of CTRL +
PageDown (PgDn)
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3.2  Wildcards and Boolean operators

Wildcards and Boolean? operators can be applied during the =~ rse
Clear Field F7

retrieval of records. Wildcards can be inserted via the GOLD s

H H H H Z Chrl+Z
key or by using the Edit menu (selecting Insert Wildcard and = 3i.... ™
choosing a suitable option)_ i () s BT Insert Widzard any charscters (%
Surname DA Enquirer Title Insert Special any single character (7)
Forenane Used Clear Field Tnitials or (i)
Forename 1,2,3 cu Get et G And‘(&)
ildeard f,an alen ha  officevame |
A wildcard can also be o G R O
- - - - e e anel on | off Equal To (=)
- e Any characters (%) Mot Equal Tao (1=
inserted by right-clicking a 70 (=)
B - o Any single character (7) Global update areater Than ()
field and selecting Insert o Grostar Thanar Eqal To ()
- . Help And (&) Less Than (<)
Wildcard (as shown right).  emsses e Less Then or Equsl To <)

) Mot Equal To (1=} Gold Semi Colon (3}
Eng. Wariation Type: Grester Than ()
Academic Vaar Graater Than o Equal Ta (=)
Contact Method Less Than (<)
Source of Inkerest Less Than or Equal To (<=)
Student (STU) Code: Gold Semi Colon (;)

The following table outlines the range of wildcards and Boolean operators that may be used.

Character Y Definition
% Wildcard | Search for any characters. For example, if you defined N* in a primary
key field, records whose code started with N would be retrieved.
2 Wildcard | Can be used if the required records have a field of a specific length. For

example N'? “? -? would retrieve all records whose code started with N
followed by three other characters.

‘1 Boolean | NOT — for example 'COMP1 would retrieve all records that do not use
' the code COMP1.

I Boolean OR - allows two different search strings in the same field, where either
. one may be identified. For example, N* ‘| X* would retrieve records
) whose code started with N or X.

‘& Boolean | AND — allows two different search strings in the same field, where both

are identified. For example C* ‘& TCOMP1 would retrieve records
whose code started with C and excluded any codes of ‘COMP1°.

— Boolean | Equal to — for example =COMP1 would retrieve all records that match
the code COMP1. Entering = on its own would retrieve all records
where the field value is blank.

= Boolean | Not equal to — for example I'=COMP1 would retrieve all records that
] do not match the code COMP1.
S Boolean | Greater than — for example >C would retrieve all records greater than C
(ie.D,E,F ... 2)
>= Boolean | Greater than or equal to — for example ">=C would retrieve all records
greater than or equal to C (i.e. C ... Z)
< Boolean | Less than — for example '<C would retrieve all records less than C (i.e.
beginning with A or B).
<= Boolean | Less than or equal to — for example '<=C would retrieve all records less

than or equal to C (i.e. beginning with A, B or C).

Note: leaving a blank in a search pattern will result in the retrieval of all records
containing any value in the field (including blank entries). Entering a GOLD asterisk
(i.e. a * character) will result with the retrieval of all records containing a value in the
selected field (not including records where the chosen field contains a blank entry).

2 Boolean algebra is based on logical counterparts, namely conjunction xAy (AND), disjunction xvy (OR) and
complement or negation =x (NOT). Further information with regards to Boolean algebra and operators can be
found at http://en.wikipedia.org/wiki/Boolean_algebra_(logic)#Basic_operations.
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3.3 Exercise 3A

In this exercise, you will apply a range of different wildcards to retrieve records.

1. Ensure that you are logged into the SITS:Vision client server
software and from the panel button area, select the Home button (to Hame
make sure that the SITS:Vision Menu Options are displayed).

2. You will now experiment with the use of wildcards and Boolean operators.
In the SITS Menu System # SITS Menu System
i . U ty of London Test Syst 0973 ep/2009
screen, open the Enquirer [qrsvision . — P/

Student Detail table/screen
. . [> Run ) Seard ¢*: o2 ome ¥ Histor 77 Favourites | 7 g
by entering ESD into the Qiz__p rn piows 1640100 51 i © ey |31 Perocts | 0 D0

N Options Mame Code

option box (and selecting the | 2 S oo™ JEEEEE o
Run button or by pressing ||~ 2 & e ens P Eniy st Cal Esc
TAB or ENTER from the 3 efeenie
number pad) |23 Processes/Reports

You can also load the table/screen in the following menus: Admissions (MAS),
Enquiry Process Menu, Enquirer Data.

Do not worry too much about the actual contents of the menu options explored during
this exercise; example screens are used during the exploration of various tools.

3. In the Surname field, enter the [equrer (s) code
characters RUBE (as shown right). Surname RUBE-*
Forename sed

Add the wildcard * by:

- Selecting the Edit menu, choosing Insert Wildcard and Any characters (*)
or
- Right-clicking, selecting Insert Wildcard and choosing Any characters (*)
or

- Using the keyboard shortcut of GOLD + * (GOLD = number pad ‘+* or ESC)

4. Press F5 (or select File, Retrieve) to retrieve corresponding records. If you are
prompted with a ‘Retrieve Records?’ message, select Yes.

5. A number of records will be loaded into the table/screen. Note that the Occurrence
label towards the top of the table/screen will indicate the number of matching records
retrieved (an example is shown below).

1 af 7 Enquirer Student Detail (ESDY recards

6. Scroll through the retrieved records using the  [eramrer es0jcose . Eiaoso0ae
record navigation buttons (towards the top of |sumame RUBENS
the screen) or the scrollbar or via keyboard | =" Hsed LueY
orename 1,2,3 LiCy
ShOFtCUtS (Page Up, Page DOWh). Official Marne Lucy Rubens
Job Title
uqi -q p H Home Address 12 QUAY ROAD
SAXTON
1 LOOE
Dlsplay_ the record for Lucy Rubens (as acerase | [comrwaLL
shown right). PLIZILE
Tel ;01503 957666
E-mnail Address lucy rubenz@saxton-cable.co.uk

(Continued...)
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7.

10.

Press F12 or choose the Misc menu and select Clear Screen to =

Clear screen F1z

clear the screen. Brintscreen | CUlE

Message Chrlm

You will now apply further wildcards to retrieve records. Prin fessage

In the Surname field, enter the characters | Surmame  |Da
DA (as shown right).

After the DA text, insert the .? wildcard by: | Surmame D7

- Selecting the Edit menu, choosing Insert Wildcard and Any single character (?)
or

- Right-clicking, selecting Insert Wildcard and choosing Any single character (?)
or

- Using the keyboard shortcut of GOLD + ? (GOLD = number pad ‘+’ or ESC)

This wildcard will retrieve any record with a surname consisting of 3 characters,
starting with the characters DA and any other character.

Press F5 (or select File, Retrieve) to retrieve corresponding records. If you are
prompted with a ‘Retrieve Records?’ message, select Yes.

Scroll through the records (using the scrollbar,
Page Up/Down or the record navigation buttons) to view I.H 4 b H
the retrieved records.

Can you see how the wildcard has been successfully applied?

11.

12.

13.

Misc

(Optional extra example) Press F12 or choose the Misc menu and

Print Screen Ctri+P

select Clear Screen to clear the screen. Hossage b

Print Message

In the Surname field, firstly enter the |Enquirer (5D} Code
surname of DANVERS. surnarne DANVERS [RUBENS

Forename Used

After ‘Danvers’, add the .| wildcard by:

- Selecting the Edit menu, choosing Insert Wildcard and Or ()

or

- Right-clicking, selecting Insert Wildcard and choosing Or (})

or

- Using the keyboard shortcut of GOLD + | (GOLD = number pad ‘+* or ESC)

After the .| wildcard, add the surname RUBENS (as shown in the above example).
Press F5 (or select File, Retrieve) to retrieve corresponding records.

The resulting records should include all enquirers with a surname of Danvers or
Rubens.

14.

After experimenting with the examples presented in this exercise, close the
Enquirer Student Detail window.

(End of exercise)
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3.4 Adding records

New records can be added to a table at any time. Records can be CtrH
Retrieve Chrl+R.

added using the File menu (by choosing Add) or by selecting the | _*~ il

add record icon from the panel. Delste 4D
K 4 » M

When adding records, the following points should be considered:

» A new record must have a unique code.

» The code for a new record must follow any existing coding convention.
» Code fields and short name fields will always default to UPPER CASE.
>

The format of the full name field (i.e. the description) can be entered in upper or
lower case. It is recommended that upper case is used for consistency and to help
avoid mistakes during record retrieval.

» Complete as many fields as possible in the new record.
» Some fields may be mandatory and you will be unable to leave
such fields blank. Add Ctrk
Retrieve ChrlH+-R
» After completing any required fields, store the record by
pressing the F6 key or by choosing the File menu and selecting | Belet= Al+D
Store.

3.5 Deleting records

If you have appropriate user access rights to delete records you can delete by:

- Retrieving the desired record in an appropriate screen (enter suitable criteria into a
desired field and retrieve the record using the Eile->Retrieve menu or the F5 key).

- With the correct record displayed on the screen, select EEEEEHILEIN
the Eile menu and choose Qelete. 3 VWARKING: Delete current recard?

- In the Delete Confirmation window, select Yes to
confirm the deletion or No to cancel.

- Close/quit the screen (press F4 or select the close window icon). @

Note that you must delete any related table entries prior to deleting the
parent table entry. If you do not, you will leave the low level record
‘hanging’.

Related
Table
Also note that deleting a record in one table may affect records in another.
It should also be noted that not all users will be able to delete records ‘

(depending on their user access rights).
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3.6  Releasing records

If there are many records that you wish to create (perhaps with very similar contents for each
record), you can apply the use of the release facility to use a single record as a template.

The release facility can be found by selecting the Eile menu and

choosing Release. add Chri

Retrigve Chrl+R
Using a single record as a template, you can make modifications and imlre CI”'+5
Delete Ale+D

store the modified record.

Note that the new record is created whilst leaving the old record intact. | *™ cuP

It should also be noted that the primary key must be changed before the new record can be
stored.

e The steps involved in releasing records are:

Retrieving the desired record in an appropriate screen (F5 or File->Retrieve).
- From the File menu, select Release to release a new record.

- The Current & Total Occurrence line will display G S e Ree
‘1 of 0 records’ (an example is shown right). ? e seares
- Change appropriate values in the record (including the primary key).

- Press F6 (or choose the File menu and select Store) to store the new record. The
Current & Total Occurrence line will show ‘1 of 1 records’.

- Close/quit the screen (press F4 or select the close window icon) or [ER[IIE3]]
repeat the above steps to enter another record. R
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3.7 Exercise 3B

In this exercise, you will add, delete and release records in a table.

1. Ensure that you are logged into SITS:Vision and from the panel button area, select the
Home button (to make sure that the SITS:Vision Menu Options are displayed).

Do not worry too much about the actual contents of the menu options explored during
this exercise; example screens are used during the exploration of various tools.

2 I the SITS Menu System screen,
dl-splay the S!te / Bulld-lng / Ro-om s S:VISI()n Umvera\lyn;\;zzj?;;ramSyatam ZWe;ﬁgé?
wmdovy by either entering SIT into T P P
the option box (and select Run, press [z e caer: [ o —
the TAB key or the ENTER Key [ Sollifiuviem. |Dvr, o

.0om Booking Resources
from the number pad) ) Document erager M v st
{2 web Wista Administration ocation
=) Institution Data Menu I Contacts RESC
- {2 Activity Analysis |> Location to Location LTL

Alternatively, locate the table/screen O ptemnasry recy oo e
in the following menus: Menu i P Gniiieipelo? n
System (MENSYS), Institution Data Srersomas

Menu, Resources (as shown right).

3. In the example table/screen used during this exercise, you can create/view/edit records
with regards to Site/Building/Room data. For this example, enter data in the manner
outlined below and press TAB to move to the next field.

In the Code field, enter a code of TESTONn where n is your computer number (i.e.
TESTO1, TESTO2 etc — ask the tutor for assistance if required).

Code Short Mame Mame
TESTOM TESTOM Test Site 1

Press the TAB key to move to the Short Name field and enter the same data as the
Code field (i.e. TESTO01, TESTO2 etc).

In the Name field, enter a full name in the format of Test Site n where n is your
computer number (i.e. 1, 2 etc — ask the tutor for assistance if required).

the TAB key once more, a message will be displayed asking ) Ao vt
“Add another record”? If this message is presented, select No
(as you will not be adding further records at this point). Yes

0 Note that after entering data into the Name field, if you press [EEAShIWELY

To store the new record, press the F6 key, use the keyboard shortcut of CTRL+S or
select the File menu and choose Store.

$] Enter, Audit Description

Dpdate Entity SIT.CAMS

4. The Enter Audit Description window will be |~
displayed.  Enter a suitable Reason FoOr | |nsernganewicsten
Change (an example is shown right) and select

the Ok button. X canca v o

5. To exit the screen, press F4 or select the [x] icon in the upper right corner.

(Continued...)
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6. You will now use the Release facility to create a new record based on the values
already contained in an existing record.

In the SITS Menu System screen, display the Site/Building/Room window by either
entering SIT into the option box (and selecting Run, pressing TAB or ENTER from
the number pad) or by locating the screen in the following menus: Menu System
(MENSYS), Institution Data Menu, Resources.

Enter the code that you applied during step 3 - — ”

(i.e. TESTOL, TESTOZ2 etc) and press the qer TESTOn Toct Sia 1
TAB key or F5 key to retrieve the record.

Alternatively, you can double-click the empty Code field to display a selection list
where you can choose the value that you entered during step 3 (remember to press the
TAB key or the F5 key to retrieve the record after choosing from a selection list).

7. The record that you created earlier will be reloaded into the
current table/screen. Select the File menu and choose Release. ML o
Store Chrl+35

You can now modify the record with the knowledge that the | .. AlbD
original record will remain unchanged (i.e. you have copied a
‘template’ of the original data to save as another record). rint Cerkp

Modify the fields with additional 1 of 0 Sie(SIT)Records
characters such as your initials or name g Shart Name Hame
(an example is shown right). TESTORC TESTOIRC Test Site 1 Richard Clark

To store the new record, press the F6 key, use the keyboard shortcut of CTRL+S or
select the File menu and choose Store.

£ Enter Audit Description

8. The Enter Audit Description window will be S e
displayed. Enter a suitable Reason For Change | e e chnae

Inserting a nevw location

(an example is shown right) and select Ok button.

Close the Site/Building/Room window. R ¥ o
9. You will now delete the record that you have entered (as another example of using

menus or keyboard shortcuts).

In the SITS Menu System screen, display the Site/Building/Room window by either
entering SIT into the option box (and selecting Run, pressing TAB or ENTER from
the number pad) or by locating the screen in the following menus: Menu System
(MENSYS), Institution Data Menu, Resources.

Enter any of the codes that you applied code Short Hame Narme
earlier (during step 3 and/or step 7) and =51 TESTO! TTcs] S5
press the TAB key or F5 key to retrieve Delete Confirmation

Add Chrl+M
the record(s) Retrieve Chrl+R 3 YWARMING: Delete current record?
To delete the record(s), select the File g il

menu and choose Delete. Release

You will be prompted to confirm the deletion of a record. In the Delete
Confirmation window, select the Yes button.

(End of Exercise)
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SITS.VISION
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Section 4 — Tools & Special Characters

In this section of the course, you will learn about:

Special characters.

e GoTo field contents.

e First, previous, next or last records.

e Sorting.

e Dropping records.

e Quick analysis.

e Exporting quick analysis data.

e Cross referencing analysis.

e Exporting Cross referencing analysis data.

There are two exercises in this section to help illustrate the above topics:
e Exercise 4A: Applying the use of special characters, using the GoTo field contents
tool, sorting records, dropping records and making use of record
navigation tools.

o Exercise 4B: Exploring the quick analysis and cross referencing analysis tools.
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4.0 Special characters

There may be instances where you wish to quickly insert special characters into various fields
in the SITS:Vision client server software. To insert a special character, you can type a
keyboard shortcut (if the required characters are available on the keyboard) or you can make
use of the Insert Special menu command.

e Toenter keyboard characters:
- Select the desired field (in a suitable window).

- Type any desired characters (for example: if you required the name ANDRE, you
would start by typing ‘ANDR’).

- Press the GOLD key (+ on the number pad or the ESC key).

- Press the J key and enter suitable special characters (for example: to complete the
name ANDRE, you would then type E and “ to insert the character E)

Note: the shorthand notation for the above example would be:
» ANDR <GOLD>JE’

. . Cuk Chrlx
e To enter special characters via the menu: Copy Clac
Paste Chrly
- Select the desired field (in a suitable window). ClearField  F7
Edit Field
- Type any desired characters (for example: if you required the ZDuT;:Zoom Curl+z
name ANDRE, you would start by typing ‘ANDR"). S N
nser| Ihdcar

Insert Special

- From the Edit menu, select Insert Special.

Get kext Chrl4+G
Wirike kext Chrl+

- The Insert Special Characters window will be displayed.

Panel on | off

- Position the cursor into the text box towards the lower edge of the | slobal update

window. _ 3
1 Insert Special Characters (MEN_YKYC) g|

- Choose an  appropriate e T
character to insert. & C E I L N O R S5 U ¥ _

The charact - e ()] B

- € Character wi e — — = —— ——— N
added to any existing text e (AN ORI O)F] | o7
in the lower pane of the | ~iewen: an o ey
WlndOW Cirﬁg;i:?:/\ m EtIE)(_IceIandic):

Tilde: m Do;lbsle S

- To accept the changes Lettert ~

made, select the green | “ier< o
tick icon (or choose the | =i ® Lppercase

. OLDwercase
red cross icon to cancel).

EIEEFEEF

Fonk Avrial 10 .

’ANDR
W H\“* haa o ABA
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4.1 GoTo field contents

The GoTo Field Contents window can be used to quickly find a record according to
specified search criteria. This facility is very useful if you have retrieved many records
(possibly hundreds of records) but then wish to search the retrieved records for particular data
items.

Before applying the GoTo Field Contents window, place the cursor into a suitable field in a
record/window.

From the GoTo menu, select Field Value and the GoTo Field Contents window will be
displayed (note that at least one record may need to be retrieved/opened in order to activate
the commands under the GoTo menu).

£ GoTo Field Contents E@E|
Field Walue
1 of 1 Gokto Record Profile records
Rec Mumber
Mest rec Page_Dawn Field name Search Faor Condition
Prev rec Page_Up
First rec Zkrl+Page_p ESD_FUSD BT nolude 5
Lask rec Ckrl+Page_Down
Down screen Alt+Page _Down
Lp screen Alt+Page L Q - Find «- Find
p ge_Up x Cancel A Clear ‘ o Backward '!3' Court
Related Documents

The current field name will be displayed in the Field name box.

] GoTo Field Contents EJ@E|

In the Search for box, enter
suitable text (an example is

Shown r|ght) 1 of 1 Goto Record Profile records
- - eld h F diti
To search for the desired item, | ™™™ Fearenter cendkien
select the Find Forward or | esoruso DAVID nelde v
Find Backward buttons.
-» Find «- Find
—% Find - Find x et A Gtz ‘ E _Dr\r\lfl;rd ﬂack\::ard '231- Gat
Forwward Backward

If a corresponding record is found, the record data will be displayed.
If you choose the Count button, the system will count the number of matching

'234 Court | records (in the current window). The count value will be displayed in the
message bar, along the lower left edge of the screen.

4 Record(=) found matching criteria.

Repeat the above steps as required to display further results.
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4.2  Sorting

Towards the top of many windows, the number
of records will be indicated as records 1 of N (in 1 of 125 Enquirer Student Detail (ESD) records
a similar manner to the example shown right).

Rather than browsing randomly through the records until you find the record that you are
searching for, you can sort the records into ascending or descending order.

TO apply the use Clear screen Fiz
of the sort tOOl, Brint Screen CEr+P Sort ertity Encuirer Student Details (ESD)
select the desired | message Crktm ekl = @ sendng
fle I d and from Print Message () Descending
i uick Analysis Then by Feld ..
the MISC menu, -.rl- ti w | () dscending
ChOOSG §O rt. D recards _ (%) Descending
=ropTe Then by field ...
Seb T Lewvel v | (3 ascending
Save profile O Descending
Load last profile x Cancel
My personal nokes

In the Sort window, you can choose
up to three fields (as the levels for
sorting) and further apply the option of | sotbyfies..

Sort entity Enguirer Student Detailz (ES00)

Ascending or Descending for each | ®P-ueneen  forenaneused B gg;‘;gj‘;gg
field. Then by Field ...
[Mone) w

To choose a field, select a drop-down | [k cooeavk- acaeme vear cose
arrow and choose a suitable option. CODCODE COD - Gaurty of Doricie sod
COD_SMAM.COD - Short name
DPT_CODE DPT - Department code

Select the Ok button to apply the sort | |oFr-stamoer - Short name

ESD_AUTH.ESD - Auta build name?

or SeleCt gance| to abort. ESD_CALD ESD - Last call date

ESD_CALTESD - Last call time

Clear screen F1z
4.3 Dropplng reco rdS Prink Screen Chrl+P
Message Chrl+M

Print Message

Under the Misc menu, you can select Drop records if you wish to remove "
records (temporarily) from the currently displayed window. Dropped s«
records are not deleted, only temporarily removed from the current screen.

Sawe profile

This feature is useful if you wish to omit records from the current activity. Load ast profils

My personal nates

7 Drop/Keep occurrences @=td] In the Drop/Keep occurrences window, select the

Drop records option and choose:

Drop Enguirer Studlent Details (ESD.SRS) records.

@ breprecords » Current record (to drop the currently
OXeen ocorcs displayed record only).

O Current record
(%) Range of records From |1 = To [124
(O Select by Yalue

» Range of records (to delete a range of records
from x to y)

4%

» Select by Value to indicate records that may
X coe v be ‘dropped’ according to specified criteria.

Select the Ok button when complete.
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4.4

Exercise 4A

In this exercise, you will apply the use of special characters, use the GoTo field contents tool,
apply sorting, drop records and make use of record navigation tools.

1.

Ensure that you are logged into SITS:Vision and from the panel button area, select the
Home button (to make sure that the SITS:Vision Menu Options are displayed).

You will now experiment with the use of special characters.

In the SITS Menu System ([EETE—
screen, open _the Enquirer SITsavision Unweﬁi;vFDafvlaE:td;glﬁitnSSystem D9!Sepf§IDTD;
Student Detail table/screen . e (e e ) -

- - Run ' Search | @ = U Home | ¥ Hiskar! »f Favourites | % Wiew
by entering ESD into the =D s : 2

ey Options Mame Code

e oaine | # Sz frmmms o
Run button or by pressing | =255, b Erars s
TAB or ENTER from the & ReferenceData
number pad). (5 ProcessesfReparts

You can also load the table/screen in the following menus: Admissions (MAS),
Enquiry Process Menu, Enquirer Data.

Do not worry too much about the actual contents of the menu options explored during
this exercise; example screens are used during the exploration of various tools.

In the Forename Used field, type: ANDR Enaurer (E50) Cod=

Surname

From the Edit menu, select Insert Special. Forename Lised ANDR

Forename 1,2,3

In the Insert Special Characters window, check that the cursor is
positioned after the text ‘ANDR’ towards the lower left corner of the
screen.

Select the button and note the insertion of the special character.
To accept the text, select the green tick icon. s

As an alternative approach, you can also use the keyboard to enter special characters:
0 - Pressthe GOLD key (+ on the number pad or the ESC key) and press the J key.

- Type: Eand”’

This text ANDRE should now be displayed in the Forename Used box.

Press F5 (or select File, Retrieve) to retrieve corresponding records. If you are
prompted with a ‘Retrieve Records?’” message, select Yes.

Scroll through the records (using the scrollbar, Page Up/Down
or the record navigation buttons) to view the surname for the H 4 » M
retrieved records.

. . A
After browsing the records retrieved so far, clear the current screen e

by selecting the Misc menu and choosing the Clear screen command |~ ™™= <™
Message Chrl+M

(note that you can also press the F12 key to clear a screen). Frirt Message

(Continued...)
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7.

10.

11.

12.

13.

14.

15.

16.

17.

18.

With  the Enquirer Student Detail Enauirer (€50) Code
table/screen still open, position the cursor in 2w ol
the Surname field and type the text: SMITH  Forename 1,23

File:
Press the F5 key (or from the File menu, select Retrieve) to add N
retrieve records with a surname of ‘SMITH’. Retrisve

Skore Chrl45
If you are prompted with the Retrieve confirmation message,

select the Yes button.

Retrieve confirmation

"j Retrieve 125 ESD recards?
.

Now position the cursor in the Forename Used box (as you
will search the retrieved records for a particular ‘forename’).

From the GoTo menu, select Field

Value and the GoTo Field Contents
window will be displayed.

of 1 Gota Record Profile records

Field name Search for Condition

In the Search for box, enter the text |Eeruse DAVID ncide v

DAVID and select the Find Forward m -

button. x cancel A = Forward Backwardd
V

The appropriate record will be displayed in the Enquirer Student Detail window.
This example demonstrates how you can ‘go to’ a particular instance of a record
without manually scrolling through all records.

'23' Count

Repeat steps 11 and 12 (above) a few more times to view additional records matching
the name ‘David Smith’.

: . i
After browsing the records retrieved so far, clear the current screen pEErr=m—Ge

by selecting the Misc menu and choosing the Clear screen command | o
(note that you can also press the F12 key to clear a screen). Prn Hessage

Print Screen Chrl+F

In the Surname field, enter the enquirer (50} Code
characters DAN (as shown right). Surname DA*

Forename Used

After the characters DAN, add the ryenamer,z,3
wildcard .* by:

- Selecting the Edit menu, choosing Insert Wildcard and Any characters (*)
or

- Right-clicking, selecting Insert Wildcard and choosing Any characters (*)
or

- Using the keyboard shortcut of GOLD + * (GOLD = number pad ‘+* or ESC)

Press the F5 key (or from the File menu, select Retrieve) to | ad Ctri+h
retrieve the records. —

Staore Chrl+S

If you are prompted with a Retrieve confirmation window, select the Yes button.

Scroll through the records (using the scrollbar, Page Up/Down q
or the record navigation buttons) to view the retrieved records. M P oM

Note how the default order of the records is via the Enquirer (ESD) Code field.
(Continued...)
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19.  Position the cursor in the Surname field and from the Misc menu, choose Sort.

. . 8 Sort =1

20. In the Sort window, the Sort by field
Wi” already be populated oty i Sor ertity Encuiret Student Details (ESD)

ESD_SURM.ESD - Surname b @Ascending
In the Then by field, select the |, . ... © peszerdng
drop_down arrow and Choose: ESD_FUSD.ESD - Forename used [ 825cend:g
ESD_FUSD.ESD — Forename used | ferr=. -
Check that the Ascending option is
selected for both fields. X concel
Select the Ok button and note how the records will be sorted in the order of
Surname code and Forename used (in Ascending order).
If you finish the exercise quickly, try the additional steps below or go to step 23.

21. (Optional) Use the record navigation icons to scroll through the
records and display any record of your choice. Take note of the H 4 b H
data shown and the record number.

22. (Optional) From the Misc menu, select Drop records to remove desired record(s)
from the currently displayed window. Note that dropped records are not deleted (they
are temporarily removed from the current screen).

In. the  Drop/Keep occurrences (- W=
window, select Drop records and
ChOOSE‘ the Current record Optlon Drop Enguirer Student Details (ESD.SRS) records.
(%) Drop records
Select Ok when complete. Okeep records
() Current: record
Notice how the chosen record has been | Crangs of racards
removed from the screen. @ el D
Experiment with further ‘drop records’
features (i.e. using the °‘Range of % corcel v
records’ options for example). 4
23.

Close the currently opened table/screen (by selecting the [x] icon from @
the top right-hand corner of the window).

Quit confirmation,

If you are prompted with a Quit confirmation window (as
shown right), select the Yes button to quit the screen without
saving any changes.

) WERNING: Details not stored. Quit screen'?
LY

Finally, from the panel buttons, choose the collapse all icon to close all current
expanded menus/trees.

[} Run ' Search i*‘:@? Lp ﬁ Home 45 History :':? Favourites & m Wigw

(End of Exercise)
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4.5 Quick analysis

The Quick Analysis tool allows the user to perform basic | dearscreen F12
mathematical analysis of the values in a field. Brint Sereen  CU4P
Message Chrl4m

To activate the Quick Analysis tool, select the Misc menu and choose | FrintMessags
Quick Analysis. It should however be noted that the Quick Analysis IS
tool is only available if more than one record is retrieved in the | 2

Drop records

current table. Set IO Level

The basic mathematical analyses that can be performed are:

Load last prafile

Minimum value in the field.

Maximum value in the field.

Total value of the fields.

Average of the values in the field.

Median (middle) value.

Mode (most common) value.

Standard deviation value.

Mode frequency.

A list of the values and a count of each type of value in both actual and percentage
values.

In_ the Advz?mced QleiCk AnaIySiS £ Advanced Quick Analysis - Selection screen D@@
W!ndOW, the Fleld bOX WI” be pOpUlatEd Analysiz of field ESD_CALD ESD - Last call date.
with the code of the field where the

cursor is Currently situated. (%) Mathematical analysis (Min,Max, Average)

() Cross reference analysis

My personal nokes

O O O O O O O O O

To apply mathematical analysis, ensure
that the Mathematical analysis option | feld [ESD_CALDESD L CEl 5D
has been selected.

[]Discard retriewved records after processing

Select the Discard retrieved records
after processing tick box if you wish to
drop retrieved records after the use of the | aximum pracessing time in minutes 2
Quick Analysis tool (i.e. the previous

window will be cleared after using Quick ¥ cencel
Analysis).

Select the Group values case sensitively tick box if you wish to distinguish between
lowercase and uppercase values in the analysed records.

[[]Group values case sensitively

4

L 4

Select the Ok button to apply the Quick TS PRI
Analysis tool or Cancel to abort. Processing 521 of 1064 (Seconds until stop = 119)

It should be noted that the analysis may take | =wrentrecerd 521 Totalrecords 1064

a few minutes to process if you are | __ .. ,

. ark time 15:41
processing a large number of records. | e fiishtine 15:41
During this time period, you may see a
processing window displayed (as shown | [EEECERRERRRERRRRERERER
right). 0%

Elapsed time s

Time remaining  Os
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After selecting Ok, the Quick Analysis

£ Quick Analysis Results (MEN_YQAZ2A)

Results window will display appropriate — Cout | Porc
results (an example is shown right). FEsuts for fEI ESD_CALDESD gy 2003 L 124 1iesw
Last call date (13/Mov/2009 70 65E%
Walle Count Perc D4 fMov/2009 86 6.05%
Tokal records 1064
. Unique records 15 Ezj:wiggz 1?3 1;;::
In the results area of the window, you o -
can also select the headers (Value, |™ave= @ i T
' Linique values 10/Movf2009 163 15.32%
Count, Perc etc) to toggle the data |wnmmvave  o2movznos Uijizﬂﬂg %5 7.99%
. - . 12/Mow/2009 34 3.20%
between ascending and descending |Memnveke o EhevEE 13 Nouf2008 7 oo
order. 17/Hovf2009 1 0.09%
Average value 18/Now (2009 200 1.88%
St. Dev. (Sample) 19/Mov/2009 51 479%
The message bar (lower left corner of | megmuvae 20/Novf2008 2 2%
the screen) will also display an | 27itiov}2009 2| 235%
- - - - - ode Frequency
indication of ascending or descending
sorting if a header has been selected. By eeot | |V o
Sorted by descending value, L

Select the Ok button to close the window (or choose the Export button to export the data to
an external file — as outlined in section 4.5.1 below).

4.5.1 Exporting quick analysis data
Evnort Note that in the Quick Analysis Results window (as shown above) you can
% . also select Export if you wish to export the results to an external file.

A Quick Analysis — Data export window will be displayed (as shown below).

#| Quick Analysis - Data export #| Quick Analysis - Data export
Export Quick Analysis Export Quick Analysis
[raka Format BAR Bar delimited Daka Format CSY Comma separatec

Filzname Criorkmen_yoa2a bar ._.3 Filename
x Cancel « Ok

In the Data format field, you can change the format of the file by entering a suitable value
(for example, CSV or EXCEL can be applied to create a comma separated value file that can
easily be imported into Microsoft Excel).

Covarkmen_yvoaZa O ._.,:}’

If you wish to select a different format, select the Data format field and press
F2 to display a list of available options (see Appendix A).

Adjacent to the Filename field, you can select the folder icon to choose an appropriate
drive/folder. Note that you are also able to edit the auto-generated filename if desired.

Select the Ok button to export the data or Cancel to abort.

University of London International Programmes 45



University of London International Programmes (Author: Dr. Richard M. Clark)

SITS Training (Client Server) Introduction to SITS:Vision Client Server
4.6 Cross referencing analysis denr e P12

Prink Screen Zkrl+P
A cross reference analysis allows the user to produce a Cross = pessage Chrl

tabulation, showing all the values held in two fields. The Cross Print, Message
referencing tool is available via the Advanced Quick Analysis ErTErEs
window (as explored during the previous section of the course). Zort

Drop records
Set IO Lewel

To access the Cross referencing tool, select the Misc menu and

choose Quick Analysis. It should however be noted that the

Quick Analysis command is only available if more than one record is | Lesd/astprefie
retrieved in the current table. My personal notes

In the Advanced QUiCk Analysis £ Advanced Quick Analysis - Selection screen g@]g|

WindOW select the option Iabel Ied Analysiz of field ESD_CALD ESD - Last call date.

ross reference analysis.
Cross reference ana ysis () Mathematical analysis (Min, Mazx, Average)

(%) Cross reference analysis

The Field 1 box will be populated with
the code of the field where the cursor is | reid1 [esp carpesp Last call date
currently situated. Fieldz ||

Select the Field 2 box and either press [[]Discard retrieved records after processing
F2 or double-click to select a suitable | [JSroup values case sensitively
field from the Select... window.

Maxirmum processing time in minukes 2
The F2 key is wused to
o y g x Cancel « ok
view/select further details.

In the Select... window, choose an appropriate field code to insert into Field 2.

(1]

Scroll up/down using the vertical
scroll bar (or use the Page Up /

£ select ...

Page Down keyS)- 1 of 55 Program Field List (PFL) records,
When you have identified the |mocoe % |rLomame Dt ety
deSIred fleld’ SEIeCt the fleld and ESD_HAFM Home address fax number SRS ESD ~
press F3 to accept or choose Accept | esp preL Home Telephane Mumber 1 =R ESD
from the File menu (you can also | eso_mr Initials SRS ESD
Choose the keyboard Shortcut Of ESD_JoID Irtervievviopen day invite date SRS ESD
- - ESD_|0I= InterviewwiOpen day invite status fl:5RS E=D
CTRL+A_ or double-click an item o JoeT o THe o fep
from the list). ESD_MATR Wture Tlag SRS ESD
ESD_MOCC Methad of contact SRS ESD
ESD_MAME Full name SRS ESD
Retrieve Chrl+R. ESD_MING National Insurance Number SRS ESD
Print S ESD_SRTH Sort name SRS ESD
ESD_SURM Surname SRS ESD (v
Accept  Chrl+A

it Tt
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Select the Discard retrieved records
after processing tick box if you wish
to drop retrieved records after the use
of the QUiCk AnaIySiS tool (Ie the () Mathematical analysis (Min,Max, Average)
previous window will be cleared after | @ cross reference analysis

using Quick Analysis).

# Advanced Quick Analysis - Selection screen g@g|
Analysiz of field ESD_CALD ESD - Last call date.

Field 1 |ESD_calD ESD Last call date

Select the Group values case Field 2 |ESD_MOCC ESD tMethod of contact
sensitively tick box if you wish to
distinguish between lowercase and
uppercase values in the analysed

[ ] Discard refrieved records after processing
[] Group walues case sensitively

records. Maxirum processing Lime in minutes 2 =
Select the Ok button to apply the W concel o
Cross reference analysis tool or

Cancel to abort.

Proce . pled

It should be noted that the analysis may take a
few minutes to process if you are processing a
large number of records. During this time period, | Currentrecord 521
a processing window may be displayed (aS | coreme iz

Processing 521 of 1064 (Seconds until stop = 119)

Total records 1064

Elapsed time 15

ShOWI’] rlght) Est. finish time ~ 15:41 Time remaining 05
49 %
The QUICk AnaIySIS - # Quick Analysis - Results EJ@E|
Resu Its Wi ndow WI I I Analysiz of field ESD_CALD ESD (Last call date) we. ESD_MOCC ESD (Method of cordact).
. Presentatian Cisplay Mode Row sart ...
dISpIay the results Of the Row = (¥)ESD_CALD.ESD - Last call date (&) Mumber of records @ Code +@Ascending n m R
- OESD_MOCC.ESD - Method of contad by oo of Row total OTatal O Descending
CrOSS reference analyS|S Font Courier & v - Column sort ..
Format Text [] show Zera values? O Percentage of Calurn total (@ Code (2 Ascending = Column Width
Ethn;\rt Show Percentage? O Percentage of Grand total () Total + () Descending g =]
Note that the default format
- t + ~
IS Set to TeXt |ESD_MOCC.ESD - Method of contact |
| t t t t t t t +4 t t
| ESD_CALD . ESD | EML ITPP ILET | PEN ITEL | WTEB I[{blank| |TOTAL | %AGE |
|Last call date| | | | | | I} I | |
F I: TE::':.-I: | 20091102 | | | | | |o1zd | Il 124 | 11.7%)
I:Irn-la 120051103 | ] | | | 51 530 I 001 &8.8%]
20091104 | Z0 | 11 1 11 11 3| 50| I 86 | a8_1%|
HI:I'I'II | 20091108 [ 7 4 6| 2| gz | 1B || lzo | 1l.3%]
1200911086 | 50 £l 11 1 [ I 741 7.0%1
| 20091108 | g | E £ 1 N 31 140 | Il 169 | 1E.3%]
I:har'l: | 20051110 (- T -1 3 3 11 31 771 17 Il 163 | 15.3%|
| 20091111 |11 | 71 11 70 5L | Il 85 | =.0%)
|20091112 | 1o | 71 11 g | | I o341 3%
120091113 | 41 51 1 11 | 1 1101 0.8%)
- | 20081117 | | | 1] | | | I 11 0.1%]
The example dISpIayed |zo0s1118 [ T S U P I Ioza | 1.9%)
- 20091113 | 16 | 81 15 | z 1 9 | 11 I E1 0 4_8%|
”ght presents a Cross | 20091120 | 10 | &1 g1 1 g 1 1 3z 1 3.0%|
. 120091127 | 50 4 | 8 1 31 4| 11 IzE 1 z.3%)
rEference anaIySIS Of the | TOTAL | 1611 11§81 &5 | zo | §7 | 614 | 32 || 1064 |
number Of eﬂqumes by | PERCENTAGE | LS.1%| 10.8%1 6.1%| 1.9%| 5.4%| 57.7%| 3.0%|
| w
date and method of contact.
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To change the display
format to HTML, select
the Html radio button.

Forrmat Texk
Htrnl
i_hart

The example displayed
right presents a cross

reference analysis of the
number of enquiries by
date and method of contact.

To change the display to
Chart format, select the
Chart radio button.

Format Texk
HErnl
i_hark

The example displayed
right presents a cross

reference analysis of the
number of enquiries by
date and method of
contact.

In Chart format, you can change the type of chart by selecting a
suitable option under the Display Mode group (towards the
top-middle area of the Quick Analysis — Results window).

# Quick Analysis - Results EJ@E|
Analysis of field ESD_CALDESD (Last call date) ws. ESD_MOCC ESD (Method of cortact).
Presentation Display Mode Row sork L.,
Row = (¥ ESD_CALD ESD - Last call date (&) Murnber of records (OO F\scendin.g 1 m Export
() ESD_MOCC.ESD - Method of contad (@ e 6 e e (O Total () Descending
Column sort ...
Format Text []5how Zero values? O Percentage of Column total (%) Code (®) Ascending Column YWidth
z § ;éﬁn;{t Show Percentage? O Percentage of Grand total (O Tatal (O Descending E =
-~

Number of records ESD_MOCC.ESD - Method of contact
LSO CALDESD-Lastcall pypp tpp LET PSN TEL WEB (blankd) Total Percentage
20091102 124 124 11.7%
20091103 6 5 59 70 6.6%
20091104 20 11 1 1 3 30 86 8.1%
20091105 33 7 4 6 3 52 15| 120 11.3%
20091106 5 9 1 59 74 7.0%
20091109 8 9 6 3 3 140 169 15.9%
20091110 29 33 3 1 3 77 17| 163 15.3%
20091111 11 8 7 1 7 51 85 8.0%
20091112 10 8 7 1 8 34 3.2%
20091113 4 5 1 10 0.9%
20091117 1 1 0.1%
20091118 4 7 4 1 4 20 1.9%
20091119 16 8 15 2 9 1 51 4.8%
20091120 10 6 8 8 32 3.0%
20091127 5 4 8 3 4 1 25 23%
TOTAL 161 115 65 20 57 614 321064
Percentage 15.1% |10.8% |6.1% 1.9% |5.4% 57.7% | 3.0% -

£ Quick Analysis - Results

Analysiz of field ESD_CALD ESD (Last call date) vs. ESD_MOCC ESD (Method of contact).
Presentation Display Mode Fow sork L,
Row = (3)ESD_CALD ESD - Last call date () Bat chart () %-¥ Scatter (&) Code (®) ascending 1 % Export
(O ESD_MOCC ESD - Method of contac () Line graph () 30 Bar () Total () Descending a
Fant Courier & bt O Area O 30 Line Column sort ...
Format TSXT [ show Zero values? () 5tep () 3D area () code (3 Ascending Column Width
glt{grt Show Percentage? () Pie chart () 3D Step () Tokal () Descending [ =
ESD_MOCC.ESD - Method of contact / ESD_CALD.ESD - Last call date
140 140
120 +— 120
100 +—— 100
a0 4+— 20
&0 +— 4 g0 HHEML
IPP
T3 A N (1 T N N s ERLET
PEH
ol a4+ ¥ L 20 I TEL
I I WER
0 | L (I (TR 1 [T o | IR TR g bkt
r o -+ ey =y @ = = ry o r- = o = i
= =] = = = =] = = = = = = - o o
= & 5 = E & o = E & 5 = 5 & =
& & =1 2 = & =1 2 = & 3 2 = & =
Noom ™ W oW oW w ™ m o om o oWw mNoom & o
Display Mode
(%) Bat chart () %-¥ Scakter
{iline graph () 3D Bar
{:} Area {} 3D Line
() 5tep ()30 Area
{Piechart (3D Step
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4.6.1 Exporting cross referencing analysis data

As outlined earlier in section 4.5.1, you can also choose the Export button in Exoort
the Quick Analysis — Results window if you wish to export the results to an % e
external file.

In the Quick Analysis — Data export window,
enter a suitable format in the Data format field
(for example, CSV or EXCEL can be applied to
create a comma separated value file that can

Export Ouick inalysis

easily be imported into Microsoft Excel). Dataformat  |csv | Comma separated
Filename SWarkioross_ref. =
If you wish to select a different format, S -
select the Data format field and press F2 % conce o
to display a list of available options (see - —
Appendix A).

Adjacent to the Filename field, you can select the folder icon to choose an appropriate
drive/folder. Note that you are also able to edit the auto-generated filename if desired.

Select the Ok button to export the data or Cancel to abort.

SITS.vVISION
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4.7 Exercise 4B

In this exercise, you will explore the quick analysis and cross referencing analysis tools.

1. Ensure that you are logged into SITS:Vision client server and from the panel button
area, select the Home button (to make sure that the SITS:Vision Menu Options are
displayed).

2. You will use wildcards (as explored earlier during section 3.2) and the

Quick Analysis tool to view the number of enquiries during a period of time.

In the SITS Menu SyStem B SITS Menu System
screen, open the Enqu”-er (I S:VISIon University of London Test System 08/Sep/2009

. Wy Favourite Options 2ITR
Student _Detall table/screen @ [» Run O search | J=| F= (T up (&) Home ¥ History | T Favourkes | i [ view
by entering ESD into the -

enu Cptions Mame Code

option box (and selecting the |+ 5 rerancions” e
Run button or by pressing || 2 & e s ens b Evcury siucent Cal Esc
TAB or ENTER from the B o oo
number pad) |3 Processes{Reports

You can also load the table/screen in the following menus: Admissions (MAS),
Enquiry Process Menu, Enquirer Data.

3. Position the cursor in the Last Call Date field. Fa Mumber

In the Last Call Date field, enter the date range - %P
. . . Last Call Time
shown below (including wildcards):

- Press the GOLD key (ESC or + on the number pad) and type >
- Press the GOLD key (ESC or + on the number pad) and type =
- Type: 01/11/2009

- Type: &

- Press the GOLD key (ESC or + on the number pad) and type <
- Press the GOLD key (ESC or + on the number pad) and type =
- Type: 30/11/2009

The text will appear as: ->-=01/11/2009&-<-=30/11/2009 Last Call Date |==30/1,2009

Note that you can also right-click in the field (or use the Edit menu) and choose
Insert Wildcard to choose the >, = or < characters instead of typing them. Ask
the tutor for assistance if required.

4, Press the F5 key (or from the File menu,

select Betrieve) to retrieve records. Analysis of field ESD_CALD.ESD - Last cal date.

When prompted to retrieve files, select Yes, | © Hathematial anaysi (e, fverage)

() Cross reference analysis

5. Position the cursor in the Last Call Date |rew [esocampess | Lastosldete
field and from the Misc menu, choose the
QU |Ck Ana'ySIS Option . [[] Discard retrieved records after processing

[ aroup values case sensitively

In the Advanced Quick Analysis window,
check that Mathematical analysis is

selected and select the Ok button. % concel v o
(Continued...)

Maximurn processing time in minutes 2 1
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6. In the Quick Analysis Results window, a [y AEE
table will be shown (m a similar manner |~ EE— N o
to the example shown rlght). Last call date 03{Mov/2009 0 esE%
Total records 1064 D4fhiov 2003 58| BOE%
R T — 15 05fMaw/2009 120 11.28%
7. Select the headings Value, Count and Dot T4 seew
Perc to modify the view of the data in |imee: 1o 209 1o 1552%
H H Minimum walue 02Mowi2008 11{Nov/2009 8 789%
ascending/descending order. Mo TNowms | 12Mevf20m % aa0w
Total value 13Nov/2009 10 094%
ll'llllalue I::I:“-F"-It PEFE Average value gmzziggz 210 1022:
5t, Dev. (Sample) 19fMov/2009 51 4.79%
Median value 20fMav/2009 32 301%
8. Close the Quick Analysis Results |re 27202 =] 2%
window to return to the Full Student
Details window. B oo | [V o

10.

11.

12.

13.

14.

15.

Back in the Enquirer Student Detail table/screen you should still have the records
opened during the earlier part of this exercise (if not, repeat steps 2-4 or call the tutor
for assistance).

Clear screen Fiz
Print Screen Chrl+P

Position the cursor in the Last Call Date field and from the MisC | ms ot
menu, choose the Quick Analysis option. pLast Call Date [« =30/12009 | —

Quick Analysis

In the Advanced Quick Analysis — Selection
screen, check that the option Cross reference O Mathematical analysis (Min,Max, Average)

analysis has been selected. P © Cross reference analysis

Field 2 will be displayed in the window. \ o Preg Feit et (71

Select Field 2 and press F2 (or double click [, c. < ronem
Field 2) to view a list of field names available .. ... L e
for analysis.

Use the Page Down key or the vertical scroll  |=en

bar to scroll through the records until you get Szees e

to the “ESD_MOCC — Method of Contact” [wmsm s ™ = =
field. ESD_SURMN Surname SRS ESD e

With this field code selected, press the F3 key, RS LNE i aT Cr N oo (=]/Ed
- - - Analysis of field ESD_CALD ESD - Last call date

double-click the field code or choose the File ’

menu and SElECt Accept. () Mathematical analysis {Min, Max, Average)

(%) Cross reference analysis

Back in the Advanced Quick Analysis |, So=aces e
window, select the Ok button to continue. — :
Note that there may be a brief delay Whilst the | Do s
results are calculated & displayed.

Mazximurn processing kime in minukes 2 =
In the Quick Analysis — Results screen, a X conce v o

table of the results will be displayed.

and Chart from the Format box to view different HErml

Towards the upper left corner of the screen, select Text, Html Format § Texk
representations of the data. iZhart

Close the Quick Analysis — Results and ESD windows when complete. EB)X

(End of exercise)
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Appendix A — Further exported data formats

Further exported data formats are available when applying the Data export feature during the

use of the Quick Analysis or Cross referencing analysis tools.

In the Data export window, clear the
Data format field and either double click
the field or press the F2 key to display a

selection list.

¥ cance

Export Muick analysis
Data Formak BAR Bar delimited

Filenarne CoiMarkmen_yos2a bar &

£ Quick Analysis - Data expont

The contents of the selection lists are shown below.

H Select ...

2 of

Code

BAR
BAR+OS
BARBAR
CEY
CE,
CEW2
CEW3
EXCEL
FIXED
HTRL
PO
PRABAFR:
TAE
TEST
TEXT
il
*hiL1
HhiL2

19 Data Exchange Format (DEF) records

3 Mame

Bar delimited

Bar delimted + move files

Double Bar delimited

Comima separated

Camma separated (Dummy field)

Camma & Quate separated

Camma & Quate & bar separated

Camma separated - into excel

Fixed width format

HTML table format - export only!

Special def for POG, POD and POP records
PRA bar import

TAB delimited

Wery safe [{ i 1] delimited

Free format text style export

WML style export with no headings

ML style export with IDOCTYPE definition
ML stvle expart with =DSC= defintion

B

From the selection list, you can either double click a suitable option or highlight a value and

press F3.
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Appendix B — Glossary

The following terms, abbreviations and commands have been used during the topics
presented throughout this course/manual. The table below provides a summary of the terms

used.

Term Description

BAR

Boolean operators

Cross referencing analysis

Csv

e:Vision

ESA

ESC

ESD

EX

Favourites
Field

GOLD key

GoTo field contents
History

Home

Message buffer

Panel buttons

Primary key

Bar delimited file. A ‘bar’ character is used to separate different
items of data.

Boolean operations allow you to combine search terms using the
Boolean operators AND, OR and NOT.

A cross reference analysis allows the user to produce a cross
tabulation, showing all the values held in two fields.

Comma separated value file. A ‘comma’ character is used to separate
different items/fields of data.

Provides secure portal access via the web and is used to manage the
delivery of data and information from the SITS:Vision client server
system.

Enquirer Student Actions table. Each ESD (Enquirer Student
Details) table may also have one or more ESA records associated
with it. An ESA record is created for each programme (Area of
Interest) that each enquirer requests information about.

Enquirer Student Call table. Each ESD (Enquirer Student Details)
table may also have one or more ESC records associated with it. An
ESC record is created for each contact that an enquirer has had with
the University.

Enquirer Student Details table. This table holds one record per
enquirer (contact information and most recent contact with the
University).

The Exit command

Panel button used to display menu options that the user had added to
the ‘favourites’ folder.

A field is the basic unit of data (i.e. a single piece of information) in a
record.

The GOLD key is the + key on the number pad or the ESC key.

The GoTo Field Contents window can be used to quickly find a
record according to specified search criteria.

Panel button used to display the ‘history’ folder which will show the
most recently accessed menu options within the current session.

Panel button used to move the user to the top of the menu tree.

Displays any error messages and the output of some processing
operations. The contents of the message buffer can be viewed and
printed.

Towards the top of the SITS:Vision main menu, a range of buttons
are displayed. These buttons are referred to as panel buttons.

P |> Run ' Search t*‘: 1‘— 1" Up ﬁ Hame | & History J"’ Favourites j}} m Wie

A unique identifier for each records (usually the first fields in a
table). A primary key cannot be duplicated (in another record) and
cannot be edited.
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Term Description

Quick Analysis
Record

SIT
SITS Menu System

SITS:Vision

SITS:Vision client server

Table

View

Wildcard

Windows Tree Style Menus

The Quick Analysis tool allows the user to perform basic
mathematical analysis of the values in a field.

A record stores information with regards to a person/item etc. Each
record can be uniquely identified via a primary key.

The Site/Building/Room screen.

The menu system is displayed in a ‘Windows tree style’ format and
provides access to options/screens that the user is permitted to run.
SITS:Vision is a management information system used by many
Higher Education institutions across the UK.

SITS:Vision client server provides a ‘back end’ to the system and is
useful for infrequent tasks. The screens in SITS:Vision cannot be
modified. Not all of the fields in each table/screen need to be
necessarily used as only the desired fields may be utilised as required
Also referred to as an ‘entity’, a table is a group of data consisting of
records. For example, information about a student would be stored in
a ‘student’ table.

The View button can be used to change the format of the menu
options. By selecting the View button, the display of menu
commands can be toggled between icon and text or list format.

A wildcard character is a character that may be substituted for any of
a defined subset of all possible characters. Wildcards are used during
searches, for defining criteria and for the retrieval of records

A wildcard character (for example, *) can therefore be applied to
identify data/records according to the specified characters. For
example, to search for all records starting with ‘R’, you would enter
‘R*’ or to search for an address with ‘Russell’ in the data you could
enter *russell* in an address field.

The “Windows tree style” is the preferred menu format in
SITS:Vision as it offers more functionality than other styles. A ‘tree’
displays the options/commands available to the user and branches of
the tree can be expanded and collapsed by selecting the [+] and [-]
icons respectively.
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Summary

SITS. During this course, you have been introduced to the
Vision

SITS:Vision client server software for the viewing, creation

and editing of database records.

Upon completion of this course, you should now have a basic understanding of the following

topics:

e Introduction to SITS:Vision.

e Differences between SITS:Vision client server and e:Vision.

e Examples of client server and e:Vision screens.
o Client server example screens.
o E:Vision example screens.
e Logging into SITS:Vision client server.
e Logging out of SITS:Vision client server.
e Windows tree style menus and the panel buttons.
e Using commands to display tables/screens.
e SITS:Vision client server screen components.
e Further navigation and shortcuts.
o Pull-down menus.
o Right-click menus.
o Keyboard shortcuts.
e Record operations:
Retrieving records.

Wildcards and Boolean operators.
Adding records.
Deleting records.
o Releasing records.
e Tools:

o O O O

Special characters.
GoTo field contents.
Sorting.
Dropping records.
Quick analysis.
= Exporting quick analysis data.
o Cross referencing analysis.

o O O O

= Exporting cross referencing analysis data.

Using first, previous, next or last record navigation icons.
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