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About STI Products

Product Name Changes

As of the 2002 summer mandatory update releases, the names of all STI applications have officially been changed. The chart below displays the current names of all products.

	
	Previous Product Name
	Current Product Name



	School Level Applications
	SSTS/Win2000
	STIOffice

	
	Teacher Classroom Module

Teacher Classroom Module

   -Teacher Takehome Module
	STIClassroomWeb or

STIClassroomWin

   -STIClassroom Companion

	
	SETS (School Install)

   -SETS Companion
	STISets

   -STISets Companion

	
	Health Tracker
	STIHealth

	
	IIOD
	STIHome

	
	IOD
	STICaller

	
	Local School Accounting / School Bookkeeper
	STIBookkeeper

	
	DaisiNet
	STIDistrict Net

	
	
	

	Accessory Products
	Query Builder

Save-It

Data Import/Export

SSTS/Palm2000
	STIAccessories

  -STIQuery

  -STISave-It

  -STIData Import/Export

  -STIPalm

	
	
	

	District Level Applications
	DAISI/2000 

  -DAISI Enrollment

  -DAISI District Net

  -DAISI Import Engine

  -District Net
	STIDistrict

  -STIDistrict Enrollment

  -STIDistrict Net

  -STIDistrict Import Engine

  -STIDistrict Net

	
	DAISI SETS

  -Board Install
	STIDistrict Sets

  -STISets DL

	
	Central Office Accounting Package
	STIFinancial

	
	Textbook Inventory Tracking
	STITextbook

	
	[new product]
	STIDistrict Exchange Manager


Other Products

In addition to our own software applications, STI markets the following products:

1.
Teacher's Pal-Curriculum Management (Instructional Management)

2.
Data Futures-PrimoWare Transportation, Facilities, and Routing (Transportation)

3.
ConfluentTechnologies-ConfluentEDU (Data Mining)

4.
Comalex-Comalex (Child Nutrition)

5.
E on Campus (Professional Development Tracking)

Please contact the STI Sales Department at 800-844-0884 for more information. 

STIDistrict Overview

What is STIDistrict, and How Does It Work?

STIDistrict is made up of several STI applications used in concert to produce a district level view of information to school administrators. Here's a simplified explanation of how it all works. 

First, data is entered into STIOffice and/or STISets at each school. On a regular basis, a file is built and sent to the STIDistrict server that contains new or changed data. This procedure is run at each school, and is referred to as an "upload". The files travel either over your Wide Area Network (WAN), over phone lines using Dial-up Networking and modems, or by diskette transfer. The STIDistrict Server automatically adds the data to the STIDistrict database and makes it available to users on your network. This procedure is called the "import". Users now have access to a complete set of data from all schools. They may choose to look at the data with the STIDistrict Workstation, or with a third party reporting application, such as Crystal Reports.  Access to the data is limited by SQL user accounts and passwords, which are controlled by the Database Administrator. This document will provide help to users of the STIDistrict Workstation program.

Getting Around in the Program

Quick Lookup Using the Desktops

To quickly access information on a particular student, teacher, school, or course, choose the appropriate desktop. The STIDistrict Workstation includes a series of button icons at the top of the screen that will quickly launch the appropriate desktop.
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Generating Reports

All of the reports available from STIDistrict are grouped by function under the Report pull-down menu at the top of the screen. 

Installing and Configuring the STIDistrict Workstation

Follow the steps below to install the STIDistrict Workstation application on a new user's computer. All files referred to below can be found under Updates at www.sti-k12.com. 

Install the Microsoft Data Access Program. 
Download and run the file called mdac_typ27.exe. Take all of the defaults during installation.

Some users may get a message during installation that reads, "Need to install Dcom95.exe". This will be because the operating system on that computer is an older version of Windows95. You will need to install Dcom95.exe to proceed. This file is available on www.sti-k12.com. Take all defaults during installation, then install Mdac_typ27.exe and finish the STIDistrict Workstation installation.

Run the "Core Components" installation file for STIDistrict. 
Download and run the file called STIDistrictCore_Vxxx.exe (where xxx is the current version).  Take all defaults during installation.

Run the install file for the STIDistrict Workstation.
Download and run the file called STIDistrictWS_Vxxx.exe (where xxx is the current version).  This will install the program to your workstation. Take all of the defaults during installation. This will install the program to C:\Program Files\Daisi2 on the local computer. The installation will add a new icon to your desktop called STIDistrict. Double-click on this to start the program.

Configuring the Workstation 

When starting the STIDistrict Workstation program for the first time, a prompt will appear that reads, "Edit the SQL Setup?”  Answer yes, and proceed as described below. 


Server Name or IP
Type in the IP address for the STIDistrict Server in the first line. 


User ID
Type in “sa”. 


Password
Type in the password for the "sa" SQL user account.


Database
Leave this as Daisi.


Command Timeout
Accept the default number of seconds in this field and click OK to finish. 

STIDistrict Security 

STIDistrict Workstation Security allows the Database Administrator (DBA) to create Login IDs specific to each user. Each Login ID will belong to a User Group.  The DBA may then modify the permissions for each User Group, which will determine which STIDistrict functions will be available to members of that group.

Creating New User Groups

When the program was installed, a user account called Default User  (Login ID= @@@) was created. It is a member of the Admin Group, which at the time of installation is the only group. Only members of this group may add, modify, or delete user accounts or groups. To create a new User Group, follow these steps:

1.
Log into the program using the Default User (@@@) Login ID.

2.
Click on File, then User File Setup Menu.

3.
Click on User Group Edit.

4.
Click on the Add button. Type the name for the new group in the space provided, then click OK. Repeat this step for each new group you wish to add.

Creating New Login IDs

To create a new Login ID, follow these steps:

1.
Log into the program using the Default User (@@@) Login ID.

2.
Click on File, then User File Setup Menu.

3.
Click on User File Edit.

4.
Click on the Add button. Complete the fields as follows:
User ID - Type the Login ID for this user.
Password - Type the password to be used by this user.
Name - Type in the user's name (Bob Smith for example)
Group Code – Select the Group for this user.

5.
Click OK to finish this procedure. Repeat as needed to add more users.

Changing User Passwords

Users may change the password associated with their login at any time by selecting Change Password from the Utilities pull-down menu. Users that belong to any group other than the Admin group will only be allowed to change their own password.

Setting Permissions for Using Desktops

Follow these steps to restrict permissions on using the Student, Teacher, Course, and School Desktops for a User Group. 

1.
Log into the program using the Default User (@@@) Login ID.

2.
Open the Desktop you wish to affect. For example, to limit the permissions on the Student Desktop, open the Student Desktop. 

3.
Search for a student record, then click on the Details tab. 

4.
Notice that while logged in as a member of the Admin Group, a Key will appear in the window. Right-click on this Key, and then click on Set Security.  This will produce a new window labeled "Security". 

5.
Click on the drop-down list in the bottom left corner of the Security window to select the User Group for which you wish to set permissions.

6.
Notice that there are 3 columns on this form. The first column is labeled "Visible". If a checkbox is in this column, the user will be allowed to see and use the function. The second column is labeled "T". The value listed in this column indicates they type of object on the form you are working with. The types are F for form, B for button, and L for label. The third column is labeled Description. The data shown in this column will indicate either the name of a button or label, or the actual data field that is displayed on the screen. 

7.
Click on the "All" button to make all forms, buttons and labels on the Student Desktop "Visible" to the User Group selected. Click on the "None" button to make all forms, buttons and labels "Invisible" to the User Group selected. To change a form, button or label from "Visible" to "Invisible" (or vice-versa), click on the description for that object, then click the checkbox in the "Visible" column. Note that the object associated with this description will flash on the screen. Repeat this step for each object as needed.

8.
Click on the Save button to set the permissions. 

9.
To modify permissions for any other Desktop, or for any other User Group, repeat this procedure beginning at step 4.

Setting Permissions for Using Menu Items

Follow these steps to restrict permissions on using the various menu items for a group of users. 

1.
Log into the program using the Default User (@@@) Login ID.

2.
Notice that while logged in as a member of the Admin Group, a Key will appear on the STIDistrict tool bar. Right-click on this Key, and then click on Set Security. This will produce a new window labeled "Security". 

3.
Click on the drop-down list in the bottom left corner of the Security window to select the User Group for which you wish to set permissions.

4.
Notice that there are 3 columns on this form. The first column is labeled "Visible". If a checkbox is in this column, the user will be allowed to see and use the function. The second column is labeled "T". The value listed in this column indicates they type of object on the form you are working with. The types are F for form, B for button, L for label and M for Menu Item. The third column is labeled Description. The data shown in this column will indicate either the name of a button or label, or the actual data field that is displayed on the screen. 

5.
Click on the "All" button to make all menu items "Visible" to the User Group selected. Click on the "None" button to menu items "Invisible" to the User Group selected. To change a menu item from "Visible" to "Invisible" (or vice-versa), click on the description for that object, then click the checkbox in the "Visible" column. Repeat this step for each menu option as needed.

6.
Click on the Save button to set the permissions. 

7.
To modify permissions for any other User Group, repeat this procedure beginning at step 4.

Updating the STIDistrict Workstation Program

Update Procedure

Users will be informed of mandatory updates as they become available. "Maintenance" updates will be posted to the web site as they become available, and may be downloaded as needed. The following steps must be run at each STIDistrict Workstation in order to perform an update:


Download the file called STIDistrictWS_Vxxx.exe (where xxx indicates the program version)  from the STI web site.


Run the file on the local computer to be updated. Take all defaults unless directed to do otherwise by STI.

The District Setup Menu

District Course Cross-Reference

The District Course Cross-Reference table is used to standardize course numbers for state reporting in some states. Users should check with STI Support for the current list of states where this setup is required. This does not need to be repeated at each workstation. To complete this table:

1.
Click on the File pull-down menu, then District Setup Menu, then District Course Cross-Reference

2.
Import the State Valid Course File 
Click on the Import button, and then find the file that contains the course numbers and descriptions used in your state. For example, the Alabama course file will be found in the \Program Files\Daisi2\ directory, and will be named ALSubjects.crv.

3.
Load the District Course Numbers
Click on the Refresh button at the bottom of the form. 

4.
Match the State Course Numbers to the District Course Numbers
Select a district course number by clicking on the down-arrow beneath "Selected District Course #". Scroll through the state course numbers to locate the matching course description. Click on the appropriate state course once, and then click on the Select button.

5.
Repeat this procedure for all courses in the district.

Clicking on the column header for the state course "Description" to sort the state courses in alphabetical order will make it easier to locate matching courses.


District Infraction Cross-Reference

The District Infraction Cross-Reference table is used to standardize infraction codes for state reporting in some states. Users should check with STI Support for the current list of states where this setup is required. This does not need to be repeated at each workstation. To complete this table:

1.
Click on the File pull-down menu, then District Setup Menu, then District Infraction Cross-Reference

2.
Import the State Infraction Code File 
Click on the Import button, and then find the file that contains the infraction codes and descriptions used in your state. For example, the Alabama infraction code file will be found in the \Program Files\Daisi2\ directory, and will be named ALSirCodes.dii.

3.
Load the District Infraction Codes
Click on the Refresh button at the bottom of the form. 

4.
Match the State Infraction Codes to the District Infraction Codes
Select a state infraction code by scrolling through the list and clicking once on the code. Then scroll through the district infraction codes to locate the matching infraction code(s) that match the selected state code. Click on the Select button to make the match.

5.
Repeat this procedure for all infraction codes in the district.

Clicking on the "Description" column headers will sort the codes in alphabetical order by description, and will make it easier to match codes.


District Setup

The information in this form must be updated at the beginning of each school year. This does not need to be repeated at each workstation. To find this form, click on the File pull-down menu, then District Setup Menu, then District Setup.

District Setup Tab

All districts must update the information in this form at the beginning of each school year.

Enrollment Options Tab

Only districts utilizing the STIDistrict Enrollment Program must complete this form. Select each data file to be transferred when using the Enrollment Program to transfer a student. For more complete information on using the Enrollment program, refer to the help documentation for that program.

Term Dates Tab

Only districts using the “Custom” discipline reports found under the Alabama Reports menu group must complete this form. Use this form to set the date ranges of the terms to be used in these reports. 

STIDistrict Preferences Tab

Show Photos on Student Desktop
Select this option to display a student’s photo when viewing his/her desktop. 

UNC Path to Photos
If “Show Photos on Student Desktop” is selected, then enter the path to the folder where the photo files are located. This will typically be a shared folder on the network.

The Import Menu

Daily Upload List

Use this report to produce a list of all schools in the STIDistrict database, and the last date that each uploaded successfully. 

The important date to note when viewing this report is the "File Date" for each school. This is the date that the upload file sent by the school to STIDistrict was created at the school. Do not confuse this with the "Last Date" column. Dates in that column indicate the date the file was processed by the STIDistrict Import Engine.

Upload Report

Use this report to show the history of uploads for one or more schools over a period of time.

The Student Desktop

Searching for a Student Record

To quickly look up information on one student, use the Student Desktop. Search for records by name, student number, or any or all of the street address. The user may also search for a student by using the Advanced Search button, which allows searches based on data from any field in the Student Demographic record, the Student Guardian record, or any of the User Defined records in the database. Type in your search information, then click on the Search button. Scroll down the list of student records until locating the correct record and then click on the Detail tab at the top of the window.

Some students may appear on the list more than once. This will be because they have been enrolled in more than one school in your district during the school year.  Since the school is listed beside the name of the student, it should be easy to find the record you want.

After selecting a student record from the Search window, focus on specific student information (such as attendance history, grades, etc…) by clicking on the appropriate button. 

Remember that the information you are viewing is from one school. If a student has been enrolled in more than one school in your district, you will need to click on the ALL SCHOOLS checkbox on any particular area to see a complete history for the student.

Schedule

To view a student's schedule, click on the Schedule button. View a roster of students in a particular class by highlighting the class and then clicking on Roster.

You may print either of the two screens discussed above by clicking on the Print button.

Attendance

Daily Attendance Tab

Click on this tab to view daily attendance records for a student. There is a running total in the top right corner of the screen for absences and tardies. Remember that the attendance records you are viewing are from one school only. To see attendance records from all schools this student may have attended this year, click on the All Schools checkbox. 

The totals displayed are for All Day Absences and for Tardies only. If a student has been marked absent with a Half Day Absence, this is not counted. 

Entry/Withdrawal Tab

Click on this tab to view the entry and withdrawal records for a student. Remember that the records displayed are from one school only. To see entry and withdrawal records from all schools this student may have attended this year, click on the All Schools checkbox.

Edit Tab

Choosing this tab allows the user to add, delete, or modify entry or withdrawal records from the STIDistrict database. Making changes here does not affect the records at the local school. 

Important: The proper way to fix any problems with your data is to have the offending school correct their data and then upload to STIDistrict. Although there is more effort required to do this, records at both the school and at STIDistrict will be correct.

Discipline

Click on this button to view all of the discipline records for a student. This displays all discipline from all schools. The records are organized in folders on the left side of the screen, by school and by date of the infraction. Click on any folder to reveal the details. Print the record you are viewing by clicking on the Print button.

Grades

Click on this button to view all of the grade records for a student. Grades are displayed in order by School Year and Grading Period. Grade data from previous years may be available, if it is in the student's record at the school. Use the scroll bar in the bottom right corner of the window to reveal comments for each grade. Click on the Print button to print the student's grades.

Detail

Use the Detail button to show student and guardian demographic data. Guardian 1 data is displayed by default. Click on the Guardian 2 checkbox to view Guardian 2 data. Click on the tab labeled Other to reveal Special Education data. Print this information by clicking on the Print button.

Renumber

This button may be used to change the student number for the selected student. Doing this will change not only the student number on the student demographic record, but on all related records (such as attendance, grades, etc…). The change will only affect the STIDistrict records, and will not update the school's STIOffice database. Therefore, whenever possible, the student number should be changed at STIOffice. STIDistrict will be updated with the changed data on the next upload.

Important: The proper way to fix any problems with your data is to have the offending school correct their data and then upload to STIDistrict. Although there is more effort required to do this, records at both the school and at STIDistrict will be correct. After making a Student Number change at a school, have the school Upload All.

Delete

Use this button to delete a student record from the STIDistrict database. Doing this will delete not only the student demographic record, but all related records (such as attendance, grades, etc…). The change will only affect the STIDistrict records, and will not update the school's STIOffice database. Therefore, whenever possible, delete the record in STIOffice. The STIDistrict records will be deleted on the next upload.

Important: The proper way to fix any problems with your data is to have the offending school correct their data and then upload to STIDistrict. Although there is more effort required to do this, records at both the school and at STIDistrict will be correct. After deleting a Student record at a school, have the school Upload All.

User File

STIOffice allows users to collect additional student information that is not pre-defined in the program. This data is stored in one of ten User Files at the school. This data is sent to STIDistrict on each upload. Clicking on the User File button on the Student Desktop will reveal any data collected in a User File for the selected student. If no User File data has been entered at the local school for this student, you will be prompted that No User File Data exists for this Student.

When viewing the User File data a pull-down list labeled User File will be displayed. Use this to select from files 1 through 10. Only the fields from the file that are being used at the school will be displayed. Field descriptions will be displayed in the Description column and the value entered in the Value column.

Important: User File 1 should be used for State Reporting purposes only. STI will inform schools as changes to this file become necessary. 

Letters

Use this button to add records to a STIDistrict file that will indicate that a letter was sent to the student and/or guardian.  Click on the Add button to create a record. Enter a code for the letter sent (you may use up to 10 alpha/numeric characters for this code) and the date the letter was sent. Use the Change button to change the code or date of an existing record, and delete a record entirely by clicking on the Delete button.

Profile

Clicking on the Profile button produces a report that includes demographic data for student and guardians, absences and tardies, entries and withdrawals, discipline records, the student's schedule and grades, all on one report. The report will first preview on screen. Print it by clicking on the printer icon at the top of the preview page. Move from one page to the next by using the "up" and "down" buttons at the top of the page.

Att Events

Click on this button to produce a report that shows all entries, withdrawals, tardies, absences, and transportation code changes for a student. The report also will show basic student and guardian demographic data.

Tcodes

Click on this button to display the history of transportation code changes for the selected student.

Medical Info

Click on this button to display the Medical Information report. This report summarizes all of the medical data collected in the STIOffice program at the school for the selected student.

Transcripts

Click on this button to display transcript information for the selected student.

The Teacher Desktop

Searching for a Teacher Record

To quickly look up information on a teacher, use the Teacher Desktop. Search for records by name, teacher number, or school.  Type in the search information, then click on Search. Scroll up and down the list or teachers until you find the correct record and then click on the Detail tab at the top of the window.

Schedule

Use this button to view a teacher’s class schedule. By default the schedule will be displayed in order by class period, by term. Click on the label at the top of any column to change the order of this list by the value of that label. For example, click on the Course Name label and the schedule will be sorted alphabetically by Course Name. Print the list by clicking on the Print button.

Roster

Highlight any course on the teacher's schedule, then click on the Roster button to produce a list of students enrolled in that class. Print this list by clicking on the Print button.

Grades

Highlight any course on the teacher's schedule, then click on the Grades button to produce a list of grades earned by students enrolled in that class. 

Attendance

Use this button to view teacher attendance information. There are two columns shown, one for the date the teacher was absent from work and one for the reason the teacher was absent from work. Print the attendance records to paper by clicking on the Print button.

Discipline

Use this button to view discipline referrals made by the teacher selected. By default the discipline referrals will be listed in order by date. Click on the label at the top of any column to change the order of this list by the value of that label. For example, click on the Student Name label and the records will be sorted alphabetically by Student Name. Print the list by clicking on the Print button.

Detail

Use this button to display the contents of the selected teacher's demographic file. Print the contents of the teacher's demographic file by clicking on the Print button.

The School Desktop

School List

When you choose the School Desktop, STIDistrict displays a list of all schools in the database. For each school on the list the School Name, School Number, total enrollment as of the last date that school uploaded, and the date of the most recent upload from that school is displayed. Choose one of the buttons to the right of the list to view other details about that school. To print the list, click on the Print button.

Attendance

Click on this button to produce a report that shows membership and attendance information for every day of the school year up to the current date. The information may be sorted by date, membership totals, attendance totals, or absence totals by selecting the appropriate option from the pull-down menu labeled Sort By. Print this list by clicking on the Print button.

Calendar

Click on this button to show the selected school's Attendance Calendar for this year. Print the calendar by clicking on the Print button.

System File

Click on this button to show the contents of the System File, Attendance System File, and State Attendance System File for the selected school. 

School 1 Tab

The data displayed under this tab shows the first half of the selected school's System File.

School 2 Tab

The data displayed under this tab shows the second half of the selected school's System File.

Attendance 1 Tab

The data displayed under this tab shows the first half of the selected school's Attendance System File.

Attendance 2 Tab

The data displayed under this tab shows the second half of the selected school's Attendance System File.

State Tab

The data displayed under this tab shows the selected school's State Attendance System File. 

The dates in this file will be used as the beginning and ending dates for attendance months in STIDistrict attendance reports.

Delete

Use the delete button to delete all records from STIDistrict for the selected school. There are very few circumstances that would warrant this action. Check with STI Support if you are not 100% certain that you need to delete a school from STIDistrict.

Inactive

If the district chooses to import inactive student records, clicking on this button will reveal the inactive student record count for each school with inactive records in the STIDistrict database. A school with inactive student records will appear twice in the school list. An asterisk precedes the school code where the count indicates inactive students.

The Courses Desktop

Master Schedule Screen

The Courses Desktop may be used to view the Master Schedule for any school in the database, and to produce a list of students enrolled in a particular class. It is necessary to choose a school from the first pull-down list in order to see the Master Schedule, and then to choose a Term in order to see a roster for any class.

To View Master Schedule for a School

First select a school using the drop-down list at the top of the form. Doing so will produce the Master Schedule for that school. By default the courses will be listed in order by description. Click on the label at the top of any column to change the order of this list by the value of that label. For example, click on the Teacher Name label and the courses will be sorted alphabetically by teacher name. Print the Master Schedule by clicking on the Print button.

To View Roster for a Class

After selecting the school, highlight the course you are interested in by clicking on it once. Next, choose the term for class you are interested in by using the drop-down list in the top right of the form. Now click on the Roster button to produce the roster for the selected class. Print the list by clicking on the Print button.

Conflict Reports

What Are Conflict Reports?

Conflict Reports are reports that identify various problems that exist within the database. Each report under the Conflict Reports menu will identify specific types of problems. After identifying problems with data, contact the school(s) involved and have them make corrections. After making corrections in the STIOffice program, the  school(s) will upload to STIDistrict as usual and the corrections will be sent to the STIDistrict  database. Run these reports on a regular basis to keep your data in good shape.

Enrollment Conflict Report

This report will identify students who are enrolled in two or more schools simultaneously within the district. It will also identify students who have a demographic record but have no entry record. After running this report, contact the school(s) that produced the problem data and have them correct their mistakes.

Report Options

This report includes three options. The first option is to include a description of the conflict. This is checked "on" by default and it is recommended that you leave it checked. Next there is an option to print one conflict per page. This is "un-checked" by default, as it can result in wasting paper. The third option is to include the "No Entry Report."  It is checked "on" by default, and STI recommends that you keep this selected, as it will cause the report to produce a list of students who are missing an entry record.

Invalid Grade Report

This report will print a list of students who have a grade level that is not valid within the database. For example, if a kindergarten student is listed as grade "K" instead of "0" that student will be listed. Select schools to include on the report from the list provided. 

Duplicate Times Entry/Withdrawal Report

This report is similar to the Enrollment Overlap Report in that it identifies students who are enrolled in two or more schools simultaneously within your district. The difference is that this report will show only students who have entry and withdrawal records on the exact same date and time. For example, it will list a student who withdraws at 9:00 AM on 2/14/00 and reenters at 9:00 AM on 2/14/00. To correct this problem with the data, have the school where the student entered at 9:00 AM change the time on the entry to 9:01 AM. After the next upload from that school the problem will be resolved.

Duplicate Students Report

This report lists student records where there are 2 or more records, where the Name, Sex, Race, and Date of Birth are identical but the Student Number is different. Very often this is caused by a student who transfers within the district, where one of the schools involved in the transfer uses an incorrect student number. These problems are easily fixed by identifying the error and having the offending school correct the Student Number.

Report Options

When you run this report you have the option to sort by Student Name or by School Name. There is also a checkbox labeled "Report Duplicates Within Same School Only". If you choose this option, a record will be listed only if there is another record at the same school that has the identical Name, Sex, Race, and Date of Birth. 

Multiple EWR Report

This report lists students who have at least two records in the Entry/Withdrawal file where the Reason Code is the same. 

Report Options

Step 1
Select the code from the drop-down list for which you wish to list duplicates. 

Step 2
Enter the minimum number of times this code has been duplicated for the student to appear on the report.

Step 3
Select the order in which student records will be listed on the report.

Duplicate Teacher Report

This report creates a listing of teachers (employees) where two or more records in the database share the same value in the data fields selected by the user.

Report Options

Sort Order
Select the order in which to list teacher records when the report is printed.

Options
Select the data fields to compare. This report creates a listing of teachers (employees) where two or more records in the database share the same value in the data fields selected by the user. At least one field must be selected, and multiple fields may be selected as needed.

Report Within the Same School Only
Select this option to list teacher records where the data has been duplicated within one school only. Selecting this option will cause the report to not list teachers where data has been duplicated at two or more schools.

Student DOB Report

Use this report to produce a list of students who are within a range of ages as of a particular date. For example, you might list students who are between 21 and 99 years old as of October 1st. This might serve to point out students who are too old to be served, but it might also point out student records where the Date of Birth was entered incorrectly.

Suggestion:  Set the age range to look for students who are between –999 and 3 years old, or between 21 and 999 years old in order to reveal bad data entry at the schools. 

Report Options

School List
Run this report for any one school, or any combination of schools by selecting them from the school list provided. 

Aging Date
Use this field to select the "As Of" date for the report. For example, to produce a list of students who are 21 or older as of October 1st, select October 1 from this calendar.

Starting Age
Use this field to set the lower limit for the age range of the report.

Ending Age
Use this field to set the upper limit for the age range of the report.

Sort Options
Use the "Radio Buttons" at the bottom right of the form to select the order in which to list the student records.

Conflicting SSN/Student Number Report

This report compares either the Student Number, the Alternate Student Number or both the Student Number and Alternate Student Number to the Social Security Number for every student record in the database and then lists those records where the numbers do not match. 

Report Options

Options
Select which field(s) to compare to the Social Security Number.

Include Records with Blank Option Values
Select this option to include student records where the field(s) selected in the previous step are blank.

Include Records with Blank Social Security Numbers
Select this option to include student records where the Social Security Number field is blank.

Sort Order
Select the order in which to print records in the report.

Attendance Reports

Daily Attendance List (Simple)

Run this report to produce a list of students who were absent on a particular date for one or more attendance code. For example, this report might produce a list of students who were absent on 2/11/00 with an absence code of "X" or "Y". 

Report Options

School List
List students from one or more schools on your list. Choose the schools from the list provided.
ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security  Number or Alternate Student Number for each student on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to order records by either Last Name, Attendance Code, or Student ID.

Date
Select the date for which to report upon. 

Break After Every School
This option is used when reporting on multiple schools. Checking this box will cause the report to start a new page for each school.

Codes
By default, all attendance codes (reasons for absence/tardy) are selected. You may choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" from the Select Codes drop-down menu and then "selecting" the codes you wish to include from the list.

Output To
By default, the report will print to a printer. You may choose to print to either a fixed-width text file or a comma delimited text file. 

Daily Attendance List (Detailed)

Run this report to produce a list of students who were absent on a particular date for one or more attendance codes. For example, this report might produce a list of students who were absent on 2/11/00 with an absence code of "X" or "Y". This report is very similar to the Daily Attendance List (Simple) but includes more data for each student on the list. 

Report Options

School List
List students from one or more schools on your list. Choose the schools from the list provided.
ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security Number or Alternate Student Number for each student on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to order records by either Last Name, Attendance Code, or Student ID.

Date
Select the date for which you wish to report upon. 

Address to Print
An address will be printed for each student on the list. Print either the address in the Student record or the address in the Guardian record.

Break After Every School
This option is used when reporting on multiple schools. Checking this box will cause the report to start a new page for each school.

Consecutive Absences
Check this box to show the number of consecutive absences as of the report date for each student reported.

Codes
By default, all attendance codes (reason for absence/tardy) are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" from the Select Codes drop-down menu and then "selecting" the codes to include from the list.

Output To
By default, the report will print to a printer. As needed choose to print to either a fixed-width text file or a comma delimited text file.

Daily Attendance Report (Single Day)

Run this report to produce a list of students who were absent on a particular date for one or more attendance code. For example, this report might produce a list of students who were absent on 2/11/00 with an absence code of "X" or "Y". This report is very similar to the Daily Attendance List (Simple) but includes more data for each absence record on the list. 

Report Options

School List
List students from one or more schools on your list. Choose the schools from the list provided.
ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security Number or Alternate Student Number for each student on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to order records by either Last Name, Attendance Code, or Student ID.

Report Date
Select the date for which you wish to report upon. 

Print Student ID
Check this on to print the Student ID for each record, leave un-checked to hide Student ID.

Print Totals
Check this on to print the total number of absences/tardies by code for each school selected.

Print Attendance Type
Every attendance record has a "Type" associated with it. Types are "A" for All-day Absences, "H" for Half-day Absences, and "T" for Tardies. Check on this box to report the Type for each record.

Print Attendance Code
Every attendance record has a code that indicates the reason for the absence or tardy. Check on this box to report the attendance code for each record.

Codes
By default, all attendance codes (reason for absence/tardy) are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" from the Select Codes drop-down menu and then "selecting" the codes you wish to include from the list.

Output To
By default, the report will print to a printer. As needed choose to print to either a fixed-width text file or a comma delimited text file.

Cumulative Absence Report

This report produces a list of students who were absent for a user-specified number of days, with a specific attendance code or list of codes, within a user-specified range of dates. For example, run this report to generate a list of students who had 4 or more unexcused absences between 2/01/00 and 2/28/00.

Report Options

School List
List students from one or more schools on your list. Choose the schools from the list provided.
ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security Number or Alternate Student Number for each student on the report.

Starting Date
Use this field to set the lower limit for the date range of your report.

Ending Date
Use this field to set the upper limit for the date range of your report.

Absences
Use these two fields to define the how many absences a student must have to be listed on the report. Use the first drop-down menu to choose either Greater Than, Less Than, or Equal To. Use the second field to choose the number of absences.

Tardies
Use these two fields to define the how many tardies a student must have to be listed on the report. Use the first drop-down menu to choose either Greater Than, Less Than, or Equal To. Use the second field to choose the number of tardies.

When setting the criteria for the number of absences and tardies a student must have to be listed on the report, remember that the student must meet the criteria for both absences and tardies. For example, if you select Greater Than 4 Absences and Greater Than 4 Tardies, a student with 8 absences but only 3 tardies would not be reported.


Codes
By default, all attendance codes (reason for absence/tardy) are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" from the Select Codes drop-down menu and then "selecting" the codes you wish to include from the list.

Sorting
Sorting determines the order in which the records are listed down the page. Place a check in the box for any field you wish to sort by. After making your selections, you may give any field selected a higher sort priority by highlighting it and clicking on the "Up" arrow to the left of the fields list.

Output To
By default, the report will print to a printer. Choose to print to either a fixed-width text file or a comma delimited text file.

Attendance Report (ADA/ADM)

This report is used to generate Average Daily Attendance (ADA) and Average Daily Membership (ADM) numbers for any period or periods of time throughout the school year. By default the report will use the local school's State Attendance System File to define the Attendance Months in the report. It is possible, however, to modify the report to generate ADA/ADM numbers for any period of time during the current school year.

Report Options

School List
Report ADA/ADM for one or more schools on your list. Choose the schools to include from the list provided.

Dates
Select the months to include in the report. By default the report will use the local school's State Attendance System File to define the Attendance Months in the report. Only months that have been completed will be displayed. Use the All button to quickly choose all months listed, or the None button to choose none of the months. 


Edit
Edit the date range for any month on the report. For example,  produce the ADA/ADM for the calendar month that begins on 2/01/00 and ends on 2/29/00. To do this check on Month 1 in the Dates section, then click on the Edit button. Next select Custom Date Range, then choose 2/1/2000 as your Start date and 2/29/2000 as your End date. Click OK to return to the Report Options screen.
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Codes
By default, all attendance codes (reason for absence/tardy) are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" from the Select Codes drop-down menu and then "selecting" the codes you wish to include from the list. For example, it is possible to exclude absence codes that indicate such activities as field trips.

Page Break After Every School
When this option is selected, each school will be reported on a separate page. No two schools will be on the same page.

Show Date Legend for Custom Dates
If the date range for any month on the report was edited, select this option. This will display the date range for those modified months on the printed report.

Daily Attendance Summary 

This report lists membership and attendance information for a range of dates specified by the user. The report may be broken down by grade level.

School List Report

This is a very simple report that lists the schools in you database. The school name, school number, phone number, and address are listed for each school.

Current School Counts

This report generates the enrollment counts by school for any date in the school year. The report is displayed in a Pivot Table format, which allows for easy customization. An example of how this report can be used is to generate an enrollment count of free lunch students as of October 1, by race and sex.

Report Options

School List
Report enrollment counts from one or more schools on your list.  Choose the schools from the list provided.

Reporting Date
Select the date for which to view enrollment. The default date is "Last Upload Date."  Choosing "Last Upload Date" will base the enrollment counts for each school on the last date that each school uploaded to STIDistrict. 

Only schools with a valid calendar day matching the selected reporting date will be reported. Also, any school that does not have data in the Enrollment Table for the date selected will not be included on the report.

Using the Pivot Table

The report will by default show the enrollment by school and by race. Modify the report to break down the enrollment in other ways by creating columns and rows based on the labels at the top of the window. 

To create a new column, drag and drop one of the labels at the top of the window directly to the right of the current column label. When the label is in the correct position on the screen a bright green line appear. When you see this line, release the mouse button to "drop" the column into place. Similarly, to create a new row drag and drop one of the labels at the top of the window directly to the right of the current row label. 

By default, the report displays a count of all students enrolled on the date selected. To limit the number of students reported click on the white Drop-Down List arrow on any Label in the window. For example, to show the enrollment for male students only, click on the Drop-Down List for the Sex label, then click once on "F" to remove females from the count. To complete this procedure click once in the "empty" gray area to the right of the screen.
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Printing the Report

To print the report to paper, click on the Print button. 

Exporting the Report Data

To export the report data to a file, click on the Export button. Choose to export the data to a text file or to an Excel Spreadsheet file.

Master Schedule Reports

Course Counts

This report shows the number of students enrolled, by course description, and by term. Choose to produce the report with counts by course within each school, or counts by course district-wide. For example, use this report to find out how many students are enrolled throughout the district in Algebra 1 during the second term of the school year.

Report Options

School List
List course counts from one or more schools on your list. Choose the schools to include in the report from the list provided.

Options – Totals by School
Select this option to show student counts for each course offered within each school selected. (If two schools offer Algebra 1, totals for each school will be displayed)

Options – Totals by Course Description
Select this option to show student counts for each course offered in the district. (If two schools offer Algebra 1, only one total for that course will be displayed)


Discipline Reports

Discipline Detail Report

This report shows the details that make up each discipline record selected. The report displays the name, sex, race, and date of birth for each student with discipline, the infraction committed and the disposition given, the referring teacher and the administrator who handled the disposition. Options include the ability to select by school, date range of infractions, infraction descriptions, disposition descriptions, or by referring teacher.

Report Options

School List
List discipline records from one or more schools in the district.  Choose the schools to include in the report from the list provided.

Sort
Select from the options provided to determine the order in which discipline records are reported.

Date Range
Specify the beginning and ending date range for infractions to be included on the report.

Select By
Choose to report only specific discipline records. To specify which records to report:

1)  Select one or more of the checkboxes provided (Include Only
This Offense, Include Only This Disposition, Include Only This Teacher). 

2)  For each selection, type in the space provided the selection criteria. For example, to report only discipline records where the offense was Fighting, type Fight (or any part of the word Fighting) in the Include Only This Offense field. 

The report allows multiple selections as needed. 

Discipline Summary Report

This report summarizes the total number of either infractions or dispositions during a user specified date range, and shows totals by school or for the entire district.

Report Options 

School List
Summarize discipline records from one or more schools on in the district by choosing the schools to be included from the list provided.

Summary Type
Summarize either Infractions or Dispositions.

Starting Date
Use this field to set the lower limit for the discipline dates to be reported.

Ending Date
Use this field to set the upper limit for the discipline dates to be reported.

Sort by Count
Selecting this sort option will display counts of infractions or dispositions in descending order. Choosing this option shows counts for all schools selected, and does not break down counts by school.

Sort by School/Count
Selecting this sort option will display counts of infractions or dispositions in descending order, for each school selected. 

Sort by Description/School
Selecting this option will display counts of infractions or dispositions in ascending order by the infraction or disposition description, then by school name. Counts shown are by school.

Sort by School/Description
Selecting this option will display counts of infractions or dispositions in ascending order by the school's name first, then by infraction or disposition description. Counts shown are by school.

Student Reports

Student List

This report produces a list of students from one or more schools in the  district.

Report Options

School List
List students from one or more schools on your list. Choose the schools from the list provided.

ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security Number or Alternate Student Number for each student on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to see sort order choices.

Print Withdrawn Students
Select this option to include records for withdrawn students on the  list. If left un-selected, these records will not be included.

Page Break After Every School
Select this option to force the report to start a new page for each school.

Format – Simple
Selecting this format will show the following information for each student reported:
ID, Name, Phone, Date of Birth, Race, Sex, Homeroom, and Grade

Format – Detailed
Selecting this format will show all of the information in the Simple format, but will also add the following fields:
Address, City, State, Zip, Transportation Code, and Bus Number.

Output To
By default, the report will print to a printer. As needed choose to print to a fixed-width text or comma delimited text file, or choose to merge the report data into a Microsoft Word document.

Follow these steps to Merge Report Data into a Microsoft Word Document:


Choose the data to be included in the report by making selections under the Report Options tab and the Report Filters tab.


Select the Output to MS Word option, then select either 
Form Letter or Mail Labels from the drop-down menu, then click OK.


Choose to either open an existing document by clicking YES, or to create a new document by clicking NO. 


Click on the Insert Merge Field button on the Word toolbar to insert data fields from the report into the document. 


Add text and formatting to the document, and then click on the Merge button to create the final document.
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Report Filters

Select
Choose to exclude any Grade, Race, Sex, or Homeroom from the report by removing the check from the corresponding checkbox. 

Print Withdrawn Students
Select this option to include records where the student is currently withdrawn. By default, this is not selected, and withdrawn students are not included in the report.

Student Entry/Withdrawal Report

This report produces a list of students who have entered or withdrawn within a user-defined date range, with a user specified reason code or codes. 

Report Options

School List
List students from one or more schools in the district. Choose the schools from the list provided.

ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security Number or Alternate Student Number for each student on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to see sort order choices.

Starting Date
Use this field to set the oldest date for any entry/withdrawal record to be reported.

Ending Date
Use this field to set the most recent date for any entry/withdrawal record to be reported.

Totals by Code
When this option is selected, a summary will print on the last page of the report that shows the number of entries/withdrawals by code.

Page Break After Every School
Select this option to force the report to start a new page for each school.

Include To/From Information
Select this option to show the To/From field on the report.

Withdrawals Only
Select this option to show only students who are currently withdrawn.

Codes
By default, all Entry and Withdrawal codes are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" and then "selecting" the codes you wish to include from the list.

Output To
By default, the report will print to a printer. Choose to print to either a fixed-width text file or a comma delimited text file as needed.

Student Lunch Status Report

This report produces a list of students who have a user-selected Lunch Status. For example, use this report to produce a list of students who receive free lunch.

Report Options

School List
List students from one or more schools in the district. Select the schools from the list provided.

ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security Number or Alternate Student Number for each student on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to see sort order choices.

Page Break After Every School
Select this option to force the report to start a new page for each school.

Codes
By default, all Lunch codes are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" and then "selecting" the codes you wish to include from the list.

Report Type - Simple
When this format is selected, each student's ID, Name, Phone, Race, Sex, Homeroom, Grade, and Lunch Code are printed.

Report Type – Detailed
When this format is selected, the student's Address, City, State, and Zip Code are also printed.

Output To
By default, the report will print to a printer. Choose to print to either a fixed-width text file or a comma delimited text file as needed.

Student Medical Information Report

This report prints the Medical Information summary report for every student selected. The user may select to print the report for all students in one ore more schools, grades, and/or homerooms. 

Transcripts Report

This report prints the transcript record for every student selected. The user may filter  the report to include students from one ore more schools, and may also filter by grade, homeroom, sex and/or race. 

Teacher Reports

Teacher List

This report produces a list of teachers from one or more schools in the  district.

Report Options

School List
List teachers from one or more schools in the district. Choose the schools from the list provided.

Sort Options
Choose from the two options to determine the order in which the teachers will be listed. Choose Sort by School/Teacher Name to list teachers in ascending order by their last name, grouped by school. Choose Sort by Teacher Name/School to list teachers in ascending order by their last name, regardless of school.

Print Labels
Select this option to print labels rather than a traditional report. The format for the labels is 3 across, 10 down.

Teacher Certification

Use this report to produce a list of teachers with a particular certification.

Report Options

School List
List teachers from one or more schools in the district. Choose the schools from the list provided.

ID To Print
Use this pull-down list to choose to print either the Teacher Number, Social Security Number or Alternate Teacher Number for each teacher on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to see sort order choices.

Must Have Certifications From the List Below
When this option is selected, only teachers who have a certification that is selected on the list below this checkbox will be included on the report. By default, all certifications are selected. Choose to limit the certifications for the report by either "un-selecting" individual codes from the list, or by choosing "None" and then "selecting" the codes you wish to include from the list. When this option is not selected, the report will produce an alphabetical listing of all teachers, and will display the certification information for each.

Output To
By default, the report will print to a printer. Choose to print to either a fixed-width text file or a comma delimited text file as needed.

Employee Attendance

This report produces a list of teachers (employees) who were absent from  work within a user-specified range of dates.

Report Options

School List
List teachers from one or more schools in the district. Choose schools from the list provided.

ID To Print
Use this pull-down list to choose to print either the Teacher Number, Social Security Number or Alternate Teacher Number for each teacher on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to see sort order choices. Choices include number of days absent, in both ascending and descending order.

Starting Date
Use this field to set the oldest absence date to include on the report.

Ending Date
Use this field to set the most recent absence date to include on the report.

Print Staff w/o Attendance
When this field is selected, only employees who have zero absences will be reported.

Print Days Left
Select this option to print the number of (vacation, sick) days left for each teacher on the report.

One Person Per Page
Selecting this option will print each teacher on the list on a separate page.

Codes
By default, all teacher attendance codes are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" and then "selecting" the codes  to include from the list.

Output To
By default, the report will print to a printer. Choose to print to either a fixed-width text file or a comma delimited text file as needed.

Employee List

In STIOffice, each teacher (employee) record is assigned a type code. The codes are:

A - Administrator

C - Counselor

O - Other 

S – Support

T - Teacher

This report prints a list of any group of employees based on this code. 

Report Options

School List
List employees from one or more schools in the district. Choose  schools to include in the report from the list provided.

ID To Print
Use this pull-down list to choose to print either the Teacher Number, Social Security Number or Alternate Teacher Number for each teacher on the report.

Order By
Select the order in which to print the records on the report. Use the pull-down list to see sort order choices. 

Page Break After Every School
Select this option to force the report to start a new page for each school.

Print Certifications
Select this option to include certification data for each employee listed.

Report Type - Simple
When this option is selected, the data reported includes ID, Name, Phone, Degree, Tenure, Type, and Homeroom. To include more information, select the Detailed option.

Report Type - Detailed
When this option is selected, the employee's address, city, state, and zip code is also printed.

Output To
By default, the report will print to a printer. Choose to print to either a fixed-width text file or a comma delimited text file as needed.

Miscellaneous Reports

Code List

This report prints the various codes used by each school. For example, use  this report to see what attendance codes are being used at a particular school.

Report Options

School List
Print the code files from one or more schools in the district. Choose the schools from the list provided.

Alabama Reports

SDE Export

The SDE Export report is used by districts in the state of Alabama to produce the 40 Day ADM File, December 1st Child Count File (for Special Education), and the End of Year File.  The SDE Export report will produce an Error List upon completion of building the file that will point out problems with your data. These problems should be resolved by editing the problem data at the local school and uploading to STIDistrict.  The export file produced should also be audited using the State Department of Education's Export Editor program.

Producing the 40 Day ADM File

Print Options

Sort Order
Student records will be listed in the order selected, on both the export file and on the printed report. Select a field to sort by, then set that field’s sorting priority by highlighting it and using the up and down arrows to give it higher or lower priority.

Print SDE File Content List
Select this checkbox to print a list of students included in the export file. This report will show all of the data reported to the state for each student.

Print SDE ADM Report
Select this checkbox to print an ADM (Average Daily Membership) report based on the data in the export file. 

SDE Report Setup

School List
Include the data from one or more schools when producing the SDE Export File. Choose schools to include from the list provided.

Number of Attendance Days in Year
Type in the number of days in your school year.

Attendance Days on Report
Type in the number 40.

December 1 Child Counts
Do not select this option when producing the 40-Day file.

Starting Attendance Day in Report
Leave this set at day number 1, unless instructed otherwise by STI or the SDE.

Excused All Day Codes
List all codes used in the district to indicate a student had an excused absence. Separate multiple codes with a comma.

Unexcused All Day Codes
List all codes used in the district to indicate a student had an unexcused absence. Separate multiple codes with a comma.

Tardy Codes
List all codes used in the district to indicate a student was tardy. Separate multiple codes with a comma.

Suspend Codes
List all codes used in the district to indicate a student was absent due to suspension. Separate multiple codes with a comma.

Free Lunch Code
List all codes used in the district to indicate a student receives free lunch. Separate multiple codes with a comma.

Reduced Lunch Code
List all codes used in the district to indicate a student receives reduced  lunch. Separate multiple codes with a comma.

Export File
By default, the file produced will be called STUDENT.XXX (where XXX is your district number) and will be located in the C:\Program Files\Daisi2 directory. Change the path or filename as needed.

Suggestion:  In the weeks leading up to the due date for this file, build the file several times to check for errors, and to make sure all students are being reported. 

Producing the December 1 Child Count File

Print Options

Sort Order
Student records will be listed in the order selected, on both the export file and on the printed report. Select a field to sort by, then set that field’s  sorting priority by highlighting it and using the up and down arrows to give it higher or lower priority.

Print SDE File Content List
Select this checkbox to print a list of students included in the export file. This report will show all of the data reported to the state for each student.

Print SDE ADM Report
Select this checkbox to print an ADM (Average Daily Membership) report based on the data in the export file. 
SDE Report Setup

School List
Include the data from one or more schools when producing the Child Count File. Choose schools to include from the list provided.

Number of Attendance Days in Year
Type in the number of days in your school year.

Attendance Days on Report
This field is not used when producing the Child Count File.

December 1 Child Counts
Select this option when producing Child Count File.

Starting Attendance Day in Report
This field is not used when producing the Child Count File.

Excused All Day Codes
This field is not used when producing the Child Count File.

Unexcused All Day Codes
This field is not used when producing the Child Count File.

Tardy Codes
This field is not used when producing the Child Count File.

Suspend Codes
This field is not used when producing the Child Count File.

Free Lunch Code
This field is not used when producing the Child Count File.

Reduced Lunch Code
This field is not used when producing the Child Count File.

Export File
By default, the file produced will be called STUDENT.XXX (where XXX is your district number) and will be located in the C:\Program Files\Daisi2 directory. You may change the path or filename as needed.

Suggestion:  In the weeks leading up to the due date for this file, build the file several times to check for errors, and to make sure all students are being reported. 

Producing the End of Year File

Print Options

Sort Order
Student records will be listed in the order selected, on both the export file and on the printed report. Select a field to sort by, then set that field’s sorting priority by highlighting it and using the up and down arrows to give it higher or lower priority.

Print SDE File Content List
Select this checkbox to print a list of students included in the export file. This report will show all of the data reported to the state for each student.

Print SDE ADM Report
Select this checkbox to print an ADM (Average Daily Membership) report based on the data in the export file. 
SDE Report Setup

School List
Include the data from one or more schools when producing your End of Year File. Choose schools to include from the list provided.

Number of Attendance Days in Year
Type in the number of days in your school year.

Attendance Days on Report
Type in the number of days in your school year.

December 1 Child Counts
Do not select this option when producing the End of Year file.

Starting Attendance Day in Report
Leave this set at day number 1, unless instructed otherwise by STI or the SDE.

Excused All Day Codes
List all codes used in the district to indicate a student had an excused absence. Separate multiple codes with a comma.

Unexcused All Day Codes
List all codes used in the district to indicate a student had an unexcused absence. Separate multiple codes with a comma.

Tardy Codes
List all codes used in the district to indicate a student was tardy. Separate multiple codes with a comma.

Suspend Codes
List all codes used in the district to indicate a student was absent due to suspension. Separate multiple codes with a comma.

Free Lunch Code
List all codes used in the district to indicate a student receives free lunch. Separate multiple codes with a comma.

Reduced Lunch Code
List all codes used in the district to indicate a student receives reduced lunch. Separate multiple codes with a comma.

Export File
By default, the file produced will be called STUDENT.XXX (where XXX is your district number) and will be located in the C:\Program Files\Daisi2 directory. Change the path or filename as needed.

Suggestion:  In the weeks leading up to the due date for this file, build the file several times to check for errors, and to make sure all students are being reported. 

LEA Personnel Schedule Export

This report produces a file that can be imported into the SDE's LEAPS database. The file produced will populate the teacher schedule portion of that database. 

Report Options

School List
Include the data from one or more schools when producing your LEA Personnel Schedule Export file. 

Use Alternate Course Number For State Course Number
Use one of the following methods for standardizing your course numbers with the approved course numbers provided by the SDE. Select the option "Use Alternate Course Number…" only if you have used choice number 2 from the list below. 

1) For each course offered, use the state approved number as the Course Number in the Valid Course File in STIOffice at each school;

2) For each course offered, use the state approved number as the  Alternate  Course Number in the Valid Course File in STIOffice at each school;

3)  Use the District Course Cross Reference in STIDistrict to match the state approved course numbers to the course numbers used by  the schools.

Term
There are two pull-down lists in this section. The first is used to identify which school term will be used to produce teacher schedules. The second pull-down list is used to identify which file will be produced for the state, either the Fall Semester file or the Spring Semester file.

Export File
By default, the file produced will be called LEAPSCH.TXT and will be located in the C:\Program Files\Daisi2 directory. This is the filename that the SDE LEAPS program will look for when importing the schedule data file. 

Student Incident (SIR) Report

This report produces a file that may be imported into the SDE's SIR database program. In order to produce this file, schools must enter Incident Records using the Windows version of STIOffice. Also, the District Infraction Cross Reference table (used to match the infraction codes used by your schools to the state approved infraction codes) must be completed in STIDistrict prior to creating the SIR file. For more information on the Infraction Cross Reference, review the District Setup chapter of this document.

Important: Because of a difference in the way the SIR Program and the STIDistrict Program view dates, follow these additional instructions prior to producing the SIR Export File using STIDistrict. Change the Short Date Format on the workstation used to read m/d/yy before creating the SIR file. To make this change, click on Start, then Settings, then Control Panel, then Regional Settings, and then choose the Date tab.  Save this setting by clicking OK. Produce the SIR file using STIDistrict, and then exit the STIDistrict program. Change the Short Date Format on the workstation to read mm/dd/yyyy and then use the SIR Program to import the file.

Report Options

School List
Include the data from one or more schools when producing the SIR export file. Choose schools to include from the list provided. 

Export File
By default, the file produced will be called SIR.TXT and will be located in the C:\Program Files\Daisi2 directory. This is the filename that the SDE SIR program will look for when importing the file. 

Special Ed Report

This report produces a list of students who currently (as of the date the report is produced) have an LRE Code entered in Special Ed Field #1 in STIOffice. For each student on the report, all Special Education data that is to be reported to the state in the Child Count file is listed. This can be a very useful report in the weeks leading up to the due date for the Child Count file, in that it is easy to read and can be used to verify proper data entry at the schools.

It is important to understand the difference in this report and the December 1 Child Count File.  The December 1 Child Count File only lists students who are enrolled in Special Education as of December 1 of the current school year. The Special Ed Report lists all students enrolled in Special Education as of the date the report is produced.

Report Options

School List
List students from one or more schools in the district. Choose the schools from the list provided.

Immunization Report

This report shows the number of students with expired immunizations as of the date selected, for the entire district.

Huntsville Reports

The reports under this heading were produced to provide custom reporting for attendance and discipline in the city of Huntsville. Any district in Alabama may use these reports.

Attendance Reports

The two reports in this group, the Attendance/Ethnic Enrollment Summary and the Attendance Profile, provide summary information for the schools and periods of time selected. Enrollment totals in these reports are for the last day of the reporting period.

Discipline Reports

The discipline reports allow the user to create several classifications of infractions and dispositions that can then be used for reporting. For example, the user may classify any number of infraction codes that have been used by the schools as “Class III” infractions, and then create a report that only includes these infractions. 

Prior to using any of the reports listed in this section the user must choose the ‘Set Up Discipline Codes’ menu option and define which codes belong in each category. 

The reports in this section require that the Term Dates section of the District Setup File be completed. For more information on this, see the District Setup Menu section of this document.

Set Up Discipline Codes

Choose any of the six tabs on this form and follow the steps below, and then repeat for each of the other tabs.


Click on the Retrieve Codes button.


Click on the None button.


Scroll up and down the code list and select the codes to be included in this group by clicking in the checkbox to the left of the code.


Click on the Save button.


After repeating this for each of the tabs, click OK.

Discipline Summaries Report

This report summarizes discipline data by school, by race, for each month (as defined in the District Setup Menu) with totals. 

Disposition Report/Summary

This report lists all students who have received a disposition in either the Superintendent’s Probation, Principal’s Probation, or Expulsion group of discipline codes. 

Days Lost Due to ISS/OSS

This report summarizes the number of Suspensions and the total days lost due to those suspensions for the period of time selected. The report also summarizes this data by race.

Days Lost Due to ISS/OSS/PP/SP/EXP

This report summarizes the number of Suspensions by category (In School Suspensions, Out of School Suspensions, Principal’s Probation, etc…) and by school for the periods of time selected. 

Suspension Summary

Similar to the Days Lost Due to ISS/OSS/PP/SP/EXP, this report summarizes the number of Suspensions by category (In School Suspensions, Out of School Suspensions, Principal’s Probation, etc…) and by school for the periods of time selected. This report also gives a running Year to Date total as well.

Suspensions by Grade

This report summarizes the suspensions in the category selected by grade level, by school, for the period of time selected.

Class III Offenses

This report summarizes the infractions in the category Class III for the period of time specified in the report. The numbers are district totals.

Summer School Completers Export

This report is used to create a data file that lists all students who completed the year as a result of work done during Summer School. To produce this report, schools should not rollover until the Summer School session has ended. At the end of the Summer School session the school will enter the data for each student who completed into the Alabama Information file (user file 1) in STIOffice and upload to STIDistrict. After the data has been sent to STIDistrict, produce the file by choosing this menu option. The file produced is named SummSchCompXXX.txt, where XXX is the district number. The file is stored in the C:\ProgramFiles\Daisi2\Export\ folder on the machine used to produce the file.

CNP Certification Report

The Department of Human Resources provides each district with a diskette at the beginning of each school year. On this diskette is a text file that lists students (Social Security Numbers only) who are eligible for free lunch. This report in STIDistrict will print a listing of students at each school in the district on the file.

This file may be imported to the STIOffice program at each school to automatically update the lunch code for each student who qualifies. Creating the report in STIDistrict does not affect the student’s lunch codes.

Procedure

Browse for File
Insert the diskette, then click on this button to locate the file provided by the DHR.  Choose the diskette drive and then double click on the filename. 

Comparison Options
Choose the option that best fits data entry at your schools. Choose to match the Social Security Number of a student on the diskette to either to SSN, Student Number or Alternate Student Number field on the student record in STIDistrict.

Kentucky Reports

Growth Factor Report

This report produces the Growth Factor file required by the KDE. The workstation used to produce this report must have the Adobe Acrobat Reader program installed. The installation file for this program is available under the STIDistrict Updates section of www.sti-k12.com. 

Report Options

School List
Include the data from one or more schools when producing the  Growth Factor File. 

Page Break After Every School
This option is used when reporting on multiple schools. Checking this box will cause the report to start a new page for each school.

Save Data for Later Analysis
Also under the Kentucky Reports menu is the Growth Factor Analysis Report. It is a very helpful tool, used to help identify data problems that affect your Growth Factor file. In order to use the Analysis Report, select "Save Data for Later Analysis" when running the Growth Factor Report. 

Codes
By default, all attendance codes (reasons for absence/tardy) are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" and then "selecting" the codes to include from the list.

Output To
By default, both a printed report and a fixed-width file will be generated. The file produced is called GFXXX.YY (where XXX = the  district number, and YY = the current school year) and will be saved in the C:\Program Files\Daisi2\exports directory.

Save Print Out
Select this option to save the "printable" version of the Growth Factor Report for printing at a later time. The report will be saved as a PDF  file, which requires the Adobe Acrobat program for viewing and/or printing. The file will be named GF_MM_DD_YY_TTTT.PDF (where MM=month, DD=day, YY=year, and TTTT=time) and will be saved in the c:\Program Files\Daisi2\Exports directory. 

Half-Day Entry Level Programs
Select any schools where the Entry Level students attend for only a half-day each day. 

Growth Factor Analysis Report

After printing the Growth Factor Report, compare it to the PA reports from each school. If any totals on your Growth Factor Report do not match the corresponding totals on a PA report, the Growth Factor Analysis Report may help determine the cause. The Growth Factor Analysis Report will display the underlying data used to generate the Growth Factor Report for the group of students selected. For example, you might limit this report to show the data for all students in Grade 4 who have a T-Code of NT. Analyzing this data may reveal data entry problems that would otherwise go unnoticed.

Report Options

After determining where totals do not match, narrow the report to only show data for students in that group. For example, if in the GF2 Growth Factor Report the Aggregate Attendance total for Grade 4, T1 students looks  wrong, limit the Growth Factor Analysis Report to only report the data for students with a grade of 4 and a T-Code of T1 by selecting only those checkboxes under the Grade and T-Code sections.

End of Year Report

This report produces the End of Year file required by the KDE. In order to view this report, first install the Adobe Acrobat Reader Program. The installation file for this program is available under the STIDistrict Updates section of www.sti-k12.com.  Upon completion of this report, a file named EOYXXX.YY (where XXX=district number, and YY = school year) will exist in the c:\program files\daisi2\exports directory. This is the file to be sent to KDE.

Report Options

School List
Include the data from one or more schools when producing the End of Year File. 

Page Break After Every School
This option is used when reporting on multiple schools. Checking this box will cause the report to start a new page for each school.

Save Data for Later Analysis
Do not select this option when running the End of Year Report. 

Codes
By default, all attendance codes (reason for absence/tardy) are selected. Choose to limit the codes for the report by either "un-selecting" individual codes from the list, or by choosing "None" and then "selecting" the codes to include from the list.

Output To
By default, both a printed report and a fixed-width file will be generated. The file produced is called EOYXXX.YY (where XXX = your district number, and YY = the current school year) and will be saved in the C:\Program Files\Daisi2\exports directory.

Save Print Out
Select this option to save the "printable" version of the Growth Factor Report for printing at a later time. The report will be saved as a PDF file, which requires the Adobe Acrobat program for viewing and/or printing. The file will be named EOY_MM_DD_YY_TTTT.PDF (where MM=month, DD=day, YY=year, and TTTT=time) and will be saved in the c:\Program Files\Daisi2\Exports directory. 

Half-Day Entry Level Programs
Select any schools where the Entry Level students attend for only a half-day each day. 

Census Report

This report produces a list of students who were enrolled as of any date so far in the current school year. 

Report Options

School List
List students from one or more schools on your list. Choose the schools from the list provided

Report the Census As Of:
Students on the report will be limited to those enrolled on the date selected in this field.

ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security Number or Alternate Student Number for each student on the report.

Paper Size
Print to either Letter or Legal size paper. When possible use Legal size, as this will make the report much easier to read.

Sorting
Last Name, First Name – This option will list students in alphabetical order by their last name.

School, Last Name, First Name – This option will list students by school, and then by their last name.

City, Street Name, Street Number – This option will list students by City, then by Street Name and Number. 

PA-15 Report

Report Options

School List
Include the data from one or more schools when producing the PA-15 Report. 

End Date
Select the ending date for the report.

Always Print "EC"
Check the box labeled "Always Include EC" only if you wish to include EC students on your report. 
Save Printout
Check on this option to save the report as a PDF file. The file will be saved as PA15.pdf and will be saved in the c:\program files\daisi2\ directory. The Adobe Acrobat Reader program must be installed on the workstation in order to view this report. 
PA-17 Report

This report shows enrollment and attendance totals for any single attendance month. The date range for the attendance months are defined in each school's State Attendance System File.  The report may also be used to report each student's individual membership and attendance statistics.

Report Options

School List
Include the data from one or more schools when producing the PA-17 Report. 

Calendar Month
Select the month for which to report. The date range for each month is based on the Attendance Month Start and End dates in the school's State Attendance System File.

Grades
Select the grade levels to be included in the report.

Always Print "EC"
Check the box labeled "Always Include EC" only if you wish to include EC students on the report.

Section 8 – Non-Adjusted ADA
Choose this option to show the Non-Adjusted ADA totals in section 8 of the report. This option is only available on the Principal's Monthly Report.

Section 8 – Percentage of Attendance
Choose this option to show the Percentage of Attendance totals in section 8 of the report. This option is only available on the Principal's Monthly Report. 
Order By
This option is only necessary when running the Student Attendance Summary. By default, the sort order is based on all fields shown, and the priority of the sort is determined by which field is listed at the top of the window. To remove a field from the sorting, click on the box to the left for that field. You may also move a field up or down on the sort priority by highlighting that field and using the up and down arrows to the left.

Report Type
Choose to run either the Principal's Monthly Report or the Student Attendance Summary. The Principal's Monthly Report shows membership and attendance totals by grade, by school. The Student Attendance Summary shows membership and attendance totals for each student. 

YTD Summary
This option is only available when running the Principal's Monthly Report. When this option is selected, the totals in the report reflect the period of time from the first day of school until the last day of the reporting month selected. When not selected, the totals are for only the month selected.

Save Printout
To save the report for later viewing, select this option. The report will be saved in the C:\Program Files\Daisi2\ directory. The filename will be PA17.pdf.  The Adobe Acrobat Reader program must be installed on the workstation in order to view this report.

KEES Export

Choosing this menu option will produce the KEES data file to be sent to the state. After creating the file, the program will launch the KEES Editor program, which is used to edit the file. 

Workstation Requirements

Internet Explorer 5.0 or higher must be installed on the workstation used to produce the KEES file.

Creating the File

When this menu option is chosen, the user is prompted that continuing will overwrite the existing KEES file. If a KEES file has already been produced on this workstation modifications should be made using the KEES Editor program. Do not proceed with option, but instead choose the KEES Editor from the KY Reports Menu.

A student must be a graduating senior and must have a GPA of 2.5 or higher to be eligible for KEES. Any student not eligible should be deleted from the file using the KEES Editor before the file is sent to the State Department.

If a student is awarded credit for grades at the end of the year, the KEES report will calculate it as zero, because the student has not yet received any credit. The GPA will have to be manually entered (by using the KEES Editor) for those students awarded credit at the end of the year. 

The file created is saved to the C:\Program Files\Daisi2\Exports directory. It will be named KEESxxxj.00. (Where xxx represents the district number and 00 indicates the school year)  After the file is created, the KEES Editor program will automatically launch. This program can be used to edit the KEES file.

KEES Editor

This program is used to edit the KEES file. It will edit the file called KEExxj.00 located at c:\program files\daisi2\exports\ on the workstation being used.

Using the KEES Editor

To make changes to a student record:


Select the cell that needs to be edited, and make the necessary changes.


After making the changes, press the Enter key on the keyboard. The changes made will not be saved unless this is done.

When editing the GPA field, users should enter the number with a decimal point. The export file will not have the decimal place.

To delete a student record that is not eligible for KEES:


Click once on the record number at the left of the record to be deleted and press the Delete key on the keyboard.


Any student that is not eligible for KEES must be deleted.

To sort the records in the file, click on any column header to sort the records by the values in that column.

It is possible to edit multiple records all at once. You may ‘Copy’ the value in one cell into multiple other cells. To do this, highlight the cell that you wish to copy by clicking on it once. While this cell is highlighted, hold down the Ctrl Key on the keyboard and then press the ‘C’ key. To then paste, click once on the field of first record to be edited and then scroll down the list while holding the mouse button. Scroll until all fields to be edited have been highlighted, then release the mouse button. With all fields to be edited highlighted, hold down the Ctrl Key on the keyboard and then press the ‘V’ key. All of the selected cells will now show the new value.

To save the changes made to the file select the 'OK' button at the bottom right corner. Selecting the 'Cancel' button or the 'x' in the upper right corner will cause the user to lose any changes made to the KEES file.

Printing the KEES Data 

The KEES data file contains many fields. If all fields are selected, the report will not fit onto standard letter or legal size paper. To print this data to paper:

Columns Button
Click on this button to produce a list of all of the fields that make up a student’s KEES record. Select only the fields to be printed and then click OK when done.

Print Button
Click on this button to print the report.

Safe Schools 

This program will create the required Safe Schools reporting files and store them on the workstation used. The program itself calculates much of the data included in this report, but the user must answer several questions regarding each school to complete the report. 

Select Schools
Create files for one or more schools on your list. Choose the schools from the list provided.

Completing the Forms
The data in the forms provided (there are four forms – each has a tab at the top of the form) should be completed for each school. First select a school at the top of the page by highlighting it. Then complete data on each of the forms. Select another school and complete the data for that school. Repeat this procedure until all schools forms have been completed and then click the Continue button. 

When completed the program will prompt you that the files have been created and are stored in the C:\Program Files\Daisi2\Exports\Safe Schools\ directory. 

School to Work Export

Run this report to create the file required by the state of Kentucky for the School to Work program. Select schools to include in this report and then click OK to create the file. A report is printable report is displayed that shows the records included in the export file. The export file will be called STWXXX.txt (where XXX indicates the district number) and is saved to the C:\Program Files\Daisi2\Exports\ directory.

Local Educator Assignment Data (LEAD)

There are 4 major steps in creating the LEAD file using the STIDistrict program. Follow the steps below to create the file.

Core Content Cross Reference

The first step in creating the file is to complete the Core Content Cross Reference. Select Reports/Kentucky Reports/Local Educator Assignment Data/Core Content Cross Reference and then follow the steps below.


Select a Course in top left box.


Select the Core Content(s) for the course selected. A course can have multiple Core Contents assigned. For Elementary Self-Contained courses select Kentucky Curriculum Elements. For Study Hall courses select Non-Instructional Core Content. 


Select the Intended Population for the Course highlighted. 


Once the Core Content and Population have been selected, click on either the Apply Core Content button or the Apply Population button to apply the selected association with the course individually. Clicking above those buttons on Apply will apply both the Core Content and the Intended Population to the selected course at once. 

Clicking on the Show Filters Button will allow the user the filter courses by School, Course #, Courses with No Content assigned, and/or Courses with No Population assigned.  If the filter, Show only courses with no content and/or Show only courses with no population is checked, then the course will not appear in the course list after a Core Content and/or Population is applied. To revise course content/population, remove the checkmark and select the course, clear the content and/or population and make new assignments.


Continue with each Valid Course in the district until all courses have a Core Content and Intended Population assigned.

Build LEAD

After building the Core Content Cross Reference, select Reports/Kentucky Reports/Local Educator Assignment Data/Build LEAD. If errors or omissions exist in the data, a report will print. Data that is incorrect or missing must be corrected at the schools, and then the data uploaded to the district. 

Edit LEAD Data

This step is optional. 

Edit Basic Data


Select Reports/Kentucky Reports/Local Educator Assignment Data/Edit-Export LEAD Data. Data may be edited for each individual teacher. 


Select a teacher using the pull-down menu located at the top of the form, then select a course from the teacher’s schedule, and then click on the Edit Content and Population button to allow changes to content and population. 

Edit Other Data


Right-click on any course to edit the following items:
Teacher SSN
Teacher Number
District Number
School Number
Course Number
Course Description
Low Grade Taught
High Grade Taught
Hours Per Year
Number Enrolled
Populations

Print Records

There is a Print button on this screen, which when selected will print the information to paper. The purpose of this report is to aid in the editing of data.

Export LEAD File

Select Reports/Kentucky Reports/Local Educator Assignment Data/Edit-Export LEAD Data, then select the Editor Options tab. From this screen the user may print a report showing the records in the file, and also export the data to the three files that are to be sent to EPSB. 

Print Report

To print the report, click on the large Print button. Prior to printing the report the user may select from several options to modify how the report will print.

Sort
Select one or more data fields for sorting data within the report. Use the arrows on the left of the form to move data fields up and down, where fields at the top of the list receive sorting priority.

Group By
Select to group records by either School or by Teacher.

Page Break by Teacher
Select this option to prevent more than one teacher’s data to be printed to any one page of the report.

Include Signature Line
Select this option to print a line on the report for a signature.

Save Report to File
Select this option to save a copy of the report as a file. After printing the report, the program will prompt the user to select a directory and a file format in which to save the report. The user may select to save the report as a Microsoft Excel Spreadsheet, an Adobe Acrobat Reader file, a Rich Text Format, or to a text file.

Content/Population Reference List
Click on this button to produce a report that lists the available Content areas and Populations. This report is intended as a reference when editing the data.
Export Files

Click on the Export button to create the files that are to be sent to EPSB. The files will be saved to the c:\program files\daisi2\exports\ folder, and will be named 123_LEADCORE_02.XML, 123_LEADCRS_02.XML, and 123_LEADTEA_02.XML. (Where ‘123’ will be the district number and ‘02’ will be the academic year:  01= 2000-2001, 02=2001-2002, 03=2002-2003, etc..)

Louisiana Reports

LAISI

To produce the SIS files required by the State Department of Education, use STIDistrict to produce student, attendance,  entry/withdrawal, and discipline data files. These files will then be imported into STI's custom state reporting program called LAISI. After importing these data files, use LAISI to edit the data and create the required SIS files.

State File Exports

Use this menu option to create the data files to be used by the LAISI program. The files exported will be named b_atx.txt (attendance data), b_swd.txt (entry/withdrawal data), b_tew.txt (discipline data), and b_zst.txt (student data). The files are stored in the C:\Program Files\Daisi2\ directory. When running the State File Exports you may choose to create any or all of these files. 

Export Options

Files Produced
Select the files to produce from the list at the left of the form. By default all files will be created.

Lunch Codes
Select the lunch codes used by schools in the district to indicate that a student receives free lunch.

Months
The export will assign “free lunch” status to any student who was marked as free lunch (based on the codes selected in the previous step) during the months selected. The date ranges for these months are entered into the State Attendance System file at the school. 

New Mexico Reports

ADS

To produce the files required by the State Department of Education, use STIDistrict to produce student, class assignment, and staff data files to be imported into the SDE's state reporting program called ADS.  After importing these data files, use the ADS program to edit the data and create the required export files.

Student Export

Use this menu option to create the Student Export file that you will later import into the ADS program. By default, the file produced will be saved in the C:\WINDOWS\SYSTEM\STI\ directory, and will be named student.txt. You may modify the path and/or filename if you wish by changing either in the File field shown when exporting. When export is completed, you will see a prompt that reminds you of the filename and path, and a message indicating success or failure to export the data.

Class Assignment Export

Use this menu option to create the Class Export file that you will later import into the ADS program. By default, the file produced will be saved in the C:\WINDOWS\SYSTEM\STI\ directory, and will be named class.txt. You may modify the path and/or filename if you wish by changing either in the File field shown when exporting. When export is completed, you will see a prompt that reminds you of the filename and path, and a message indicating success or failure to export the data.

Staff Export

Use this menu option to create the Staff Export file that you will later import into the ADS program. By default, the file produced will be saved in the C:\WINDOWS\SYSTEM\STI\ directory, and will be named staff.txt. You may modify the path and/or filename if you wish by changing either in the File field shown when exporting. When export is completed, you will see a prompt that reminds you of the filename and path, and a message indicating success or failure to export the data. 

To collect all of the required staff data using STIOffice, you will need to create several Teacher User Fields in the STIOffice at each school. Follow the steps shown below to create these fields and to then enter the data for each teacher, then have the school upload to STIDistrict. Only after these steps have been followed will you be able to create a complete Staff export file.

Create the Teacher User Fields
At the school, open the STIOffice (Windows version) program. From the Utilities menu, choose Teachers, then User File Definition. Define the first seven fields as shown below:

Enter Data Into User Fields
In addition to the regular demographic data normally entered into the teacher record, you will need to collect this additional data. From the Teachers menu in STIOffice, choose Desktop. Find a teacher record to edit, then from the Teacher Desktop window, choose Other Info. Enter the data in the window provided then click OK. This data will be sent to STIDistrict on the next upload.
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Indiana Reports

Textbook Assistance Report 

STIOffice Data Entry Requirements


To qualify for Textbook Reimbursement, students must be on the FREE or REDUCED lunch programs. 


In the Code File at each school, codes for FREE or REDUCED Lunch must contain either the word FREE or REDUCED in the code description. If one of these words is not contained in the code description,  the report will ignore the student as FREE or REDUCED and they will not be included on the Reimbursement Application Report.


In order for a student to be considered as living with a Parent/Caretaker Relative, the lives_with field in STIOffice must contain one of the following words:  FATHER, MOTHER, UNCLE, AUNT, PARENT, or RELATIVE. For instance, entering GRANDPARENT or PARENTS or STEP PARENT would work because they contain the word parent*. There is one condition to this rule FOSTER PARENT, has been specifically excluded,   according to the state of Indiana a foster parent is not considered a Parent or Caretaker Relative.

Report Options


School List
Include the data from one or more schools when producing this report. By default, all schools are selected. 


ID To Print
Use this pull-down list to choose to print either the Student Number, Social Security Number or Alternate Student Number for each student on the report.


Include
By default the report will include both Food Stamp Code Number and Head of Household SSN. Remove either of these from the report by removing the check from the corresponding checkbox.


Group By
By default, there is no grouping of the data in the report. Choose to group the data by School, Grade, or both by clicking on the appropriate radio button as needed.


Save Printout
To save the report for later viewing, select this option. The report will be saved in the C:\Program Files\Daisi2\ directory. The filename will be TBA.pdf.  The Adobe Acrobat Reader program must be installed on the workstation in order to view this report.

Textbook Assistant Export

This menu item exports your Textbook Assistant data to a text file. The file produced is named TBAexp.txt and is saved in the C:\Windows\System\STI\ directory. 

Generate IStep Student Test Numbers

This procedure will generate IStep numbers for students in the district database. The numbers will be printed to a report, and the program will also produce a file that can be imported into the local school database. This file is saved as C:\PROGRAM FILES\DAISI2\exports\IN_TestNum.asc. Importing this file into the local school database will add the IStep number to each student’s record. By default, the number will be added to the Alternate Student Number field. Use the SXZ Utility program at the school to import the numbers.

Options

Generate Numbers For:  

Blank Numbers Only
Select this option to generate IStep numbers for only those students with a blank Alternate Student Number.

Re-Number All Students
Select this option to generate numbers for all students, even if the student has data in the Alternate Student Number field.

No-One, Create SSTS Export Only
Select this option to generate the export file only. This option will NOT create any new IStep numbers, but will only create the file based on the data in the Alternate Student Number fields in the district database at the time the export is run.

Generation Options
Overwrite Existing Data in Database
Select this option to add the IStep Number generated to the Alternate Student Number field of the student demographic records in the district database.

Use School Number instead of School Code
Select this option to use the value in the School Number field from the school’s System File instead of the value in the School Code field. While these two numbers are usually the same, some districts may need to use different numbers to accommodate special circumstances. Contact STI for assistance if unsure. 

IStep Export

Selecting this menu option will create IStep Student Number file on the workstation.  The file will be saved as C:\PROGRAM FILES\DAISI2\exports\INexport.txt. 

Export Options

School List
Export data for students from one or more schools. Choose the schools from the list provided.

Select Grades
Export data for students from one or more grade levels. Choose the grades to include from the list provided.

Include Withdrawn Students
Select this checkbox to include students who are currently not enrolled in the export file.

School Number instead of Code
Select this option to use the value in the School Number field from the school’s System File instead of the value in the School Code field. While these two numbers are usually the same, some districts may need to use different numbers to accommodate special circumstances. Contact STI for assistance if unsure. 

Print Export Results
Select this option to produce a printed report of the data exported.

Save Export Results
Select this option to save the data to a file on the workstation. By default the data will be saved as C:\PROGRAM FILES\DAISI2\exports\INexport.txt. The user may click on the Browse button to select a different target directory.

IStep Student Test ID
Select Alternate Student Number if that field is used for the IStep Number, or Student Number if the actual Student Number is the IStep Number.

Sort Order
Select one or more data fields for sorting data within the report. Use the arrows on the left of the form to move data fields up and down, where fields at the top of the list receive sorting priority.

Process Button

Click on the Process button to produce the file and/or printed report. If errors exist in the data, an error report will also be produced.

Graphs

The Enrollment Graph

This graphing tool shows both enrollment and absences for the date selected. 

To create a graph:


Choose the schools to be included in the graph.


Choose the reporting date for the graph. Do this using the pull-down list located in the bottom right portion of the screen. 


Click on the Graph button.


After producing the graph you may print it to a printer by clicking on the print button on the toolbar [image: image7.png]


 or copy the graph to the clipboard (so that it may be pasted to another document) by clicking on the Copy button on the toolbar [image: image8.png]


.

The Utilities Menu

Enrollment Builder

This utility is used to rebuild a file in the STIDistrict database called the Enrollment table.  The Enrollment table contains one record for every student for every day of the school's attendance calendar.  It is used extensively by many attendance and membership reports in the STIDistrict program, and so it is important that this file be accurate. The Enrollment table is normally built by the Import Engine program that runs on your STIDistrict Server, but may need to be re-built from time to time using this program. 

When using this utility, select from this list provided any school for which you wish to rebuild the Enrollment table. Also, always select the checkbox in the bottom left corner of this screen labeled "Rebuild From Start of Year."  

Query Tool

This utility is used to query data from the STIDistrict database. Results of the query may be printed or exported to a file. The Query Tool cannot be used to change data in the database.

About the Query Tool

The Query Tool consists of three basic screens, each with a tab at the top of the form:

Design
This screen is used to create new queries or modify existing queries, and is displayed when you first enter the program. The top left window displays a listing of data views available to query.
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SQL 
This screen shows the SQL statement that is generated by a query. This is for display only and may not be modified by the user. 

Results 
This screen displays the results of the query. It will be displayed automatically when a query has been executed.

Toolbar
Buttons on the toolbar are used to perform the various functions within the program. 

Creating a Simple Query

To build a simple query:


While in the Design screen, select a view or table from those listed at the top left. Drag and drop into the empty space to the right of the list.
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
Select the fields to be included in the query by selecting the checkbox to the left of each field description. As fields are selected, they appear in the list at the bottom of the screen. 
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Selecting the first checkbox, labeled with an asterisk (*), will select all fields in the view for output to the query.


Sort the data by clicking once in the “Sort Type” field of the row to sort by, then choose either Ascending or Descending order. Sort Order will be determined by the value in the Sort Order column. 


Use the “Criteria” column to select specific records from the database. The syntax for entering selection criteria in this field will be as follows:

= XXX   
Use this formula to select only records with the value XXX in the row selected.

> XXX  
Use this formula to select where the value of a numeric field is greater than XXX

< XXX
Use this formula to select where the value of a numeric field is less  than XXX.


  Click on the Execute button to run the query. The results screen will appear and list the data in columns. 
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Clicking on any column label will re-sort the data by the values in that column.


[image: image13.jpg]


  Click on the Print Results button to print the data to a printer. 


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  Click on the Export Results button to export the data to a file. File formats available are ASCII, HTML, and XML.


To make changes to the query, click on the Design tab and make changes as needed.


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  Click on the Save Query button to save the query for future use. After saving the query it will appear on the Query List menu in STIDistrict.


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  Click on the Create New Query button to create a new query.


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  Click on the Close button to close the program.

Comparison Operators

The following list of operators may be used for defining criteria for the data in the query. These operators would be entered into the criteria column with criteria as shown in the examples below:

	Operator
	Meaning

	= (Equal)
	Equal to

	> (Greater Than)
	Greater than

	< (Less Than)
	Less than

	>= (Greater Than or Equal To)
	Greater than or equal to

	<= (Less Than or Equal To)
	Less than or equal to

	<> (Not Equal To)
	Not equal to

	!>
	Not Greater Than (This is equivalent to <=)

	!<
	Not Less Than (This is equivalent to =>)

	!=
	Not Equal To (This is equivalent to =)

	Between
	BETWEEN x AND y, Inclusive selection between the supplied criteria.


EXAMPLES

If you are trying to find students who ride bus #45, you would add the BUS_1 field to the grid and in the criteria column you would type:
=45

For students that ride on buses #45 - #50, you would add the BUS_1 field to the grid and in the criteria column for the BUS_1 you type: 
Between 45 and 50
The result of a comparison operator has the Boolean data type, which has three values: TRUE, FALSE, and UNKNOWN. Expressions with Boolean data types are used in the WHERE clause to filter the rows that qualify for the search conditions.

Logical OperLogical Operators

Logical operators test for the truth of some condition. Logical operators, like comparison operators, return a Boolean data type with a value of TRUE or FALSE.

	Operator
	Meaning

	IN
	IN allows you to create a list of criteria (for example you would enter IN (15, 46, 99) if you were trying to find students on buses 15,46,99.

	LIKE
	LIKE is used for pattern matching. Normally it is used with the % wildcard. To use LIKE on the LNAME field you would enter LIKE ‘MILL%’, the result would return any records where the Last Name started with MILL (MILL,MILLS,MILLER) 

	NOT
	NOT Reverses the value of any other Boolean operator.

Using the LIKE example above NOT LIKE ‘MILL%’, the result would return any records where the LastName DOES NOT START with MILL.


Aggregate Functions

Aggregate functions will be available in STIDistrict workstation 4.08 and higher. Aggregate functions allow you the ability to get totals of like records. 

	Operator
	Meaning

	GROUP BY
	Assigns fields that must be the same to do the aggregate function. This is known as the group

	SUM
	Creates a total within the group

	MIN
	Finds the lowest value in the aggregate group

	MAX
	Finds the highest value in the aggregate group

	COUNT
	Count the total number in the group

	AVG
	Averages the field within the group

	MIN DISTINCT
	The lowest of unique input values

	MAX DISTINCT
	The highest of unique input values

	COUNT DISTINCT
	The number of unique input values


Query List

Query’s that have been created and saved using the Query Tool will be available under this menu option. When a query is selected from the menu, the data is refreshed against the current data in the database. To print the query results, simply select the query from the list and then click OK.

Vboss Export Utility

This utility creates a comma-delimited text file that can be imported into the Vboss software used by some districts.

Kyrus Lunchbox Export

This utility creates a text file that can be imported into the Kyrus Lunchbox program that includes data needed by that program. The utility also produces a printed report of the students exported.

Disaster Recovery Export Utility

This utility builds a file that can be used to restore data to a school's STIOffice database. In the event that this utility is needed, contact STI Support for instructions on importing the file into the STIOffice database. 

To create a recovery file for a school, follow these procedures:


Click on the "None" button, then select the school from the list provided. Do not select multiple schools when using this utility.


Select the files to recover. By default, all of the files listed will be selected.


Do not change the name of the file created. 


Click OK to begin the export.

When the utility has completely built the file, the program will return to the main menu for STIDistrict. The file created will be called tps.rcv and will be located in the C:\PROGRAM FILES\DAISI2\ directory. 

This utility is password protected. To enable the utility contact the STI Sales Department at 800-844-0884.

Archive – Student Detail PDF

This utility builds a PDF document file that will contain the Student Profile Report for each student selected. Districts may then use this document in future years to reference student data.

Glossary of Terms

ADA  
ADA is the abbreviation for Average Daily Attendance.

ADM 

ADM is the abbreviation for Average Daily Membership.

Crystal Reports 

Crystal Reports is a program that may be used to create custom reports based on the data in the STIDistrict database. 

STIDistrict Server 
The computer used to store the STIDistrict database is referred to in this document as the STIDistrict Server.

STIDistrict Workstation
The STIDistrict Workstation is the program used to created reports and lookup data from the STIDistrict database.

STIDistrictNet
STIDistrictNet is the program that runs on a workstation at the local school that uploads data from that school to the STIDistrict Server. 

Dial-up Networking 
Dial-up Networking is a component of Microsoft Windows that allows a computer to connect to a network via modem. Dial-up Networking is sometimes used in schools where there is no Wide-Area Network connection from the school to the STIDistrict Server.

Enrollment Builder
This utility is used to rebuild a file in the STIDistrict database called the Enrollment table. The Enrollment table contains one record for every student for every day of the school's attendance calendar. It is used extensively by many attendance and membership reports in the STIDistrict program, and so it is important that this file be accurate. The Enrollment table is normally built by the Import Engine program that runs on your STIDistrict Server, but may need to be re-built from time to time using this program. 

Import Engine
The Import Engine is the program that runs on the STIDistrict Server that adds data that has been uploaded from schools into the Microsoft SQL Server database.

Microsoft SQL
Microsoft SQL is the database program that stores the STIDistrict data, and is installed on the STIDistrict Server.

PDF Files
A 'PDF' file is a document file that has the filename extension .pdf. The STIDistrict program uses the .pdf file format for many stored documents. The Acrobat Reader program must be installed on the workstation in order to open these documents. The Acrobat Reader program may be downloaded for free from the STI Web site, www.sti-k12.com. 

STISets
STISets is a program available from STI that is installed at the local school to maintain special education data. That data may be uploaded to STIDistrict in the same way that STIOffice data is uploaded, where district personnel may use the data by using another program called STISets DL. 

Upload
The word 'upload' is used in this document to define the moving of data from the local school database to the STIDistrict Server. 
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