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Introduction

Available in all the main Modules, security is required to use this feature.

If a Report is not currently available in PCSchool the VDF Query feature allows you to create your own. This is
a very powerful tool and a basic knowledge of its use is essential.
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Quick Start

Path: Utilities — VDF Query Generator

This is an Overview only please read the full instructions if you need further Help to Create a VDF;

I71 Query Definition (SF: Student File) (=13
Main File: [SF: Studer Fie 1] - Q@ HED
Query Tle: |

Fields | Selection | Drdering | Teats | Output |

SF: Student Fila
SF- Famiy Field name [ Sum | o | Stat | whcth |
El Surname 0 0o 16
Gireen name O 50 16
Sex 0 1wo 07
IBith date IO
S A
ST El
Givvan name
Forown &S name
Middle name
P Add Inset | Delete | Espression| Adust betow |
W

Rm | Close |

1.| Select the Main File.
2.| Highlight the Table you wish to take the data from.
3.| Double click the Field that holds the data.
4.| Change the Start Column so it will fit onto an A4 piece of paper.
E Query Definition (SF: Student File)
Main File: | 5F: Student File ~ QEED
Duery Tike: |
Fields Selection | Drdering | Texs | Output |
T able
SF: Shudent File Selections
| Type | Value |
- M0 - 12 [bokh inel]
Selection Operators
: Equaltol=]
m | [Less than<]
' s than or equal [<=]
Grester than o equal [>=)
ICurrent pea Grester than ] @ II'
H':m" e Not equal o (¢3) [Expeession| Defaui value |
iorne voom String inchudes [IM] |
Sting does not inckde [CIM]
Status ¥4 |Batveeen [x4) e L I
Outside interval [CBT) 5
Run Cloze |
ok | Cancel |
1.| Highlight the Table you wish to take the data from.
2.| Double click the Field that holds the data.
3.| Select from the list.
4.| Enter the Default Value.
5.| Click Run.
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Security

Path: Utilities — User Security Setup (security is required to see this)

Available in all the main Modules, security of Ad Hoc Reporting is required to use this feature. If the group
ADHOC is not available please create it. Access can be denied to

PC5chool Security Profile Management

System Profle  Group Profles | Uses Profies | Gioup Protect | Global Protect | Audt |

Enter a New Group, of Selsct LﬁDHUC _I

Selecied Views los this Gioup | Access | Creste | Delete | Edt | ~
~ B

bt ~

asdmr | Cleaw.. | Remove item| EdPanel | ExitProgam |

If a Report is not currently available in PCSchool the VDF Query feature allows you to create your own. This is
a very powerful tool and a basic knowledge of its use is essential.
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Main File:

You may require assistance from PCSchool’s Help Desk when selecting the Main File.

The main file can be selected in two different ways:
e From the Table Selector Icon
e From the Drop Down list

For those wishing to

view the list alphabetically the Table Selector Icon is a good option.

Main File: | Financial Periods
sty Tite: |

# | Display name I2[ ]I:IFnE“m ]Hmlnane ] -~

14 Abzent e ABSENT ABSENT

LT S ] AoLnCD P

176 Actvity ACTITY ACTITY

M5 ALHCODE ALHCODE ALHCODE

T ALPFLAN ALPPLAN ALPPLAN

6 ALPROG ALPROG ALPROG

02 ALUMHIST ALUMHIST  ALUMHIST

W3 ALUMNOTE ALUMNOTE  ALUMMOTE

3N ALUMREL ALUMREL  ALUMREL

W4 ALUMTRIG ALUMTRIG  ALUMTRIG

B0 A - Past Pupls ALUMMI ALUMHI

141 AS: Asset Additions ASSETADD  ASSETADD

131 AS: Aset Fis ASSET ASSET

139 A5 Aszet ltem File |ASSITEM  ASSITEM El >
ok | coesl |

T—

Click the Table Selector Icon.

Click a column heading to arrange the sort order.

i

Highlight the data file you want and click OK to select it.

I Query Definition (SF: Student File)

Main Fie: [SF: Studant File =1 (]

Main File: Available Dat

fields to select the Main
Absent +— File from

SF: Shudent File
SF: Farnidy

Table: Other Data files
1 that are available with
e = 2
gm your selected Main File
S tudertl | : |
Fleg no

B arcode

?:T:};';m Fields: Highlight a Table to | | _Delete | Expeession| Adust below |

view the Fields avaiable

Bun | Cloza I

You can select different Main Files to view the Data files that are available with the Main File.

Select the Main file from the drop down list:
e Scroll up and down by using the mouse wheel

1. | Main File e Use the slide of the right hand side of the drop down window to find the
Data file you want

e Highlight a Data file and use the arrow keys

Table Displays the Data files available with the selected Main File.

Ny

Fields Highlight the different Data Files to view the available fields.
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Selecting the Main File can take time, below are some of the more common features for selecting files;
e SF: Student and family

e DE: Debtors information
e CB: or Ledger: General Ledger information
e (CS: Student subject information
e AS: Asset register
e LB: Library
Query Title:
e Optional

e Will display on a report printed through PCSchool
It is optional to add a Title to the report.

[ Query Definition (Example YDF)

Mt File: [SF: Shuderd Fie -l A EdD
Dhuety Tithe: [Example VOF

Fieldt | Gaection | Ordaring | rmN

ey Title will display on
a printed report

Sumn | G [ Stat [ whdh |

Becrism e

Shadkay

Shadenis

Fieg o

(B arcnde

Home tescher fdd Inset | Delete | Evpoossion| Adpust below |

fn__|__ome |
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Fields Tab

Select the information you will want on the report from the fields, you may need to scroll down the list to find the
fields.

1 Query Definition (SF: Student File) (=T
Main File: |SF: Studert Fie  QEED
Query Tite: |

Fields | Selection | Ordering | Tests | Output |

P e
SF: Family Field nasne

| Sum | Cr | Stan | widh |
Sumname 2 | 00 7.6
First name ] ] 78 78

F amiy code & " Name Change: Once
Sex selected the Field Name

SrTre—— | |3 | canbechanged

nowen &z marme
Midde name | 1

o Add | insen | Delete | Expression| Adust below |
Bieth date ~
Run | Cloze |
Scroll to find the Field and;
1. | Field e Double click or
e Highlight and click Add
2. | Printed Field Once selected you can view the information in the Printed Fields.
3. | Name Change You can highlight a name in the Printed Fields and overtype to change it.
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Printed Fields

The columns in the

VDF Query User Manual

printed fields can be adjusted.

I71 Query Definition (Example VDF)

Main File: [SF- Studert Fie ] Q@D
Queng Tithe: |Examnle"-.l'DF
Fields | Selection | Ordesing | Tests | Output
SF: Student File Frinted fields |I| l 2 ” 3 ” 4 l l 9 l
SF: Family Fiedd name | sum | o | Stat [ widh [
First Mame Fl [iT1] 76
Grven name Fl 78 76
Birth date [T s s
Famkey Fl 1284 20
. Balance O 0O 208 28
ey ok 2 lats P xn) 78
=1
Surname
Given nafme
K.reowim a3 name
Middle name Add | Insen Delete | Expression| Adpust below |
Bithdate K8
Bun | Cloze |

If the report is to be printed in PCSchool you may need to make adjustments to the columns if printing to Excel
this is not necessary.

1. | Field name Can be changed to have more meaning.
If you have radio box in the column, checking it will calculate totals;
2. | Sum e Dollar values will be added
e Number values will be added
Carriage Return; if checked a new line will be started
3. | cr e Click into the start column on the same line
) e Click Adjust below to reset Start to zero
e Thisis not necessary for Excel
This is the cm start point for the printed information on an A4 sheet.
e Start points can be adjusted if the gap between the printed columns is too
4. | start big, this allows more to be printed across a page.
’ e Nothing over 15cm will print on an A4 portrait sheet
e Check CR radio box to start a new line
e Thisis not necessary for Excel
The width is the cm allowance for the selected field.
5. | width ¢ Adjust the width for the information to display better
) e [f the width is adjusted in the next width down click Adjust Below
e Thisis not necessary for Excel
6. | A15 If you need a blank line between the lines of data select a field that is not used

and check the CR Radio box.
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Start

When printing through PCSchool too much space between the data printout can be reduced by entering a new
value in the Start column. You can also alter the Width if the report appears ‘messy’.

SF: Student File Page: 1

Swmoasne  Givemmse Finalwesy  [hwtedepart Insmdyear  Dogesawivs
Initial year: 2

Wad Ziman 2 IROLII9M
Initial year: &

Hi Shaun 9 310112002

James Andy Jr 9 31012002

Mash Albest 9 3140172002

Buthachos Birgorme 9 1 MOTF2002

Task buttons

| Query Definition (Example VDF)

Main Fie: [SF: Student Fie s Q&0
Guery Titl: [Example VOF
Fields | Selection | Ordering | Tests | Output |
Printed fields
F- Famiy Field name | Sum | Cr | Stat | width |
Fiist Hame O (i) 76
Given name ] 738 16
Birth date J | &8 25
Famkey [l 184 20
. Balance El |'F] 26 28
F‘:"’m’d' & ars Fl 7 9%
Cuname
i
et [ 2 E @E E
ddd | insen | Delete | Expression| Adust below |
ﬁ Fiun | Cloze |
1. | Add Use this button to Add highlighted Fields.
To insert a field in the already selected Printed Fields, this is the sequence the
data will print in:
2. | Insert e Highlight the line you wish to Add it above
e Highlight the Field you wish to Add
e (Click Add
3. | Delete Highlight a Printed Field and click delete to remove it.
4. | Expression Click to Add an Expression.
After modifying the Start and/or Width columns;
5. | Adjust Below e Click into the next line down in the same column
e Click Adjust below to reset the cm
6. | Run Only used after a selection has been entered.
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Expression

VDF Query User Manual

Using an expression will allow two or more Fields to merge.

Shudentl
E thnic i
Type
Frionty

O warees

S ounce

Add Ingest | DaieulEmemml e

Insert

Run —1_:Eﬁt e J

Click Expression then:
e Select Add to create a new Expression on the next free line
e Highlight a Printed Field and select Insert to Insert a new expression above a printed field
® Select Edit to modify a highlighted expression.

dit calculated column (#0)

Long labet |Diigins Iil

Short label: Drigin

Wit 20 characters
3

Retum type; Shring |: |vl Decimdplwes:ﬁ

|::|E1i

ok | Cacel |
1. | Long label Enter your name for this expression.
2. | Short label Enter a name for the Printed Field.
3. | Width Enter the width in character format for this expression.

4. | Return Type

Select;
e Numeric: Numbers
e  String: Include Alpha and Numeric Fields for example Students name and
Date of Birth
e Text: Add Text to the Report for example New Zealand
e Date: Date related

5. | Decimal Place

Only active if Numeric is selected.

6. | Edit

Click to add the Fields.
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Edit string expression

VDF Query User Manual

[?TH]II[‘.T’I’F]?“ “4#ETHNIC.CODE4S “+ETHNIC.DES

ch

o

Fields Furschions
TUDETH ETHMIC_ID # Mid(s.ii]
TUDENT o —
AMILY CODE Fight{s.i]
DESC @ Uppetcans(s]
ELECT_CODE Lowsescane(s)
Lengthiz)
Teienz)
SysDiate])
[istelncrementid.ii
FirstD aylndlorihfd]

[rate'w ek Mumberd)

Ok | Cles

Start with a bracket.

Highlight the Table you want to select the Fields from.

Click the Field once.

Use a + to add another Field.

Use inverted commas to add a space.

End with a bracket.

S O GO IR =

Click Ok and if the expression is correct you will be allowed to continue.

When you return to the VDF the line will be created.

[ Query Definition (Student Ethnic and Language Year 10 and 12)

Main File: | Studert Origns ~ Q@ dD
usery Title: [Student Ethric and Language Year 10 and 12
Fields | Selection | Drdering | Texts | Output |
Rudenl Cliigirg Printed hields
F: Student File | Field name | Sum | Cr | Stan | width |
F: Family |um J (T
tigr Codes

Created in version 2007.3.0.1169
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Selection

Use the Selections tab to add filters to the Printed Fields. If your selection is part of the Indexes available in
Ordering it will speed up the data collection.

I] Query Definition {Example VDF)

Mair: File: |SF: Student File - QED
Query Tile: |Example VDF

Fighds  Selection | Ordering | Tests | Outpet |

Table
SF: Studert File Selections Sepltaful 0 T

: - Le=s than <] T
SF; Family Fiedd name
: Less than oo equal [<s]

Gireater than of equal [»=)]

Greater thar [»] Izl
Mot equal to [<>]

Shirg inchades (IM]

A Shing does not inchede [CIN)

Betwaen (1)

Dutzade interval [CBT)

_ Al | 3 e |

[ ok | cancel |

Selection Operators 3]

W

[ Shudent Tag Se

Riurn | Cloge |
Select the Field and double click or click Add. If you are going to use the Ordering
1. | Fields feature to speed up the running process check the placement of the Fields. The first
selected field needs to be the First position in the Ordering tab.
Select from the generated list, the most common are:
e FEqual to: Used to select by a single value.
e Less than: Select everything less than a value.
e Less than or equal: Select the value entered and everything of a lesser value.
e Greater than or equal: Select the value entered and everything of a greater
2 Selection value
* | Operators e Greater than: Select everything greater than a value.
e Not equal to: Exclude a single value.
e String Includes: Single value of a string.
e String does not include: Excludes a single value from a string.
e Between: Select the values entered and everything in between.
e Outside Interval: Exclude all values entered and everything in between.
3. | OK Click OK when your selection is complete.
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Enter a Value parameter for the Selection. Values can be Alpha, Numeric or Dates depending upon the Field
you have selected.

I Query Definition (Example VDF)
Main File: [SF: Student Fie ~ QWD
Quety Titke: |Example VDF
Fields Selection | Oidering | Tewts | Output |
Table
F: Studerni Fie Selections | 1
F- Famiy | Field name | Type | Value |
Selection, Example ¥YDF
Fields
m Balance (»}: | 500 El
e [4] oK | Comcel | El
e ession| Default value |
rarrfehwchef
anly coda ¥ I Studert TagSe i| I Famiy TagSel ||
Rm | Close |
1. | Type Can edit from here.
2. | Default Value Click to open the Selection window.
3. | Selection This field is case sensitive and must match PCSchool exactly.
4. | OK Click to accept the entry.
Tag Set

Tag Set can be used for selecting Students or Families in any VDF Query where SF:Student File or SF:Family
File are available as part of the main file selected.

[ Query Definition (C5: Current Subject Information)

Main File: | C5: Curert Subject Information ~* Q&0
Query Tite: |

Fiekds  Selection | Ordering | Teuts | Output |
Table :
C3: Cunend Subgect Information Stu_dent of Family
SF: Student File o Files must be | Type | Vahse

SF: Famiy available
C5: Subject Codes

C5: Curiculumn Key Areas b
Fields

Recrum ~ The search can be
Shudentd

Period id confined to the students

Campus or families in the Tag Set
Mear -

Studkey h
Lo ¥ W Student Tag Se ﬂpﬂnll ™ Famiy TagSel [0er | |

efaull value

Run | Close
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Ordering

Ordering has several useful features:
L]

selected.

You can use Ad Hoc to give you a greater range for ordering.
You can place a line break in the printed report.

ordering.

e Ordering speeds up the time the report takes to run, for maximum speed have the First Selection line

in the First position in the Ordering tab.

In the Selection tab Datedue has been selected in the first line.
I[Z] Query Definition (Example YDF)

Ordering determines the Order the information appears in the report; this does not affect the fields

Placing a tick in the order value places a break in the report making it easier to read.
If Ordering has an Index that matches the Selection then it will speed up the data collection process.

If you are creating a VDF for eMerge using a seed value you must select the seed in the first position in

Main File: |LB: On Hire File

=

4

Quety Title: |Example VOF|

Fields Selection | Ordering | Tests | Output |
Table

QEED

B: On Hire File a | - Selections
: Pation File | Field name | Type | Vale

- Mazbes [tem File Datedue

: Loan Codes Dateout

- Publisher File &l Datedue is the First Line
Fiekde in the Selection tab

|Rescrium -
Patrwn

Falkey

ACCng

add | insen | Delete | Expression| Defaul vahe |

|

D stedhue

Shatus =|

Created in version 2007.3.0.1169
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Order

Selecting an Indexed field from the drop down list determines the order the information prints in the report this
does not affect the print sequence of the selected fields. If you select Current_year, Studkey the information will
print in Year level order then alphabetically by the Students key. Selecting the correct Index speeds up the
generation of data by prompting the program to search the database in the most efficient manner.

Select the order that best suits your selection.

| [Z]1 Query Definition (Example VDF)

Main Fie: [LB: On Hie File ~ Q& dD
Query Title: [Example VDF

Fislds | Selection Ordering | Teuts | Outpus |

Ordering: |Status, Patkey. Accno, Recrum -] j i

Ciatiss, Patkes Accno, Becrum
Statues, Patrwm, Acono, Recnum
Status, Accno, Recnum

Accho, Becrum

Maccno, Dateout, Recnum H
Statues, Dateoudt, Recrum Indexed Fields
Patrum, Accno, Recrum —
Teach_mo. Status, Patnum, Accno, Recnum

Datedue, Accro, Recrum

Slatus. Hmmni Patkey. Recrum X

| -

Seasch order: | - =

Created in version 2007.3.0.1169 15/28
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Index

When searching the data using an Indexed field in the First position of the selection only relevant records will
be searched.

/M Query Definition (LB: On Hire File)

Main Fie: [LB: On Hire Fie QD
Guery Title: |

Fiekds | Selection Ordering | Tewts | Output |

Ordering: | D atedue. Accno, Recnum | i} |

LB: Dn Hire File

Reading recards [1755/1754)
20080609 1N 3666 4969

-
[ Concel ]

Because Datedue is in the First position in the Selection tab and has been selected in the First
position in the Ordering an equal amount of records have been searched and found.

If the Indexed field is not in the First position of the selection the search will take longer.

M Query Definition (LB: On Hire File)

Main File: [LB: On Hire Fie - Qe EdD
Query Tite: |

Fields | Selection Ordering | Tests | Output |

Urdmi'lg:le,Dd:m,FIm:m ;I d e I
N TR LE: On Hire File
[0 Datecu:
Readng records [3764,/1783)
1018491 20080516 4688
gumm[.-.-., T R P ﬂ

o Close |

Because neither Field Name is part of the selection the search is looking through a lot more records to
find the Datedue that is in the Selection.
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Ad Hoc

You also have the option of selecting Ad Hoc. Using this feature means you can select the order from any field
available.

I7] Query Definition (SF: Student File)

Main File: [SF: Studen File Y Q@ ED
Query Tile: |

Fields | Selection Ordeting | Tewts | Output |

a1
Ordering: [4d hoc ndex | 1 | -] e |IZ|
Specify ad hoc index x]
Table
[SF: Student File H # | Fields |c Reverse
F: Fardy 1 Iritial peas L
El 2 Date anival O

Fl
3 Shdkey O O
Fields IE'
e d [5]
tudent i m

scade 7] =
= : v ?\X -

Moveup | Movedown |  Delete |

[8] _ ok | coea |

1. | Ordering Select Ad hoc index from the drop down list.

2. | Ad Hoc Click to open the Specify ad hoc index window.

3. | Table Highlight the file you wish to use for ordering.

4. | Field Double click a field.

5. | Fields List of selected fields for the order the information will print.
6. | Reverse Place a Tick to reverse the order.

7. | Buttons Highlight a selected Field to move or delete.

8. | OK Click to accept the information.
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Line Break

This selection will print the Students in Year Level order then by the Students Surname then by their given
name.

Il Query Definition (Student Ethnic and Language Year 10 and 12)

Main File: | Studert Origins - QD

Cluery Title: |Student Ethrac and Language Year 10 and 12

Fiekds | Selection Ordering | Tests | Output |

Drdering: | Ad hoc index =] Adhec
Break | Field name E
[#] Surname:
Given name:
Search order: | Studenttt, Type, Prioriy, Ethnic_id#, Owner |
Fiun I Clogs I

If there is a tick in Break it will create a heading and place a line between the data for each Tick.

Student Ethnic and Language Year 10 and 12k 1

Origing
Ethnic ard Language Codes for August 2008, This Repodt ix for year 10= 11 - 12

Current year: 10, Surmame: Baars
Given name; Willem

E DET German
L GER German

Current year: 10, Surname: Bradstreet
Siven name: Shaun

L ENG English
E EUE European

Created in version 2007.3.0.1169 18/28
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Text

Text can be added to the top

VDF Query User Manual

IZ] Query Definition (Student Ethnic and Language Year 10 and 12)

Before report

Aftes repaort

Main File: | Studert Crigin

Duery Title: | Studert Ethric and Language Yes 10 and 12

Fiekds | Selection | Ordering Tests | Qutput |

or bottom of the report. This is a useful feature for future reference.

x Q@ ED

Ethnic and Language Codes o August 2008,
This Fepor i for peas 10 - 11 -12

Use Shift +
Enter to go to
the next line

Created by Cheis Simpson 29/04/2008

Run

Created in version 2007.3.0.1169
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Output

Several features are available for selection in the Output tab.

Font

You can change the Font to one of those available in the drop
ul Query Definition (CS: Current Subject Infoarmation)

I ain File: ICS: Cusrent Subgect Information
Query Tite: |

Fields | alaction | Medadine | Tave  Outout |

Font: | Times New Roman =~z -
Arial r
IinsstFhrnf\ il
[v Landscape P

Report destination
C Pinles & Preview  Fie | = deimited v

Dpen | Save I

Bun | Close

Created in version 2007.3.0.1169 20/28
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Selection Criteria

The Selection Criteria defaults to print at the bottom the printed report, this can be useful if you need to run the
report again but did not save it.

[0 Query Definition (Student Origins Year 10 and 12)

Main File: | Student Origine 7] Aas gD

Query Title; | Student Origns Year 10 and 12

Fields | Selection | Ordering | Tests  Output |

Fonk: w|[12 =
¥ Inchede selection critenia in printed report I=

[~ Print totals only \r :

Repoit : i \

P Selection critena; i~
Type, greater than: "D"

Type, less than: "I"

Current year, between: "10" - "12" (both incl)
Eecords: 121

Print Totals Only

If the Sum Column is available and Ticked in the Fields Tab you can select to Print totals only.

Example of a report with a tick in Sum in the Fields tab.

GM & D-L Yates 13706.00
Mr GP Young 9866.00
Mr & Mrs L Zhao 0.00
| 1167884.10

The same report with a tick in Sum in the Fields tab and Print totals only checked.

Agye fitle Balance

1167884.10
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Landscape

VDF reports default to print in Portrait format but this can be changed to landscape, if you have many fields
selected this choice will allow more information on each line.

Check the Landscape box to print in Landscape format.

In Landscape a report can often be spaced out better.

SF: Student File Page: 1

Smwwne 0 Givemmane 0000 Fialyesr 0 Dodedeport 00 I year  Dafesavivs 000
Initial year: 2

Wasd Siman 2 ZENIL9%
Initial year: &

Hill Shaun ] Jiaurmoz

James Andy Jr. 9 oz

Hash AJhert 9 iz

Suthachoty Sirporme ] 10T 002

The same report in Portrait makes the headings hard to read.
SF: Student File Page: 1

Surname  Givenname  Final yeadDate depafhitial yedbate arriva

Initial year: 2
Ward Sirmon 2 28/01/19%4
Initial year: 9
Hill Shaum 7 S10172002
Jarnes Andy Jr, 9 310172002
Hash A Thert 9 310172002
Suthichota Sinponne 9 172002002
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Print to Window

The Report destination will default to Preview, while in this default click Run in any tab to print the report.

Once all the information is in the report you can print it to window, once printed you have the option to select
the printer, if you have PDF995 (free program) you can also select to print to a PDF.

M Print Freview

&), | =[whole page -]
A2l [3] LA

Print Setup

| Canon i865

Auto Canon Bubble-let 5400 on SPIDER

Auta Microzoft Office Document Image \Writer o
Type: Auto Micrasoft Dffice Document Image \Writer o
Auto OKIPAGE 12 on PCS-SIHYNS2GVIWY
Where: |4 to PDF335 on SPIDER

Comment: |Auto Snaglt 8 on SPIDER

' bicrazoft Office Document | wlniter :
L [ s Sl

Spa " P

Size:

Source: |Autn Sheet Feeder Ll @ Landscape

Network... [7] ok | coce |

e TN k3 TR T oIt L

When in the Report click the Printer Icon to Print.

Click the Printer Setup Icon to Your options.

Click on the Arrow Icons to move between pages.

Click on the Drop Down of Whole Page to view the report in different sizes.

Click for the report to be printed or viewed in portrait or landscape.

Select the printer format.

Sl[Gy T/ (leoinai=

Click OK to accept the changes.
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Export to Excel

Once the report has been created it can be exported as a CSV and then opened in Excel.

[ Query Definition (5F: Student File)

Main File: |SF: Student File -l Q@ ED

Query Title: |

Fields | Selection | Ordering | Texts  Output |

Font: | ) [P
r [T Use ANSI chatacters
I Izl [v Inchude column names
r I~ [Semicolon as deimie]
Riepoat destination

© Piter © Preview & Fle |

@ & &

Open | Save |
Bun | Cloze |
1. | Check the report destination of File.
2. | Optional, placing a tick in Include column names will give you headings in excel.
3. | Leave the default of Comma delimited.
4. | Click on the Selection box of the blank file field.
8 Print to file
1 ] Save in: | (2} Desktop | 1 | s s _G R
L‘b LMy Documerits El[ X|
f Iy Computer I D
MyRecert &My Network Places '
Dm.:nmls ) AAR Add to help
- [ alex
Figd B T Gov Data Caplure
0 Unused
_..-i;' ) Shorteut bo ARAAWBrKINQAn
My D . &) shortcut to Help Documents
My Computes
Hypf;l;tﬁhﬂk File riarme: |Te~siing.cs'.1 | 2 | j Save
Saveastype: | Teufiles -] Concel || f
| 4 | Bun ] Cloze |
1 Select to save the file where you can find it.
) e The default is PCSchool/Data/Query Output/(Your name)Output on the server.
2. | Enter a name for the report ending with .csv.
3. | Click Save.
4. | Once back in the VDF click Run to create the Report.
e | When the file is finished you will receive a File Complete message.
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Create a Tag Set

VDF Query User Manual

The Student/Family/Staff list you create can be saved as a Tag Set for using in the appropriate Tag Set within
PCSchool.

[Z] Query Definition (SF: Family)

Main Fie: | SF: Family

-l Q@ ED
Query Titke: |
Fields | Selection | Ordering | Tests  Output |
Font: | J | J
=3 [T Use ANSI chacactess
I~ [ Include column names
- [~ Semicolon a3 dekmiber
Repot destination
(" Printer (" Preview & File  [C:\Documents and Settings\Chis\Desktop _..| [Comma defmited _+ |
Family T agset
e |
Bun I Cloes I
1. | Check the report destination of File.
2. | Select the appropriate format for the Tag Set.
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Save the File where you will be able to find it.

. Print to file 2] x|
m : sk x| e BB '_J_!

My Documents | [

f Unused

S IECY 2008

Shorbout to Hedp Documents

3 Shortout bo Heldp Documents 2009

) shoetcut to My Flaylists
- ]
UIETETS File name: [Debrors FLF [2] = [ sae |
Save astype:  |Teut fles -l Cancel -

7| -
4] Bun | Cloze

Select to save the file where you can find it;
e The default is PCSchool/Data/Query Output definitions/(Your name) on the server.

Enter a name for the report ending with:
e _FLS - Student Tag Set
2. e _.FLF —Family Tag Set
e FLT — Teacher/Staff Tag Set
This extension must match the Tag Set format you selected.

3. | Click Save.

4. | Once back in the VDF click Run to create the File.

When the file is finished you will receive a File Complete message. The file can now be
opened by the appropriate Tag Set.
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Create the file as a HTML

The file can also be saved in HTML format for a different appearance.

r_"l Query Definition (Student Ethnic and Language Year 10 and 12)

Main Fie: [Student Diigins - Qz=ED

Query Title: |$tudent Ethnic and Language Year 10 and 12

Fiekds | Selection | Ordering | Tests  Oulpad |

Font [Tines =l =
¥ Inchude selection ciitesia in prirted repot. [
[ Print totals only r
I~ I
Report destination
" Piinter " Preview & Fle  [Student Origne HTML e 2] ~]
III Comma delrmited
Line defimited
Foematted
=ML
Shudent T agzet
Family T agset
Stal T agset Save I

EI Bun | Claze I

Check the report destination of File.

Select HTML.

Give the file a name and end it with .HTML.

SR

Click Run.

Sample HTML Report

Student Ethnic and Language Year 10 and 12

Generated on: 2103/ 2002, 092204

Ettesr s Langusge Coodes for Angnoy 2008, This Repon & for vesr 10 11 - 12

Oiriging
Current year: 10, Surname: Baars

Given namer Willem

E DEU Crermas
L GER German

Current yvear: 10, Surname: Bradstreet
Given name: Shaun

L ENG Englith

E ELR. Eawopean
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Save/Open

Once the File is created it is best to save it you can then open and run it whenever you wish.

You can use the Open and Save Icons or if in the Output tab the Open and Save Buttons to perform these
tasks.

[ Query Definition [SF: Student File)

Main Fie: [SF- Student File = Qf
s Open || Save
Fiekds | Selection | Didering | Tests  Output | S
Fonk: [Times New Roman =z <]
R Include selection citeria in printed repot [~
[~ Print totals only g
Repait destnation
€ Piitet (% Preview (" File | = =
Open Save
Button Button
el |
Run | Claze 1

When Saving the File the Default is within PCSchool and when you are logged on this will always be
available.

You can select a different destination for Saving the File.

When Opening a saved file, find the file, highlight and click Open.
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