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Chapter 1: Downloading and Registration

Purchase Report Designer

Print and fill out the sales form found at www.phoenixlearning.com and FAX the
sales form along with a Purchase Order (PO) to the FAX # on the form:

*Dhocniz_ ORDER FORM

Learning Systems Fax: 801-489-1947

To order sur prodecis of sensces Dy fan simply prnt oul this form and G i wilh a purchase order lo BO1-091.9758
Tip indhee by plvirs pleabs svdl i 8 o] phosssdsarmreg (o s @ ieprassnltvs il comlint pou gy
To arder by mal. serd check of purthase orter 16

Phoenix Learning Systems + 1103 E. 350 5. + Springvilie, UT 84663

Bill Te
e Deata
bl o Comgury rOe
Addinns 1 y
Aikirnn Siate I
Emad Fhare
——Y e
Ship To:
i
S d o1y
Ackdennn 1
Aukdvans T Staia e
Fomuai P
Fippuaiwd Lo Frouiay Regishabor
Products Uni Price Quantity Total Price
CovChoios - §2 per shaterd per yea oo
Earmiby Aseoduaton Fotonsy Manaoges . FARA $004 00
bhiad Mergs - Duirict S8 Leenss $904, 00
Parerd Taacher Conferencer (PTC) - Sngle Schoal License 45945 00
Froarin Repart Detigned - Detic! Sas Licerds $005. 00
Prosnin Repot Desmgne - Singie e Losres S 00
Phosris Sepsly Guard [
sk Slafe Pregprint $04 O
Object Reports
Leval | - Form Lotiers. corificases, aic L300 00
Lewal 2 - Lists, Rosters Sehedules Mealth, Regairaiion Envolmesd, o $500 00
Lavossd 3 - Rogetwi Cardn. Teanscripls. Cum. bl $1.000 00
HTML Customization
Levwsd 1 - Modfesters io esvtng WTLL pages $200 00
Larenl 2 « herw multi-column. muti-row forms $5:00. O3
Lol 3 « Copemplan Cuniom kayouts $1,000 B0
Non-Education sales Tax 6.25%

Total

To get a copy of the sales form, go to www.phoenixlearning.com/sales/sales.html.
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Registration
Once you have purchased Report Designer, you will receive an email similar to the picture
below with your registration information:

Thank you for purchasing Phoenix Report Designer.

This product is registered to: Phoenix Tech YWriter
Your Registration Code is: J00CX00-X000C

Place the enclosed " key.txt" file in the same folder as your application before you launch
the application.

You can download Designer by clicking here - http:Sassee phoenixlearning. corm
{downloads/downloads. html

If you have purchased the single-user license and need to add additional users in the
future, you may upgrade to a district site license at any time for the difference in price.

Phoenix Learning Systems

The email you receive will include a .txt file titled: “_key.txt,” your registration code and the link
to the downloads page at www.phoenixlearning.com.

Once you have downloaded the application and placed it in a folder on your system, you will

need to place the “_key.txt” file into the same folder in order for Report Designer to launch
properly.

Report Designer 2.2



Chapter 1: Downloading and Registration

Steps to Download

1.

Select the link in the registration email or enter the link information into your Internet
browser.

‘Boe ) Phonenix Learning - Downloads F)
4 e @ - = =
Baik Relresh  Home Pria L]

mf': g e ghons narreg com  doerie s Mawiesdr B m

(2 s mommss P () apoe (0 Moks Smeot. (0 Mpts Toew (D0 Mlee (v D2 ) Mcrowott MixTogis (D) Dffcw for Macmesan (D) 0y

L1

-l -
: ocnix
E o,

Learning Systems

LR

Homa
o
g Products Downloads I
T

Services Products
v
2 Support
'3' f— Family Association Records Manager® FARM I
= Parent Teacher Conferencer® PTC

Tips Furl! Tnstadl with manal, import template and samples |
- f |
E Douniioads Agplication Only (version 2.3.1) |
1 Export Template for PowerSchool®) " |
i Cantact Sampie Form Letters & Mading Labels |
] Lizer Manual e

|_Phoenix Repart Designer (varsion 2.1.6) [O53  wingses ]

Deerno Data File with many customizable acamples
etk Towr Tutoriy Files

Phoenix Security Guard

Utah State Pre-Prink

Documentation

"

el

i Bl b

Select the link next to Report Designer that identifies the type of computer you are
using: MacOS or Windows.

Download the additional tutorial files and sample demo data, if desired.

x . designer_data.zip
designer.sit QuickTour.zip

If necessary, un-package the compressed file(s).

Place the unpackaged application and the _key.txt file together in a folder on your
system.

Report Designer 2.2
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Steps to Register

1. Double-click on the Report Designer application. E

Nnoe Open N
Open Data File

Enable: ' Data File /

EIREl | ' Documents B Q
& Network ; BF Desktop r
3 Clips »
= String K Library [
| Stfflt Expan..,. A ® Movies
# Musi

g Desktop .usu:

. -4 Pictures
i temp
% Applications o fubic
. Sites

1 Documents
| Movies
& Music & 1l
Pictures ' c s BIL

([ Mew Folder . | Cancel :1

2. Select NEW to create a new data file.

—

Y. F_’i Save: Designer ]

Create a data file...

Save As: -ﬁesigner . E}

Where: [l Desktop -?]

( split... )

(Cancel ) (Save ) _

3. Title the data file and save the file to the Report Designer folder. Select SAVE.

Report Designer 2.2
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4. Fill in your registration information. You may cut and paste from the registration email.

This Data File is not registered. Please enter
your Registration Code.

MO0 - X0 -D0000

Cancel | Dema Register

5. Select REGISTER. Report Designer will automatically register and open.

¥ i Desigrer File  Edit  Object  Fomt  Style  Soyle Skeet  Favorites - Windows Help A Sum 540 PM N ]

When Report Designer first opens, the bar above will display on your desktop.
You are now ready to begin using Report Designer!

NOTE: Screen captures in this manual were taken with MAC OS X. If using a Windows oper-
ating system, the screens will appear different.

Report Designer 2.2
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Chapter 2: Introduction

Overview

Welcome to Report Designer! Designer was developed to create customized
object reports like report cards, schedules, medical information sheets and more
with and without references to database objects. With Designer, you can design
the way information is displayed in order to customize them for your school.

Phoenix Report Designer is an XML-based software that can export reports in a
format that is compatible with PowerSchool® (PS) Student Information System.
Reports, certificates, form letters, transcripts, schedules, record stickers, trip
reports and much more can be designed and created easily using the Designer
WYSIWYG (What You See Is What You Get) format, then imported to PS for use.

Designer combines familiar page layout tools such as lines, boxes and text
objects with special transcript and schedule layout tools to make report creation
quick and simple. Templates and components can be created, used and re-used
to make report creation even quicker.

NOTE: To quit Designer, use Designer > Quit Designer before attempting to
close down your computer and turn it off.
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Overview of Workflow
Report Designer provides a smooth exchange of files between your computer and the

PowerSchool server. The PowerSchool server recognizes XML, a form of markup language,
so Report Designer provides the ability to export any newly created report form to XML.

Create a New Report from Scratch

The chart below shows the workflow process when creating a new report form for use in
PowerSchool.

Create/Edit Report using
Report Designer
|

»| PowerSchool Server

Your Computer

I
Export to XML

Import the XML Report Template
into PowerSchool

PowerSchool creates an Object
Report using the Template

Delete Report in PowerSchool.
Make changes in Report Designer
and re-import.

Test Print

~&— Report design need

changes? |
OK?

Continue to use, but keep the
original in Report Designer and
only make edits and updates in
Report Designer.

Report Designer 2.2
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Edit an Existing PS Report Template

Report Designer allows you to edit existing PowerSchool report forms by allowing XML
import. PowerSchool exports forms to XML and Report Designer allows you to import
that XML form and edit it in Report Designer.

Once you have completed making the changes to the old report, you may export that
report form to XML in order to re-import it into PowerSchool.

The chart below shows the workflow process when editing or changing a report that
already exists in PowerSchool.

PowerSchool Server

Export Report Template to XML

Import new/edited report template into

PowerSchool

NOTE:

Delete existing report from
PowerSchool before re-importing the
edited template.

Report Designer 2.2

Your Computer

Import the XML Report Template into
Report Designer.

Edit the reportin
Report Designer.

Export the Report to XML.

2-3
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Basic Features of the Designer Workspace

(ane Untitled: 2
[-;-A L [ .. 1 | [ ] ] Lo
i |
- m
E 1L | Rulers "
alf] (=
= s
Tools— |
Fel i 0%
3|
10 |
1L | Workspace
FEE
(o] ajf
QEV(E
E e
e
5] [ [
1 Ah
Il'- ||:-‘ |.:.- LA e |
|
Page Zoom Object Information
Percentage

Report Designer 2.2
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Designer Workspace Tools Overview

If you are familiar with layout software, you will find the tools and functions familiar.

Arrow Tool Text Tool
Select and move objects Insert and edit text
Line Tool ’T A Box Tool
Create and edit lines ~10 I—"| Create boxes
Graphic Tool 48| B~ Transcript Tool
Insert and edit .jpg files Gl Insert transcript objects
Student Schedule List Tool Table Wizard Tool
Insert student schedule list objects Define and insert a table

Insert Functions Tool _ﬂil_ Insert Fields Tool

Alignment Tools

Align left — 4 pat— Align top

Align horizontal center — a}a— Align vertical center

nla [uls ™1~

Align right =7

ada~ Align bottom

Layer Tools

Bring to Front —@E— Send to Back
Move Forward —@E— Move Backward

Lock Objects — ilil— Unlock Objects

Zoom In —3'3,— Zoom Out

@ — Set Layout Settings

Report Designer 2.2
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Designer Workspace Information Overview

The Designer Workspace provides information to help set objects precisely on the page.

+

Uintitled: 2
L | RTINS MO TN TN, APV TON.. IUPTTIONTR. I TS, . OO TR |

D

=]

m|e|o>= 2

[&

a
P

w
r
L

E

T

i

L
|

12| ] @€ |l €] Bl =] ®
cF

5 o

RTIRTN

(]

= ||'_| |.:.|- =3

A Py

[T

Object Length and Height

o4 1 . .
= 3om6 [0 100%|AH e
iTi 134 |22 100%|av £ 0 [inches
100

Movement coordinates Rotation Angle
(display while moving object)

These tools are all covered in detail in the following chapters of this manual.

Zoom percentage

Report Designer 2.2
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Menus Overview

Report Designer provides drop down menu functionality plus shortcut listings similar to
other document design or layout software. Some of the drop down menu features are
another way to access the Designer tool features, and some are additional options used
in designing the report.

Example 1:
The Object drop down menu provides a
Designer File Edit Font Style Style She|list of ways to manipulate objects placed in
Properties 3¢ your form.
Duplicate %D litle
Insert Fields... ¥F T3
Insert Functions... 3£l
Clipboard Text to Table... This section provides additional ways to
Auto Duplicate Objects... [|manipulate objects that saves time and
Auto Number Text... increases functionality.
Replace Text... 3
Append Text...
Set Text Frame...
Set Move to Next Record...
Re-order Object Layers... _|
Bring to Front This section functions just as the layer
Send to Back [ | tools function in the toolbox.
Move Forward
Move Backward —
Align to Grid =]
Align Objects... 3 This section provides additional alignment
Align Object Widths... | features for objects on the page.
Set Object Position...
Space Objects...
Center Objects on Page... —|

Group £
Ungroup dU

Save Component...
Insert Component...

Select Object... k.
Filter Selected Objects... {385 —

The Insert Fields selection functions the same as selecting the Insert Fields tool from the
Designer Workspace Toolbox. Both actions open the Insert Fields list.

The shortcut noted next to Insert Fields also opens the Insert Fields window. Refer to the
Appendix for a list of available shortcuts. Details on the drop down menus are included in
Chapter 6: Drop Down Menus.

Report Designer 2.2
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Designer Advanced Features

Designer provides features that save commonly used objects and defaults that can be used
in other reports such as a style sheet for text and a component library.

To reduce the time it takes to create objects and design a report, Designer provides features
such as auto duplicate object. This feature enables the user to place the duplicated items

precisely to get the effect desired.

Example 2:

Untithed: 3
G L] . PR TR P TR (R TN, I P OL [

D

Elels & [m@o]> 2
R

)
3
|

N

o,
|

[#] o] @& (el [€] [Blal/]x) @

&
8 5E
:

7T ioo=

-3 oo

sl

1] e = .
A% [ P ] * |
-

Advanced features of Designer that decrease the time it takes to create your individualized
reports and forms are included in Chapter 11: Make Reports Easier.

Report Designer 2.2



How to Start

1.  Open Designer.
2. Select File > New.

i. Designer

Chapter 2: Introduction

Edit Object Font Style Style

ay DN |

HO §
=Hw ,.j ::
(X =] Unzitled: 2
Papes Size Begeiet Ty
L5 Lt w5
Srucer

L0 x 1000

2-9

Preceding Report Page

‘Drentazion
B B o=

Forran Landscare
Bopon Dadawini
Dwfau fam Fime
Diefanih Size 12 -+
Defauk Line Height: 13| i

Cargnl

3. The report setup window will display. Select the report parameters.

previous report here.

Designer has the ability to group a set of different reports
created and have them print as a single report. Identify the

Y]
Paper Size
US Legal |i
Tablosd
. A |
9 & -

F10 Envelope

Undtied; 2
Paper Size Repon Typs
E— L L B
wunre B paa
50w 1085
DHsEALATIOn Feeceding Repon Pige

@ B He= g

Portran

Landuraps

Bopot Dedashn
11 Dietaun Fom Times !

& 1 Dfauls Siae 2 #

9 g

10 Defaul Line Maight 11 Poartl

11

12

13

14
118 . . . -

24 Line Height refers to the leading. Leading is the

vertical space between two lines of text. Leading
is generally 120% of the typesize and is measured
from the baseline of one line of text to the baseline
of the line above it.

Report Designer 2.2
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Teacher
Log Entry

D

Courier

Helvetica

Symbaol

Times

Times New Roman
Verdana

Zapf Dingbats
Zapfino
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4. Select OK. The Designer Workspace will open.

D

Uintitled: 2

L | TN, AT N . .

m|g|o 2

1#] [o] @€ o €] [Blal/ =] @

8] 5] [l [E[E1S &

(]

= ||'_| |.:.|- =3

& a1 wokar

You are now ready to begin designing your first form.

Report Designer 2.2
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You may set up the workspace with grid lines and rulers to assist you in your report creation.

Select Layout Settings

1.

Select the Layout Settings Tool & on the toolbar to the left of the workspace.

Layout Settings

& Show Ruler Lines
# Grid Snap On

Grid Size: ' 1716° mﬂ

y _Ea;:.l_ ; E 0K a

Show Ruler Lines and Grid Snap On are active by default. Select the checkbox

next to the feature to deactivate it.

Grid Snap On allows an object or multiple objects to be selected and aligned to
the next grid marker assigned in the Grid Size. If Grid Size is set to 1/16” and

Align to Grid is selected, the object(s) will align with the next closest 1/16”

marker.

Lintitled

]
4]

2

lasic] Lol . - - [T,

Layout hettings

Selecting Show Ruler Lines displays the horizontal
and vertical lines on the workspace.

The rulers on the top and left hand side of the work-
space will continue to display even if Show Ruler
Lines is deselected.

& Show Ruler Lines

bt ] |B]d]~[+] =)

® Crid Snap On 1147
15

oy

5 [l (2] mlolol>

)| Grid Size: NNTITSN o |

1732

o

Grid Size Options

=]
B

Cancel | (RO

2]
9

)
[

Select OK once settings are identified.
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Chapter 3: Text

Designer allows full control of the styles of text you use to create your forms and
reports. Each text object can have only one set of attributes. For example, if you
are typing “The quick brown fox jumped over the lazy dog” and wanted “lazy” to
be bold, the whole text object would have to be bold.

If you intend on sending the document or a component of the document to an-
other Designer user, you must use typefaces (fonts) that are available on both
computers or the item will not display properly.

Add Text

1. Select the Text tool A in the upper left corner of the workspace and
click in the workspace to identify an insertion point.

2. Select Object > Properties from the drop down menus.

(- XXzl Propertics
Text

e are doingthis i & test 1o see if the Style Sheet can be selected before the typing

begins.
Attributes
Font: | Times i Alignment: B _"Ht_] ﬂl Inaert: | B | S
Font Size: 11 H Color . Frame! Varable Frame _:l
Line Spacing: 12 In Povars [Oprianal Special Move 1o Mext Becord
Style: B Plain [ 1Bold [ italic Layer 8
Check Spelling Cancel oK

Using the Text Properties window allows for all attributes to be set in
one step. Enter text and select text attributes. (See next page for more
details.)

3. Select OK. The text box will be placed on the form.

You can select the text tool and draw the tool across the workspace in order to
create a text box. Once the text box is created, you can just start typing the de-
sired text. Styles such as font and point size can be added after the text is typed.
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Text Properties Window

Enter text in the text box.

ana Properties
Text
We are doingthis Is a test to see if the Style Sheet can be selected before the typing
begins.
For more information on fields
and functions, please refer to
. i Chapter 8: Fields and Functions.
Alignment: Left, Center, Right T[]
Attributes T |
Font: | Times 2] |anignment @ % g Insert ﬂ .:_"I |
Font Size: 11 Bl  Ccolor: . Frame: [ Variable Frame _=‘|
Line Spacing: 12 tn Points (Qptional) Special Move to Mext Record
Style: @i Plain [ 1Bold [ ltalic Layer:| 8
Samplc
Basic text attributes. “Sample”
Check Spelling shows how your text will display. Cancel ) Ok )

Frame: Frame type defines the behavior of the text box margins.
Variable allows the text to flow and adjusts to always display the text string.
Fixed limits the viewable area to the margins set. Text that does not fit within the margin will not be displayed.

Move to Next Record: This is an advanced setting used in conjunction with databases. Selecting the checkbox
allows a report to print multiple records on one page.

Layer: Each object in your report document represents a layer. Layers may be stacked on or under other objects in
the same document. Changing the layer number changes the order of objects stacked.
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Move Text

Once a text box is placed on the workspace, you can manipulate it by moving it or rotating it.
There are a few ways that you can move text.

Manually Move Text
1. Using the arrow tool | |, select the text box(es) that need to be re-positioned.

You may select multiple boxes by holding down the SHIFT key on the keyboard
while selecting.

2. While holding down the arrow tool ILI, with the mouse, re-position the text box.
When done moving and re-positioning the box, release the mouse.

The directional arrows on the keyboard will also move the text boxes in incre-
ments defined in Layout Settings. Press and hold CTRL while pressing a
directional arrow to move the object 1/32”, 1/16”, 1/8” or 1/4” according to what
is set in Layout Settings. Using the arrow keys to move an object without
holding the CTRL key down moves the object 1 point for finer positioning.

Layout Settings

1. Select the Layout Settings tool &l
La'-_.rdut Semngsr

# Show Ruler Lines

# Grid Snap On

Grid Size: [ 1716 F§)

Eancel_ ( oK )

2. Set Grid Size to 1/4”, 1/8”, 1/16”, or 1/32”. This will determine what increments
the object moves across the workspace when using the arrow keys as well as
the grid on which to align an object.

3. Select OK.
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Using Coordinates

1. Using the arrow tool [ %/, select the text box(es) that need to be re-positioned.
You may select multiple boxes by holding down the SHIFT key on the key-
board while selecting.

2. Highlight the AH (horizontal) or AV (vertical) and enter a number. The text box
will move the entered distance. A negative number will move the text box to the
left or up on the page. A positive number will move the text box to the right or
down on the page.

= 3om6 [ 100%)AH e
iTi 134|523 100%{4v ) 0 [inches

Select ENTER or click on the report workspace to enable the change.

Align Text Within the Text Object

To change the alignment of text already existing, refer to “Apply Different Attributes to Text” in
this chapter or highlight the text, and make your selection from the Style > drop down menu.
Shortcuts are available to make changes even quicker. Please refer to the Appendix or short-
cut reference sheet for more information.

When creating a new text object, open Object > Properties and select the alignment from
the alignment choices available or select from the alignment tools in the toolbox.

Resize Text Object
To resize the text object, use the arrow tool [xto grab the edge of the selected object and
“stretch” or “shrink” the object as needed. Press and hold the mouse button while grabbing

the anchor point and stretching or shrinking the object. Any anchor point on a text object may
be grabbed and manipulated.

&-(MED_Cfr-Td_4) &
- - -
Anchor Point
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Edit Text

You may re-open the properties window or highlight the text in a text box in order to edit the
content or apply a different style. As in any document design or word processing software,
Cut, Copy, Paste, Clear and Select All can be used.

The most recently selected and deleted or copied item will be displayed on the clipboard.

To edit text, you must be at 100% view magnification. Check the lower left corner of the work-
space to find out what magnification you are at before trying to edit text on the workspace.

= 3om6 [0 100%|AH e
1304 |33 100%|av A 0 [inches

Adjust Magnification

To adjust magnification, use the zoom tools on the toolbar. EIEY

Clipboard

To display the Clipboard and its contents, select Edit > Clipboard. Only the most recent-
ly cut or copied objects will be on the clipboard.

Change Text

There are a couple ways to change the text in a text object already on the Designer work-
space.
. Using the text tool &, highlight the text in the box.
Type in the new text while the box is highlighted, apply a new font, style or style
sheet using the drop down menus.

. Using the arrow tool [% . select the text box. Select Object > Properties or
double click on the box to open the Text Properties window. Make your
changes and select OK.

Report Designer 2.2
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Replace Text

1. Using the arrow tool [ %!, select the text box(es) that need text replaced. You
may select multiple boxes by holding down the SHIFT key on the keyboard
while selecting.

2. Select Object > Replace Text.

Replace Text

Search For: style sheet

Replace With: Style Sheet

Cancel ) 0K

3. Enter the text to be replaced in the Search For field.
Enter the replacement text in the Replace With field.

4. Select OK. The text will automatically update the text boxes with the new text.
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Add Text

1. Using the arrow tool [* | select the text box that needs text added. You may
select multiple boxes by holding down the SHIFT key on the keyboard while

selecting.
2. Select Object > Append Text.

Append Text

Place this Text: |
) After Existing Text

%) Before Existing Text

Cancel f .CIIK }

3. Enter the text to be added to the selected text boxes.
4. Select the correct radio button to place the text before or after the existing text.
5. Select OK. The text boxes will update automatically and include the new text.

Duplicate Text (single incident)

1. Using the arrow tool [ % | select the text box to duplicate. You may select mul-
tiple boxes by holding down the SHIFT key on the keyboard while selecting.

2. Select Edit > Copy or Object > Duplicate. A single incident of the text boxes
selected will be duplicated and placed on the workspace.

Report Designer 2.2
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Duplicate Text with Precision

1. Using the arrow tool [ %!, select the text box that needs text copied. You may
select multiple boxes by holding down the SHIFT key on the keyboard while
selecting.

2. Select Object > Auto Duplicate Objects....

Auto Duplicate Text

Duplicate
Mumber of Objects: 4
Vertical Offset: 0.2 Horizontal Offset 2
finchas) finchesl
Auto Number text
i If information is already
Replace this text with number: E entered in the Auto Number
: E text fields, these changes
Starting number: 1 will be made also.
Format: ) Make sure that the Replace
— this text...field is empty
before selecting OK.

Cancel ) oK)

Apply Different Attributes to Text

1. Using the arrow tool [ !, select the text box that needs new attributes. You may
select multiple boxes by holding down the SHIFT key on the keyboard while
selecting.

2. Select Object > Properties to re-open the Text Properties window or select
Font > to change the font only and Style > to change the style, alignment or
size of the text.

Changes occur automatically when your selection is made using the Font > or
Style > drop down menus.

If you already have a Style Sheet defined, you can select Style Sheet > to
display the available style sheets and select from the drop down menu.
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Set or Change Text Frame Type

Object > Set Text Frame sets the frame to be variable or fixed. Fixed means the set size
of the text frame will display only what can fit in the text frame. Variable allows the text to
flow and the box to grow with the text in order to display all the text. If resizing the verti-
cal, it will grow horizontally in order to fit the text into the box. Fixed will not do that.

1. Using the arrow tool [ | select the text box that needs a different frame type.
You may select multiple boxes by holding down the SHIFT key on the keyboard
while selecting.

2. Select Object > Set Text Frame.

S5e1 Text Frame

Text Frame

Fol Fioed Frafme

_ Variable Frame Fixed Frame is the default selection.

Fixed Frame is good for functions and fields as the

. function or field entered is usually longer than the
Cancel | 0K information that will automatically fill in the text object.

3. Select OK.

Delete Text

1. Using the arrow tool [* | select the text box to be deleted. You may select mul-
tiple boxes by holding down the SHIFT key on the keyboard while selecting.

2. Press DELETE on the keyboard or select Edit > Cut or Edit > Clear.
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Style Sheets

Style sheets can be used to define commonly used font attributes for reports and forms.
Using Style Sheets helps shorten the time it takes to create reports that use common styles.
A Style Sheet defined while building one report will be available to all other reports opened on
your system. Style Sheets can be defined ahead of time, then applied to the specified text.

Define a Style Sheet

1. Open a new or existing report form.

2. Select Style Sheet > Edit to open the Edit Style Sheet window and create a
new style sheet.

amA Edit Style Sheets
Style Sheets Font Attributes
Default Fant Hetvetita ]
Times e
Font Size 12 3
Stule Mrsin  leod
Alig i ) Led Cente Righ
Sample
Duplicate Rename { Apphy )

3. Select DUPLICATE.... button.

_':j*j Enter Style Mame
L3

\g_/ Times

Cancel | (SO ]

4. Enter the new style name. Select OK.
5. Change the font attributes for the new style.

6. Select APPLY. The new style attributes are now associated wtih that style
name. Close the Edit Style Sheets window by selecting the Close & button in
the upper left hand corner of the Edit Style Sheet window.
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Apply a Style Sheet

1. Select the text box to receive the style.
2. Select Style Sheet > then select the style from the drop down menu.

Edit a Style Sheet

1. Select Style Sheet > and the style sheet to edit from the drop down menu. The
Edit Style Sheets window will open.

ana Edit S1yle Sheets

m Favaril | 3tyle Sheets Fant Attributes
. Default Default Font Habratica +
] Times = —
| i Font Size 1z &

il Style |? Plain Bold Ital

new one = =

Times Alignment ) Left Center Right

Verdana_special

Sample
Edit...
Duplicate... Rename (Tﬂr"‘-

Verify the correct Style Sheet is selected.

Make changes to the attributes.

Select APPLY.

Close the Edit Style Sheet window by selecting the close & icon.

o K wnN
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Rename a Style Sheet

1. Select Style Sheet > and the style sheet to rename from the drop down menu.
The Edit Style Sheets window will open.

m Favorif | @08 Edit Style Sheets
. Default Style Sheets — Font Attributes
L adw Default Font ymbal _ﬂ

new name S : = =

new one dsgd Font Size Y

i e W ptain  lnold [ halic
Times Times =
Verdana_special Verdana_ipedial Alignment Left 'ﬁ C igh Ha Chang
Larmg
Edit...
Duiplicate |- Rename { Aaply ‘]

2. Verify the correct Style Sheet is selected and select RENAME.

Enter Style Mame

rist i
et
W dsgd i

| Cancel f_G_K !I

3. Type the new name, replacing the old one and select OK.
4, Select APPLY to close the Edit Style Sheets menu.
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Copy and Modify a Style Sheet

1. Select Style Sheet > and the style sheet to copy from the drop down menu.
The Edit Style Sheets window will open.

ana Edit Style Sheets
Style Sheets Font Attributes
Default Fant Helyetica _:‘
Times :_; .......
Font Size 12 ll|
Style ENJ.I'H __ Bald __| lalic
Alignment: ) Left ) Center () Right
Sampla
Duplicate Rename.., { Apply E

N

Verify the correct Style Sheet is selected.
3. Select DUPLICATE...

Enter Style Mame

o
»\/ Times

Cancel [ DN }

Enter the new style name.
Select OK.

Modify the Font Attributes.
Select APPLY.

N o o~
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Numbers

Numbers can be added to multiple text boxes. Placing marker text that is intended to be
replaced allows you to replace that text automatically with numbers. This text can be in any
location within the text.

Create Numbered List

1. Create a Text Box with “xx” as the text.

2. Select the box and select Object > Auto Number Text.

Select the number of objects you want. Set the vertical and horizontal offset.
Enter the “dummy” text and the starting numbers and format.

3. Select OK.
=y .
:‘5_12 = -
*ha a® -
15_1.: - " l:
= - CH
f!]a T l:
l:_'l.' - " -:
-y - -
O3] - " -
.EL' -E

To make your numbered list, you can enter text prior to using the “Auto Number Text”
feature. You may also place the separator such as a period after the marker text. To re-
order your text objects, adjust the layer number(s) of the objects. It is advisable to fill the
text in after the numbering occurs.
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Fill Numbered List with Text

These steps can be done immediately after applying the number sequence. Make sure
all the text boxes are selected.

1. Select Object > Properties.

-
ens Praperties
Text
01 this is the first step
ann Properties
Text
|
02 f1has is the tecord dten
Artributes
Fant: | pelvel
Font Size: 12
Arrributes
Ling Spacing
Fort: | Heheeis =] " N == | [ Al P
Stybe: (W Plair eatal . Adignment: || 39| = Irse )
Forie 3w 12 #] Cobar . Frame. | Fiued Frame =)
T A i Fasniy fCptiovesd Special: [ Mowve 10 Next Regond
Sryle :‘ Pain | Bold | italic Langer
Check Spelling B

Check Spelling Cancel f o

2. Add the text to accompany the first number in the sequence. Select OK. The
next number in the sequence will display. Fill in each text box number in the

sequence, selecting OK each time.

thics 15 e rdd glep

T2 Anis is he gecond s

Y number 3 Ly
& D4 Number 4 - "

= T midway -
WG oW on To ridmbed

= B rumbsr 7 "
=18 nuenber 8 -

® 19 numbes 9 . "

= 0 nusnbar 10 L
R hbEr 11 ="
.

L3l
5
"
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Spelicheck
Spellcheck does not do paragraph or composition checks.

1. Select the text box(es).

2. Select Edit > Spell Check Selected Objects....
The Check Spelling window will open. If there are any words not found in the
Designer dictionary, they will be flagged and the Spelling...window will open.

ann Chistiln Spoe i i

e K al A=y

ot
e @ e Hanere
L tht 16, Klep mormder | TonoreN

T ) Change A

CEYE

Lafl11

01 this is the Bret sbepl

If there are no mistakes, as above, the Spelling... screen will not display.

When a word is flagged as possibly incorrect, the Spelling... screen will
display.

You can select multiple objects and the spell check popup to the right will

display and scroll through each object for approval. E——

3. Make changes to incorrect words by selecting the correct word, or re-typing the
word correctly. If the word is correct as is, select IGNORE or ADD. ADD will add the
new word to the dictionary.

4. Select CHANGE or CHANGE ALL to change all incidents of the word in the text

box(es).
5. Select SAVE.
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Fonts
Fonts are software that must be purchased and licensed for use by a company or individual.
Some fonts come free of charge and are readily available on all computers. Other fonts must
be loaded onto each computer that uses a document that has that font in the text.
When you need additional fonts to be available on Designer, you can add them to the De-
signer list of fonts, but if you transfer the Designer report form to another computer, you must
make sure that the font is available on that computer as well.

Fonts cannot be added if they are not available on the computer being used.
Add Fonts

1. Select Font > Edit Fonts.

Eda Fonti

L5

.......

Cancel | feeiDites

2. Select the font in the left hand column to add to your Designer list of fonts.
3. Select ADD.

Remove Fonts

1. Select Font > Edit Fonts.

VH"H Eda Fonts

Lyailuhin Toaia Dunignar fomin

Afadh W7

L5

.......

Cancel | feeiDites

2. Select the font in the right hadn column to remove from the Designer list.
3. Select REMOVE.
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Font Compatibility

Sometimes development of the Designer report is on a PC and the server for Power-
School is on a MAC OS. This can cause font incompatibility. To help resolve that, you
can identify what to translate the PC fonts into when the report is exported to XML and
re-imported to PowerSchool.

1. Select Fonts > Font Translation....

= Rala] Fant Translation
| source Fom Translated Fomt
Cancel | (SSni==)

2. Select the + sign to add a field to the list in the left column. Select the arrow
that displays in the left hand column to display a drop down of the fonts on
your resident computer.

3. Select a font from the drop down menu. The font will be copied to the right
hand column as well.

4. Type the name of the equivalent font resident on the computer/server receiving
the Designer files.

[ NakE] Fant Translation
Source Font Translated Fomi
Times = | Times
AL =] | Arial
American Typewriter... 7] | American Typewriter Light
Cancel ) (D=

5. Select OK when done.
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Overview

Boxes, lines, graphics and pictures are all part of making forms, certificates and
other documents more personalized, interesting and attractive. In Designer, the
Line tool, Box tool and Graphics tool work similar to a document design or word
processing software.

Pictures can be added to any document but they must be in .jpg (jpeg) format.

Color

Color can be added to box or line objects in Designer. Designer offers 256 colors.
Color can be added using the object’'s Properties window.

To open the object’s property window, select the object, then select Object >
Properties. The Properties window for the object selected will display.
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Lines

Straight lines can be created easily using the line tool. Line width, color and position in the
layers can all be set in the Line Properties window.

Create a Line

1. Select the Line tool . The cursor will display as a + sign.

2. Press down on the mouse within the workspace and “draw” the line by drawing
the mouse across the board.

3. Select Object > Properties to open the Line Properties window.

Properties Properties

Line Width: = 0.25 (Points) Line Width: | i3] (Points)

| Line Colo

Line Color: . | I ' !

i Layer :

Layer: 1 : —
Cancel |
. Cancel ( oK C
. . 1:
I |

4. Change width, color or layer order. Select OK.

You can constrain the line to 45-degree angles by holding down the SHIFT key on the
keyboard as you drag the line.

Edit a Line (Change Properties)

1. Select the Arrow tool [ *| and select the line to be edited.

2. Select Object > Properties. The Line Properties window shown above will
open.

3. Change line attributes as desired. Select OK.
To change the length, “grab” one of the anchor points and “pull” the line longer
or shorter.
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Change Line Width

1. Select the Arrow tool [* and select the line to be edited.

2. Select Object > Set Line Width.

Set Line Width

Line Width 0] (Points)

Cancel ) F0K5)

3. Select line width in points.

Set Line Width
Line Width %! (Podnts)
Cancel F ook 3
4. Select OK.

Move a Line

1. Select the Arrow tool [* . and select the line to be moved.

2. Use your mouse to “grab” the line and move it or use the arrows to move the
line in increments. Pressing CTRL while pressing the arrow keys will move the
line in larger increments.

Increments of movement are set in the Layout Settings ] properties window.
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Rotate a Line

1. Select the Arrow tool [ *| and select the line to be edited.

2. Highlight and change the rotation percentage displayed in the workspace
information box.

o

i om0 mn%léH 1
A Pay 0 [indhes

T 134 |3 100%
1

3. Press Enter on the keyboard or press the mouse button while hovering over
the workspace. The line will rotate according to the percentage.

To return the line to its original position, enter 0° in the rotation box.
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Delete a Line

1. Select the Arrow tool [* and select the line to be deleted.

2. Press DELETE on the keyboard or select Edit > Cut or Edit > Clear to delete
the line.

Copy a Line

1. Select the Arrow tool [* and select the line to be copied.

2. Select Object > Duplicate. The line will be copied and set slightly below the
current line.

m?uu Style  Siyle Sheet

Froperies Xr

Insert Fields.. MF
Insert Functions =1
Clipboard Text 1o Table...

3. Press CTRL « to align the lines on the vertical axis.
Press CTRL 1 to align the lines on the horizontal axis.
Pressing CTRL enables you to move the line by the exact amount of the offset
as set in Layout Settings.

Line after CTRL < and CTRL 1 have been pressed. The line is now stacked on

or below the first line precisely.
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Duplicate a Line Multiple Times

1.

4.

Select the Arrow tool [ X! and select the line to be duplicated.

Select Object > Auto Duplicate Objects.

@ Designer File  Edan TR Font  Style  Style Sheet  Favorites  Windows  Help

206 | Properies =P |
™ M. a r T Duplicate ND T
Lﬂl T Insert Flalds 13
lEJ Insery Functions..
F|® | Text to Table
SEE Auto Duplicate Objects.
== 3
ot Replace Text 1]

HJ ] Append -Irg xt._. Aestn Dugierate Tant
T r_'] R Set Text Frame.., G ans
= - SerColor.. | AE B B e -
et Set Line Width... FLak P
k]| Re-order Dbject Layers.,
[ = S&1 Maove to Next Record.. e ey
iz | Ering to Front Wi s Thi 100 math et

e Send to Back e ndher
o) @) Mhowe Forward A 5
J_I Move Backward

Select the number of lines you want and set a vertical or horizontal offset from
the current line. Since there is no text in a line, do not enter any information or
values in the Auto Number Text section of the popup window.

detw Dagiotne Tt

Select OK.
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Box objects can be used to add design, organization and clarity to any document. Boxes may
be created to be “see-through” with transparency to show the layer beneath. For example: you
want to create a frame around certain text as shown below.

The quick brown fox jumped over the lazy dog.

Create a Box

1.
2.

Select the Box tool 2!. The cursor will display as a + sign.

Press down on the mouse within the workspace and “draw” the box by drawing
the mouse across the board.

Select Object > Properties to open the Box Properties window.

|

Eactangls Fropertia frctangls Fropartes

L Wk okt ne Coor [

i | O Canaw [ ]

Lirs Width 1 o

aflm

Change line width, line or fill color, layer order, transparency or corner radius. A
box created in Designer can have rounded corners by defining a corner radius.
Entering negative numbers will have no effect on the corner radius.

Transparency determines whether the box is “see-through.” Activate (V) the
checkbox if you want the box to be transparent and display all layers under-
neath. If you do not want the transparency, make sure the box is not checked.

Select OK.
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Edit a Box (Change Properties)

1. Select the Arrow tool [*| and select the box to be edited.
2. Select Object > Properties.
3. Change line attributes as desired. Select OK.

Resize a Box

1. Select the Arrow tool [* and select the box to be edited.
2. Grab the anchor point of the box with the mouse.

3. While pressing down on the mouse button, “pull” the anchor point to increase
or decrease size.

Move a Box

1. Select the Arrow tool [*! and select the box to be
moved. ] e me e R )

2. Use your mouse to “grab” the box and move it or use
the arrows to move the line in increments. Pressing
CTRL while pressing the arrow keys will move the line
in larger increments.

Increments of movement are set in the Layout
Settings B properties window.

Anchor Point

Rotate a Box

1. Select the Arrow tool [ *| and select the box to be edited.

2. Highlight and change the rotation percentage displayed in the workspace
information box.

= 3om6 [0 100%|AH d
iTi 134|523 100%|4v N, 0 [frches

3. Press Enter on the keyboard or press the mouse button while hovering over
the workspace. The box will rotate according to the percentage.

To return the box to its original position, enter 0° in the rotation box.
Delete a Box

1. Select the Arrow tool [ *| and select the box to be edited.

2. Press DELETE on the keyboard or select Edit > Cut or Edit > Clear to delete
the box.
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Copy a Box (single incident)

1. Select the Arrow tool [* and select the box to be copied.

2. Select Object > Duplicate. The box will be copied and set slightly below the

current line.

m Font Style Style Sheet
Properties 2P
|' Duplicate BGD|
' Insert Fields... xF
Insert Functions... EA

Clipboard Text to Table...

Auto Duplicate Objects...

Auto Mumber Text...

Replace Text... ER
Append Text..,

The box will duplicate once and be offset by the distance set in Layout Settings.
To Align the box with the first box, select CTRL «— or CTRL 1. Use the up and
down arrows to move the box away from the original or use the precise place-
ment tools.

You may also duplicate the box and set a different offset amount by following

the instructions for “Duplicate a Box Mulitple Times” and selecting 1 for the
number to duplicate.
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Duplicate a Box Multiple Times

1. Select the Arrow tool [*| and select the box to be duplicated.

2. Select Object > Auto Duplicate Objects.

m Font Style Style Sheet fuss Cuplien To
Properties 2P pRCH.
Duplicate D Nurnber of Ojects 4
Insert Fields... *F Vertecal Offser | 0.24) Horizontal Odfser  0.12
Insert Functions... ®l | || 00000 (e o
Auto Number text
Auto Duplicate Objects... Eeplace this text with nsmber
I TEXL...

Starting nismber 1

Replace Text... HR —

Fodmai 5]

ol ) (0D

3. Select the number of boxes you want and set a vertical or horizontal offset
from the current box. Since there is no text in a line, do not enter any informa-
tion or values in the Auto Number Text section of the popup window.

4. Select OK.
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Graphics and Pictures
You can quickly import .jpg graphics and pictures into any report document.
Import a Graphic or Picture

1. Select the Graphic tool #. A system browse window will display.

LA Ot Devgner
Eml Rall 2 x| a
59 merwork | G wdijpg |
Marinioah HO -

L IPEG
o Apglicat .
y Decument PR
! A1 kB
g e TPEL g
é. Mhpar ]."_”;'_.";'u
P entarday
.
Mew Folder Cancel i'_ﬂpll- 3

2. Navigate to the graphic or picture (.jpg file) you want to use in this document.
3. Select OPEN. The Picture Properties window will open.

@ ana Properies
o
! i Pirrure Name  kidd jpg
. Sealing Oyptaan o Scaling - pasithen top ke corner onky BEl
\v Syt ling - position top left corner only T8
4 . L] ML

¢
|
|
i
|

Cancel | o=

4. Select the options (see “Scaling Options” next page).
5. Select OK.
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Scaling Options

. No Scaling: Leaves the graphic as imported left and top justified.

. Shrink to Fit, Proportional: Forces the graphic into the object margins but
keeps the correct porportions left and top justified.

. Shrink to Fit, Proportional, Centered: Forces the graphic into the object
margins, but keeps the correct proportions centered.

. Fill Box, Proportional: Forces the graphic into the object margins, but keeps
the correct proportions as much as possible, left and top justified.

. Fill Box, Proportional, Centered: Forces the graphic into the object margins,
but keeps the correct proportions as much as possible, centered.

. Fill Box, Force Dimensions: Forces the graphic to conform to the object mar-
gins ignoring proportions.

* Tiled, Start at Left Corner: Duplicates the graphic across and down the entire
report document for a wallpaper or backdrop effect.

Student Photo Option

The Student Photo option allows the report to use a database .jpg graphic instead
of a local graphic. This option does not reflect any visual changes to the picture in
Designer. Selecting this option modifies certain XML tags when exporting.

When the pictures are placed, they will be placed by the scaling options defined
above, fitting into the sized graphic location according to the setting.
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Edit Graphic or Plcture Properties

1. Select the arrow tool [ *| and select graphic or picture to be edited.
2. Select Object > Properties.

amnAa Properties

Picture Name: kid3 jpg
Scaling Option Fill Box = proportional, centered 2 |
Student Phato:

Layer 2

Cancel | 0K )

3. Make changes to the attributes of the graphic or picture.
4. Select OK.

Move a Graphic or Picture

1. Select the arrow tool | x| and select the graphic or picture to be moved.

2. Press the mouse button and relocate the picture or use the arrow keys. Press
CTRL to move the graphic in greater than 1 point increments as set in Layout
Settings or use the precise positioning options in the bottom left half corner of
the workspace.

q - .
= 3om6 [0 1009 |AH e
I 134 :. 100% |4 v _,/;'. [V} | Inches
100

Rotate a Graphic or Picture

1. Select the arrow tool | x| and select the graphic or picture to be rotated.
2. Highlight the rotate box and type in a rotation amount.

= 3om6 [0 100%|AH ELD
iTi 134 |33 100%

T &Y Py 0] I:lch?s
100

3. Press Enter on the keyboard or press the mouse button while hovering over the

workspace. The graphic or picture will rotate according to the percentage.
To return the graphic to its original angle, enter “0.”
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Copy a Graphic or Picture

1. Select the Arrow tool [*| and select the graphic or picture to be copied.

2. Select Object > Duplicate. The graphic or picture will be copied and set
slightly below the current graphic or picture by the increment defined in Layout

Settings.
m Font Style Style Sheet
P It %P
1 n:-pfr — 3 We advise importing each incident of a graphic rather than
| Duplicate #D e . h
= duplicating. When you copy the imported graphic, the set-
MLAET LI Chegss r tings are not copied.
Insert Functions... #®l
Clipboard Text to Table... After copying an imported graphic or picture, select Object
Auto Duplicate Objects... > Properties for the copy and identify the settings for the
Auto Number Text... new picture.
Replace Text... #R

Append Text...
Set Text Frame...
. Set Color... -

To align the second picture with the first one, select CTRL « or CTRL 1.

To move and reposition, select the object and press the mouse button while
moving across the workspace, use the arrow tools or the precise positioning
options in the bottom left hand corner of the workspace.

To duplicate a graphic or picture and set a defined offset amount, follow the
directions in “Duplicate a Graphic or Picture Multiple Times” and just make one

copy.

Delete a Graphic or Picture

1. Select the Arrow tool [* and select the graphic or picture to be deleted.
2. Select Delete on the keyboard, Edit > Cut or Edit > Clear to delete the
graphic or picture.
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Overview

Alignment and Layer options allow for quick ways to line up object and text or
items within an object. Designer provides many options for how to align objects.
Layers are defined in the Properties window of the object. Each object is as-
signed a different layer number. The layer of an object may easily be re-defined
in the workspace by using the tools or the Object > drop down menu selections.

MFDM Style Style Sheet

Properties xP
Duplicate ¥D
Insert Fields... 2EF
Insert Functions... 3l
Clipboard Text to Table...

Auto Duplicate Objects...

Auto Number Text...

Replace Text... 3R
Append TexL...

Sel Text Frame...

Set Move to Next Record...
Re-order Object Layers...

a>

M (& |/ |»
| &

i

S

4 Ja Alignment Tools and
Options

Bring to Front
Send to Back

Layer Tools | Move Backward

and Options

Align to Grid
Align Objects... )
Align Object Widths...
Set Object Position...
Space Objects...

Center Objects on Page...

A @] [ ]| |ahe s 4| [&
L & | (|| k|

Group #0
Ungroup xU

BB

S5ave Component...
Insert Component...

Select Object...
Filter Selected Objects... {r38S
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Object Alignment

Object alignment is made easier by the ability to select multiple objects and align them to-
gether. There are tools in the toolbox for quick alignment of multiple objects and drop down

selections in the Object menu that allow precise individual placement of selected objects and
alignment of selected multiple objects.

Align Multiple Objects (Quick)

1. Select multiple objects on the artboard.

2. Select the alignment tool that depicts the desired alignment.

Align Left '-t_.__, apa| [Align Top
Align Horizontal Center| - ;. -..J. |Align Vertical Center
Align Right __E «Jdal |Align Bottom

| selected Left Align 2],

This method is a quick alignment. Designer offers more control and ability to
manipulate the objects you have selected. Please read on....
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Object Menu Drop Down Alignment Selections

Align to Grid

Align Objects... )
Align Object Widths...

Set Object Position...

Space Objects...

Center Objects on Page...

Align to Grid

1. Select the objects on the artboard.

2. Select Object > Align to Grid.
As noted above, the boxes will shift to align with the next grid mark. If the grid
marks are too close, you can change the grid mark assignment by selecting the
Layout Tool E and selecting a different grid size. See page 2-11 in this manual
for more information on Layout Settings.
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Align Objects....

1. Select two or more objects to be aligned. For example we have selected the
blue and red boxes.

L] [=""N]

e —~ e — IECIEN ot sie s sheet
ol Propemies EP
& Duplicate XD
o Insern Fiebds.. XF
= al Insert Functions... =i
J_‘ Chipboard Text ta Table.

Auto Duplicate Objpeots..

Auto Number Text...

Replace Text... XR
Append Text,

Set Text Frame....

Set Move to Mext Record...
Re-arder Object Layers...

%.‘

alals
&)

Bring 1o Front
l_-__—-— - . — . Send 1o Back
- = e el - Mave Forwand
Move Backward

e RO,
Ser Oibject Position..
Space Objects.,

Center Objects an Page...

x|

2. Select Object > Align Objects...
The Align Objects window will display.

Croup b 1
Ungroup =u

Save Companent. .
Insert Component.,.

Sebect Object...
Filter Selected Objects... XS5

3. Select the alignment options. When selections are made, the pallette will
display how the choices will align the objects selected.

For an example, we have selected to align the objects centered
Align Otijects horizontally and top vertically.

+I I;l .
. f !:'\-n. - = = u-.:.u - : - -
| @
i@

fi]

o

E] B (&

=
1

4. Select ALIGN.
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Align Object Widths....

1. Select two or more objects.

A ul i T, BT, BRI KR, | YTl Praperties P
Duplicate ®D |

o B Insert Flekds.. xF |
= Insert Functions... LT
miE| Cliphoard Text to Table...
] Auto Duplicate Objects..
Tl Auto Number Text...
L™ Replace Text... =R
% 1 Append Text,

Set Text Frame....
£ Ls L. Set Move to Next Record..
7 Re-arder Object Layers...
al@

Bring 1o Front

Send fo Back
.‘1‘]3‘] Mave Forward
E 1 Move Backward
L Align 1o Grid
il = A Align S x|
$|:|.1|:r|'.‘lh_|ﬂ|. gy o
2. Se|ect Obiect > Aliqn Obiect Widths.... Center Objecrs an Page...
Craup b 1
Ungrowy =u
Alige Object Widiha Right, Left or NONE determines Save C
T whether the objects will shift to e S
- align in place from the Left, Right or
Lelt ) Pt hosa not at all Sebect Object...
) Filter Selected Objects... OXS5 |
St Witk Ta

{4 Shartent Obyen

) Lnngest Objert Set Width To determines whether
the objects will be set equal to the
Tl ) (DR shorter or longer width object.

3. Select the Align Object Width... options and select OK.

B
—
I
i

|#10]>

ElsTs) (v 1

[ LR [ B8

E8

=
Ll

& |

= e T 3
il = jewlar o
:

2l ) iy

In this example, we aligned the widths of the red and blue rectangles to match
the width of the blue and align on the left side of the objects.
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Set Object Position....

Object position can be set in relation to two or more objects or a single object in
relation to the workspace.

1. Select the object(s) to position. o s

- Praperties xp |
ana = . - I-:-“ L ¥ ¥ = — Duplicate =D |
e Insert Fields . XF |
r = Imsert Functions... =1

C ] Clipboard Text 1o Table...

s Aute Duplicate Objects..

Auto Number Text...

Replace Text... XR
Append Text,

Set Text Frame....

Set Move to Next Record..
Re-arder Object Layers...

Bring 1o Front
Send 1o Back
Move Forward
Move Backward

Align 1o Grid
Align Objects... x|

2. Select Object > Set Object Position.... oo R

= - Center Objecrs an Page...
Sl Pasiticn

Craup b 1
Ungrowy =u

Paaiiion Dijacin
¥ Lt Sdun ) Top Edga
Save Companent. .

B fudas ariem [dgs
Insert Component.,.

Foanen oo
Select Object...
Cancel |} rgmny | Filter Selected Objects... OXS5 |

3. Select the parameter for the object positioning.

AJA| T ¥ 5 v 5
{0

I In this example, we are positioning
Ll the red and blue boxes to bottom.
L] =]} The position determines the distance

from each other or from the baseline if
L using a single object.

s
3
"
g
£

-
1|3
a
J
E

1
£
{ i

.‘
1

m |

ME
E1f

:
T 8l
s

4. Select OK. Object(s) will reposition.

o [k

ﬂ E_- ElE Ll
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Space Objects...

Space can be applied to two or more objects. The space given is in relation to each
object within the group.

1. Select the object(s) to position.
RS Fort stvie  Styhe Sheet

B R [r=——yy Fropermies XP ‘

nry . | ¥ .| L | ¥ ul Duplicate =D |
= [l insery Fiebds.. XF |
imsert Funciions... =i
Chipboard Text 1o Table...,
Auto Duplicate Objpeots..
Auto Number Text...
Replace Text... XR
| Append Text,

560 Text Frame...
%ot Move to Next Record..
Re-order Object Layers. ..

Bring 1o Front
Send 1o Back
Move Forward

Move Backward
Align 1o Grid
. . Alkgn Objedts... =l
2. Select Object > Space Objects.... Align Object Widths...
Copace o >
Space Objects e on Page...
Croup b 1
Space Between Objects: | 0,25 Ungrowp U
Space Objects : Vertically ﬂ_! Horizontally Save Companent...

Insert Component.,.
Calculate Space From B Top of Previous Object Select Object...

) Battom of Previous Object Filter Selected Objects... XS |

(Cancel ) (EOES

3. Select the parameters for spacing: Vertical or Horizontal and in relation to the
top or bottom of the objects.

4. Select OK.

CILT] e

e i e I = s
‘\'Tl E
|#m
g

afa]r

‘
RILT)
- ]
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Center Objects on Page...

1. Select the object(s) to position.
RS Fort stvie  Styhe Sheet

Propenies xp |
Duplicate ®D |

1
r ¥ i i ¥ T T i =
ﬂi 1 |
L Imsery Fiekds.. XF |
mji|e Imsert Functions... LT
==]| Clipboard Text 1o Table...

“TAb Auto Duplicate Objects..

| Auto Number Text...
%gli 1 Replace Text... =R
—al Append Text.,
ﬁﬁ J Ser Text Frame...
a] alk B e’ St Move to Next Record...
= Re-arder Object Layers...

Bring 1o Front
Send 1o Back

3 o = C — il Mave Forward
B b | o Move Backward

CEar ] [

Align 1o Grid

2. Select Object > Center Objects on Page.... presipsepssn i

Ser Object Position..

Center On Fage Center Objects an Page...

Graup G
El E Center Horinontally Ungrodp =u

Save Companent...
@ | Cemter Virtically Insert Component.,.
Select Object...
( cancel ) m Filter Selected Objects... 4X5 |

3. Make selection. Select OK.

fﬁnn [T

wlA L| T T LI . I L L1 i |

Gy ] b
8

G

=

s

14l
.
I

The selected objects will center together.
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Layers

Object layers determine the front to back positioning of an object in relation to the other ob-
jects in the workspace. Each object occupies a layer. Some report documents may contain

hundreds of layers. The positioning of some objects may determine how they display in the
final report.

There are five menu commands for layering:

Bring to Front

Bring to Front moves the object to the layer on top. This layer will have the largest assigned
layer number.

Send to Back
Send to Back moves the object to the first layer. This layer will be assigned layer number one.

Move Forward

Move Forward moves the object one step up. This will increase the layer number of that object
by one.

Move Backward

Move Backward moves the object one step down. This wil decrease the layer number of that
object by one.

Re-order Object Layers

Re-order Object Layers resequences the selected objects’ layers starting with the layer num-
ber you specify. This allows you to re-order several objects at once.

Identify Object Layer

1. Select an object on the workspace.

[=]a]r]-
i [meloE

el [EllS
s

L w) e L (€

= L L

2. Select Object > Properties. The object’s property box will display the layer
number.
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Order Object Layers

1. Select an object in the workspace. We have selected the red box.

[Elal]- 2
EEIER ;

E‘.lu b s e (] -

0
& [e] e [EEIS [

]

I'_ e T

2. Select the layer arrangement: Bring to Front % or Bring Forward % to bring it
over the blue box. You may also select Object > Bring to Front or Object > Move

Forward.
Font  Style  Style Sheet
i
Bring to Front Send to Back A sl
Iﬁ E Duplicate ®D |
Imsery Fiekds.. ®F
ﬁ Iﬁ imsert Funciions ol ]
Move Forward | ==1=1 | Move Backward 2
Chpboard Text to Table. ..,
Auto Duplicate Objects
Auto Number Text...
Replace Text =R
Y [t Append Text.,
5 .‘\.J._i m T - w T L1 H L Set Text Frame..
‘;‘!J CETy R R T Eee e PR I A TR ERE-T Set Move to Next Record
_dél ¥ Re-order Obijpect Layvers..
m]e|f Bring 1o Front
] send to Back
'_J‘J'_I 1 Mave Forward
;l (] Move Backward
:Jj ] Align 1o Grid
=) [ Align Objects x)
e Align Object Widths
i Ser Dibject Position
a8k Space Dbjects
wls| Center Objects on Page
Jii] '_: Group {1
Ungroup =uU
b — - M S S _— Save Companent..
[T - | FRT . al Imsert Component.,.

Sebect Object
Filter Selected Objects XS

Report Designer 2.2



Chapter 5: Alignment and Layers

Re-order Object Layers

1.

Select two or more objects.

L] Lstmiegl: |

NAIT 3 ! 4 - -
TIEI =

alw| ]

il
i |

'}

jJ :_IJZ-... | 2
aw ] | .

El B

K B —

Font  Style  Style Sheet

Propermies XP
Duplicate =D |
Imsery Fiebds.. XF
Imsert Functions =1

Chpboard Text to Table. ..,

Auto Duplicate QObjpects

Auto Number Text...

Replace Text ER
Append Text,

Set Text Frame..

Select Object > Re-order Object Layers. — firing to Frant

alalh :JJJ Unter tartmg Liver marbar

Enter the number you want the re-ordering to start with.

Select OK.
The objects will re-layer accordingly.
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Send 1o Back
Move Forward
Move Backward

Align 1o Grid

Align Ohyjects =l
Align Object Widihs

Ser Dibject Position

Space Dbjects

Center Objects an Page

Croup b 1
Ungroup =uU

Save Component..
Insert Component.,.

Sebect Object.
Filter Selected Objects XS
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Chapter 6: Drop Down Menus

Overview

Designer’s drop down menu system provides several ways to help increase your
workflow success.

| @ Designer File  Edit  Object  Font  Stybe  Style Sheet  Favorites  Windows  Help A Sun 540 PM )

The drop down menus for these items are covered in other areas of this manual
as well. This chapter is to provide a reference section describing the functions of
the drop down menus.

Designer Drop Down Menu

i & IEETTTE File Edit Object  Font  Style  Style Sheet  Favorites  Windows  Help
About Application...

Preferences. 3,
Services ]

Hide Designer HH
Hide Others LHH

Quit Designer xa

Some functions on the Designer drop down are basic system functions that come
with the operating system being used. The Preferences and Services functions
are not used by Designer. Hide Designer and Hide Others functions as designed
and About Application provides basic application information such as software
version and copyright information.

NOTE: To quit Designer, use Designer > Quit Designer before attempting to
close down your computer and turn it off.
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File Drop Down Menu

@ Designer Edit Object Font Style Style She

New an

Open... €0 |

Close S .

Save 38S :
Save As...

@
LD

Llastlom ]l bl bl lwl lmmlalnihs

Export XML... 3E
Import XML...

Export Component...
Export Report...
Import Component...
Import Report...

Page Setup...
Print...

Setup Fields...
Setup Functions...

@ —

When Designer is first opened, you will be presented with the basic Designer bar on the top
of your screen. To begin working with Designer, select File > New to open a new file and
begin designing a report document.

(o] @& [ (&) [B]a]/ =]

Open...: Opens a browse window to allow you to navigate to and select a current report docu-
ment.

Close: Closes the current report document or workspace displayed.
Save: Saves the current document.

Save As...: allows you to save the current report document under a different name and con-
tinue to make changes and save it under the new name.

Export XML...: Exports the report document in an XML format so it can be easily recognized
and used by PowerSchool®.

Import XML...: Allows a current report document from PowerSchool to be brought into De-
signer and modified. Once modified, the report document needs to be exported and re-im-
ported to PowerSchool to be used in PowerSchool.

Export Component.../Import Component...: This feature allows for components that have
been created to be shared among Designer users.

Export Report.../Import Report...: This feature allows for reports that have been created to
be shared among Designer users.
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Page Setup...: Allows you to modify the page settings for the current report document.

Print...: Allows you to print the current rerport document and review it. Printer settings may
include pdf settings to create a pdf.

Setup Fields...: Setup Fields can be used to create or add new fields to the selections. De-
signer comes with some fields already installed for educational use such as medical fields,
student fields and teacher fields.

Setup Functions...: Setup Functions can be used to create or add new functions that can be

used in a report document in conjunction with PowerSchool. Some functions come already
installed in Designer such as Attendance and Credit Type functions.

Edit Drop Down Menu

The Edit drop down menu provides basic functions such as Undo, Redo, Cut, Copy, Paste,
Clear and Select All. These function the same as in other software.

@ Designer File Object Font Style Style Sheet
Undo 1z |
ene Redo oz )

ﬂ :I Cut £ :

Hg Copy 3T
Paste 2V

—JEJEJ Clear

| Select All 2EA

ﬂﬂ Show Clipboard

‘i]E] Spell Check Selected Objects... 3L

Ll
il

P

Show Clipboard displays the most recent text that has been cut or copied. Selecting Show
Clipboard opens a small window display similar to a whiteboard.

Spell Check Selected Objects...: Selected text objects will go through a spell check when
this option is chosen. Grammar and sentence structure are not checked.
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Object Drop Down Menu

-
i

Designer File Edit gelJdas Font 5Style Style Sheet

Properties EP
enoe Duplicate #D
A — Insert Fields... 3®F
Insert Functions... 2
ANi=liE {| Clipboard Text to Table...
m |
B

=

Auto Duplicate Objects...

Auto Number Text...

Replace Text... #R
Append Text...

Set Text Frame...

Ser Move to Next Record...
Re-order Object Layers...

"

'3
%
|

=
r\)

T

; Bring to Front
iz ] {| Send to Back

| Move Forward
Move Backward

ol FE N N T

s (E

Align to Grid

Align Objects... |
Align Object Widths...

Set Object Position...

Space Objects...

Center Objects on Page...

e
:

& 2
E

Group EG
ls Ungroup #EU

E || Save Component...
| Insert Component...

Select Object...
: Filter Selected Objects... {385 —

The Object drop down menu provides many options for manipulating the objects on the work-
space. An object is any item on the workspace including text frames, pictures, functions and
fields.

The Object menu is covered in detail in Chapters 3: Text, Chapter 4: Drawing and Pictures,
Chapter 8: Fields and Functions and Chapter 11: Make Reports Easier.
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Font Drop Down Menu

The Font drop down menu is provided for easy selection of available fonts. Fonts can be
added using the Edit Fonts feature. Refer to Chapter 3: Text for more information on fonts.

@ Designer File Edit Object Style Style She

Arial I
Courler l
Helvetica

Symbol

Times

Times New Roman
Verdana

Zapf Dingbats
Zapfino

£

Edit Fonts...

Font Translation...
- __3

Style Drop Down Menu

@ Designer File Edit Object Font Style Sheet
= Plain 3P
i ece o oxe
‘._ .\ | *1K ‘L..Luﬁ...l...l..u. ]!:...l...l... ltalic i
ﬁ@ﬂ N[O} | 1 : Left 3L
— . Center {¥C
@ - -% Right (¥R
" [TE|E
ﬁ ; : & Points
' IR IE 9 Points
- . ' : 10 Points
- Ful H IS8 11 Points
J@ 2|t | 12 Polnts
3 ! | E 13 Points
s o ¥ = als 1
i ke 14 Points
) =1 3 oints
: G I‘tl E Other...

The Style drop down menu provides a selection of font and alignment attributes. The shortcuts
can be used to minimize the time for this task as well as the properties window for the text
box. Time to apply a style can be further reduced by using Style Sheets.
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Style Sheet Drop Down Menu

Style Sheets are an effective way to reduce time formatting a document. Using Style Sheets
will be covered in Chapter 11: Make Reports Easier. Basic attributes can be created and
saved together and applied in one step when the style sheet is selected.

" Designer  File  Edit Object Font  Style Favorites  Windows Help

Default

_‘-__: ana | fitied: 1
e . TR T W, (L. ) e FOTPL BRI

Favorites Drop Down Menu

@ Designer File Edit Object Font Style  Style Sheet Windows Help

Ul Add Selected Objects to Favorites
| PR | T IO OGRS RUTTONON.. PN, |ty
1l i

=i

The Favorites menu allows you to save a text object such as a phrase or heading that is used
often.

Windows Drop Down Menu

If several reports are being worked on at one time, the Windows drop down menu displays a
list of the open windows available. This provides an easy method of switching between report
documents while you are designing.

@ Designer File Edit Object Fort Siyle  Soyle Sheet  Favorites Help
uruned 1 [N
w; BaA Uniighed: 1 | —

Help

Help is currently not used with Designer.
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Overview

The Table Wizard allows you to quickly and easily create a formatted table in
your report document.

A table contains box, text and line objects depending on the formatting options
you choose. Fields and Functions can be inserted into a table cell.

Atable is inserted into the document as a single group. You can ungroup the ob-
ject and manipulate the individual cells of the table in the document. Being able
to ungroup allows you to edit text within the cells individually after it is created.

You can get to the Table Wizard in two ways:

. Select the Table Wizard icon [E| in the toolbox or

. Select Object > Clipboard Text to Table. This option can only be used
if there is text on the clipboard. To place text on the clipboard, cut or
copy a text object.

Select this checkbox if you want all the

current column widths to be adjusted
Set number of columns and rows. Set width of all columns. when the UPDATE button is selected.
ana nl« Wizard
# Columns { & Rews 19 | cot. wigm 79 [ Reset column widths | Update
e L[ swas Ldit Teat Replice Text Chear
B i__i I

CLEAR erases the content of
the selected cell.

Use INSERT to add a row or
add a field, or function to a cell. EDIT or REPLACE text of selected cell.

Set the width of a specific column.

FILL functions similar to the autonumber
function by filling the rows or columns

with the numbering sequence selected or

order chosen. Add graphic display to the table to

make it more readable.

Table Formatting Opticns I

= _! Anernate Row Color D

R Heigh 0.25 Sryie: | Dwlauk ®

__| Dvaw Crid Lines

Row height can be adjusted. Cancel | { Create Table
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Create a Table

1. Select the Table Wizard icon /.

anA Table Wizard
¥ Calumng I F Rows 1 Col, Width 1.0 Resst column wi ik Update

Intert Fil o Set Width Edit Text Replace Text Clear

Table Farmatting Opticns
e AMermate Row Color
Row Height 13 Syl | Defawlt % = D
Draw Grid Lines

Cancel | (= Ereate Table )

2. Define the table parameters by identifying the number of columns and rows and
width of columns.

If changes are required to column width later, you can make the change and select
UPDATE or select individual columns and use the SET WIDTH button.

Activate (V) the checkbox next to “Reset column widths” in order to reset the exist-
ing column widths when UPDATE is selected.

3. Define parameters for the rest of the table and add any fields or functions. Each
button across the top of the table wizard window is described more fully in the rest
of this chapter.

4. Select CREATE TABLE. Table parameters can be edited and modified in the work-
space by selecting the object and ungrouping the table cells. Once ungrouped, the
table cells can be manipulated like any other individual text object.
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INSERT

ﬁ- (el ] ! Table Wizard
# Cohamns 1 Rows 3 Col. Wadth 100 [ Revat column widths Update
[LTTF S Fall %aq Wadrh Edin Teur Replace Teur Cleas
A |3 insert Function |
Insert Rows
[0 Delete Rows 1

Table Formatting Opikons

— Alernate Row Codor
Reva Helght 0.2% Savle: | Dedaul : l = D
| Draw Grid Lines

Cancel ( -EMM TII;H-_--}

The INSERT drop down allows you to insert a function, field or additional row into a se-
lected table cell.
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FILL
ann ! Table Wizard
# Cohamns. 1 # Rows ¥ Cal, Width 1.0 Rl column widihs Update
[ Fall Replace Tewr C
A IC Tc_1 Fill Right ]
Fill Number

Fill Down Autonumber
Fill Right Autonumber

Table Formatting Options

T Alernate Row Codor
R Helght 025 tryle: | Default 2| . D
| Draw Grid Lines

Cancel Ir Create Table |

The FILL drop down menu provides options for autonumbering:

. Fill Down - Fills the selected cells with the value from the topmost row.

. Fill Right - Fills the selected cells with the value from the left column.

. Fill Number - Fills the selected cells with numbers starting at the number

provided and counting up.

. Fill Down Autonumber - Opens the Auto Number Text Object command
dialogue box. This combines text replacement and autonumbering with the Fill

Right function.

. Fill Right Autonumber - Opens the Auto Number Text Object command
dialogue box. This combines text replacement and autonumbering with the Fill

Right function.

Fill Down Autonumber and Fill Right Autonumber work the same as the Auto Number

Text feature.

Fill Down and Fill Right will fill the selected cells with the objects in the row or column

noted.

Fill number will fill the selected cells with the identified number sequence.
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SET WIDTH

The width of the selected column can be modified by selecting SET WIDTH in the Table
Wizard. Default is .5.

1.
2.

Select a cell.
Select SET WIDTH.

x| :";: Enter Column Width
Ly

o

Cancel {' ﬂ!‘_; }

Enter the desired column width.

Select OK. The width will change and display with the new parameter in the
dialogue box.

EDIT or ADD TEXT

1.
2.

Select the text to edit or the cell to enter text.
Select EDIT TEXT.

anA Edit Text

Insert jﬂ Cancel ) § oK !

Change or add text.

Select OK. The text will be added to the selected cell if there originally was no
text. Fields and Functions may be added to the table cell in the EDIT TEXT box
by selecting the appropriate button in the bottom left hand corner or typing the
information directly.
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REPLACE TEXT
The text to be edited should be selected before selecting REPLACE TEXT.

1. Highlight the text in the cell.
2. Select REPLACE TEXT.

Replace Text

Search For

Replace With

Cancel ) 0K

3. Enter the replacement text.
4. Select OK.

CLEAR

The text to be cleared should be selected before selecting CLEAR.

Selecting CLEAR deletes the text, field or function in the cell. If deleting an autonum-
bered cell, the autonumbering will not re-number to accomodate the loss of that number
in the order.
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Overview

Fields and Functions can be used to automate the insertion of names, addresses
and other information from a database. Fields and Functions are macro-like
strings of text that provide instructions for retrieving and inserting information into
the field.

Fields Overview

Fields are single lines or strings of text that can be inserted into a text object.
Fields can be any string of text that you use often. Designer allows you to have
as many sets of fields that you need.

Fields already created may be imported into Designer as part of a Field List and
inserted into a current report. Fields may also be entered manually in Designer
and saved in Favorites if used frequently.

To import Field Lists, the fields must be saved as a tab-delimited file. The fields
may be placed in a spreadsheet and saved. The file needs to be accessible from
your computer when importing. If saving the information from Microsoft Excel,
select Text (tab delimited) as the file type to save as.
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Import Field Lists

1. Select File > Setup Fields.

BanA Field Setup
Edit Object Font
Field Lists:
New N I
| Open... HD | Medacal Feelcty @
sthoed Fieldi —
i Close it i Student Fislds { Py )}
I Teather Fatlds F
]
| Save ®5 .
| Sawve As...
| Delete
It Expart XML... IHE e
! Import XML...
| Fields
|
|  Export Component... R —
| Export Report.. MO OT-Td 2 m
| Impert Component.,,. MED_DT-Td_3 Debete
| LD _DT-Td 4
! Impart Report... A DT 4 e
| WALES_CHTP-ETaP_ L ===
I Page Setup...
MED_OTP-OTaP_2
i Print... | WED_DTP-DTaP_3
MED_OTP-OTaP_ 4
WED_DTP-DTaP_% B
Setup Functions... 2D, Hep-8,1 b

2. Select IMPORT. A browser window will open for you to navigate to the tab
delimited text file containing the field information.

Glar-] Open: Designer
> = /0B Lt QuickTour _:‘ Q,
O nerwork ' B Medical Fields.oa |
§| X push-pinjpg Nr it
- ! Clips ' ¥ sealjpo }-.
|
= | |
o Sring |
ip \
ml’.‘lﬂk!nn |
\
2 e |
1 Mame Medical_Fi
;;ﬂ._ Applications 1 elds tut
. 1 Size 4 KB
[ -‘l Docurments | | Paim text
l o dacument
ﬁk‘luwﬂ ; Created G/29/0%
12:30 PM
G Music r: | B/2%/05
= v L350 Pul
™\ Pictures i ened 7/1/06
= ' ——— LR
| MNew Folder ) Cancel E'm“ ']

3. Select the file.
4. Select OPEN.
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Enter List Narme:

S g
‘I

&
\

Cancel f- OK ?l

Type a name for the file and select OK.
The file is now added to the Field Setup list. Select the file to verify the fields
are present.

ana Field Setup
Field Lists
mpon
Wedi al Feslidi
maedicall =
wchogd Figlds St s
Shedent Nelds e
Teacher Fields
[hlete
Fields
MID_ DT-Td._ 1 Hew
MED_DT-Td. 2 | —— e
MED_DT-Td_3 Delere
MED, OT-Td_4&
MED_DT-T4d_5 r—
MED_DTP-DTaP_|

MED_DTP-OTaP, 2
MED_DTP-DTaP_ 3
ML DTP-DTaP 4
MED_DTP-OTaP_ 5 &
MED_Hep-B_1 v
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Create a Field List and Field Manually

1. Select File > Setup Fields.

Edit Object Font

Mew
| Open...
Close

Save
Save As...

| Export XML..
! Import XML...

%N ]
%O
xw |

i
o5

HE

Export Component...
Export Report...
Impart Component...
Impart Report...

Page Setup...

‘ Print...

Setup Functions...

anA Field Setup

Field Lists:

Mzl Feelciy
schoad Fieldi

Susdent Fields
Tieaiher Fetld

Fields

MED_DT-Td_1
ML, DT-Td, 2
MED_DT-Td_3
D DT-Td. 4
MED_OT-Td_5
WD DTP-DTaP. 1
MED_OTP-DTaP_2
MED_DTP-DTaP_}
MED. DTF-OTaP. 4
MED_DTP-DTaP_5
AED, Hep-8,1

Dielete

Expiae.

2. Select NEW... in the Field Lists section of the window.

Field Lisy
hare
Prifin

Suffis

3.  Name the new field list and provide a prefix and suffix.

Eadit Faedd List

rm:ll

4. Select SAVE.

anm

Freld Lists

Field Setup

afdrEi
Polpelie: ol Firlcdn
rapddic al |
tehool MNeldy
ftezirrs Fipkh
Tiac kv Fipldi

Flelds

impert

( Delrie

Expon
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Select NEW... in the Fields section of the window. The new field list should still
be selected.

::,r Enter Field Name

87

Cancel f 0k }

Enter the Field Name and select OK. Repeat steps 5 and 6 for as many fields
that need to be added to this list. When done, select the close & window icon
on the window.
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Insert a Field

There are a several ways to insert a field into a report depending on your need. A field
can be entered using the Fields Tool |, the Text Properties window or using Object >
Insert Field.

Using the Fields Tool Button

1. Select the Fields Tool *I.

1 address |
+ Medical Fields i
medicall
school Fields |
Student Fields
Teacher Fields

MED_DT-Td_5

| MED_DTP-DTaP_1
| MED_DTP-DTaP_2
| MED_DTP-DTaP_3
| MED_DTP-DTaP_4
| MED_DTP-DTaP_5
| MED_Hep-B_1

| MED:_Hep_B_2

| MED_Hep_B_3

| MED_Hep_8_4

| MED_Hep_B_5

| MED_Hib_1

Cancel ) E_hrurr—-_{]

2. Select a field list from the drop down menu, then select the field to add to the
current report.

3. Select INSERT. A text box containing the field information will be placed on the
workspace of the report. You can now move and place the object where you
want it to be in the report.

T [re——

:
als|| ]
lu)H
=]

SED OTTa & §

£ g
2% 4
sk
&ls|
]

Report Designer 2.2



Using Object > Insert Fields
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1. Select Object > Insert Fields.

Font Style Style Sheet

e

- address 2
Sisidien il
Duplicate #£0 R
| " Insert Fields... #®F school Fields
Insert Functions... E] Student Fields
Clipboard Text to Table... Teacher Fields
Auto Duplicate Objects... mpoTTas
Auto Number Text... MED_DTP-DTaP_1
Replace Text... %R MED_DIPebiTar.2

Append Text...
Set Text Frame...

Set Move to Next Record... EEE-::"':'i
Re-order Object Layers... MED. HepoR. 3
_ MED_Hep_B_d4
Bring to Front MED_Hep_B_5
Send to Back MED_Hib_1

Move Forward
Move Backward

Align to Grid

MED_DTP-DTaP_3
MED_DTP-DTaP_4
MED_DTP-DTaP_5

2. Select a field list from the drop down menu, then select the field to add to the
current report.

3. Select INSERT. A text box containing the field information will be placed on the
workspace of the report. You can now move and place the object where you
want it to be in the report.
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Using The Text Properties Window

1.
2.

o o bk w

Select the Text Tool and select an insertion point on the report workspace.
Select Object > Properties.

Text

BnA Imsart Fields

Attributes

Select the Fields Tool.

Select the List Field from the drop down menu.
Select a field from the list displayed.

Select INSERT.

To add multiple fields, repeat steps 4 and 5. Fields can be aligned, or stacked
by putting a return between them in the properties window. Text attributes,
frame type, alignment and layer may be set in this window.

NOTE: If you already know the field information to enter, you may also enter a
field into a text object by just creating the object and typing.
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Edit a Field

1
2
3.
4
5

Select the arrow tool [*]
Select the field.
Select Object > Properties.

Edit or replace the field.
Select OK.

Delete a Field

1.
2.
3.

Select the arrow tool [X]
Select the field.
Select Edit > Cut, Edit > Clear or the Delete key on the keyboard.
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Functions Overview

Functions help make entering complex information simpler. Functions are macro-like wizards
that help you enter complex database fields. Functions may include multiple parameters.

Designer allows you to have as many sets of functions or categories that you need. Functions
can be entered manually or imported from another Designer application.

Import a Function

There are two ways to import a function: as a component and directly through the Setup
Functions window.

Importing a Set of Functions into the Category and Function List

1. Select File > Setup Functions.

m Edit Object Font 8006 Setup Functions
: Mew 3PN ‘ Category
GFIEI"I... 0 Aftendlance E' Niew
Conditional |
Close HEW Credat Type Edin
Cumudative
Save S Current Classes Dielete
Date amd Time -
Save As... cra
Export XML... 3EE .
unctions
Import XML...

Export Component...
| Export Report...
Import Component...
Import Report...

Page Setup...
Print...

Setup Fields... , Export

| Setup Functions... |

2. Select IMPORT. A warning will pop up stating, “This will replace all existing
functions. Continue?”

L] ==

Select OK to overwrite all existing functions with the list you are importing.
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811
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3. Browse to the tab delimited text file that contains the functions to import.

4. Select the file and select OK. The new list of categories and functions will be
added to the Setup Functions menu.

Importing a Function as a Component

1. Select File > Import Component.

2] Oipere. Do nbggreer
o imy Chuich Tour 1
o — I Devirep # Punee 1.png etical_Figida 1
Documens i :
il Libear ot
s lires
My
Rlui
m Deskiog # Publc
fari
AR e
|
el Ao
e
ﬁ Mipsted
'$ .
Pt
f -
birw Flder Cancsl

2. Browse to the file.
3. Select the file and select OPEN.

4. If the component has imported successfully, or if there is a problem with the file,
a popup will display giving that information.
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Create a Function

If a Function is not already created, you can create one manually and add it to your list
of components and functions.

1. Select File > Setup Functions.

m Edit Object Font BB ey e
New KN Caiegory
Open HO
Close HW
Save H5 Cuwresd Cliami
Save As... Cuts 424 Tame
Export XML... KE

Import XML... FuncTions

Export Component...
|  Expart Repart...

Import Component..

Import Report..

Page Setup..
Print

Setup Fields.,
| Setup Functions... |

2. Select NEW in Category. If the Category already exists, select the Category,
then select NEW next to the Functions list.

3. Enter the name of the Category and select OK.

Select the Category in the Setup Functions window and select NEW next to
the Functions List.
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Edit Function

Function
Mame
Enter Function information.
Function
Description
Example
Parameters Select NEW to enter parameters.
MW
Edit.
Delete
€ B alr
Drag rows to change sort order
Cancel f Save )

Enter the Function information. Select NEW to enter the Parameters.

Edit Parameter

Paramse1er

Nk Baquired

t. I"c‘l

Enter the parameters and select SAVE.

Select SAVE in the Edit Function page. The Function will now be added to the
list. You may close the Setup Functions window by selecting the close button
on the upper left hand corner of the window.
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Insert a Function
Functions can be added to a report in a number of ways: Using the Object > drop down

menu, the text object properties window, and as a component if it is already saved as a
component.

Using the Object Drop Down Menu

1.  Select Object > Insert Functions or the Function Tool = on the Toolbar.

Insert Functions

Category: Functions

Atendance Class rank (Based on cumulative weighte
Conditional Cumaulative Credit Hours Earned
Credit Type Current GPA

Cumulative G,

Current Classes Simple GPA

Drate and Time Weighted GPA

GPA

Grades

Miscellaneous

Peried Attendance a

Period Information v

Functions: A Lcurrent)
. opa Selected function information.

E:ample Current GPA: Algpa.current.percent)

Desc. Displays the current GPA from all the active classes from a student’s
schedule

_ Cancel ) insen)
2. Select a Category.
3. Select a Function from that Category.

4. Select INSERT. An additional window may display to further define the how the
function will display in the report.

5. Enter any additional format information and select INSERT. The selected
function will now display on the workspace in order for you to place, align or
adjust the function box as desired.
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Using the Text Object Properties Window

1. Select the Arrow Tool [* and select the text object to receive the function or
select the Text Tool ‘Al and select an insertion point in the report.

2. Select Object > Properties to display the text object properties window.

NN a] Properties
Text

We are daingthis is a test to 18 |f the Style Sheet can be selected before the typlng

begans
Attributes
Fonk: | Times B Alignement | tnsen
Fomt Size: 11 _: | coler [l Frame:  Wariahle Frame =
Line Spacing: 12 i Pines (Oprieval Special: [ Move 1o Next Record
Style: @ Plain  [IBokd [ Malic Layer &
Check Spalling Ca&ce o)

3. Select the Functions Tool .

Insert Functions

Category Functions

Arendance Clazs rank (Based on cumulatve weighte..
Canditienal Cumulative Credit Hours Earned
Credint Type Current GFA

Cumulative GPA

Current Classes Simiple GPA

Date and Time Weighted GPA

GPA

Grades

Misceltaneous

Period Attendance &

Period nformation L

Functions: A{gpa.current)

E:l:a.l'np]e: Current GPA Mgpa.cument. percent)

Desc Numeric o Percantage

Cancel i Insert )

4. Select the Category and Function within that Category.

5. Select INSERT. The function will be added to the text window. Multiple func-
tions or fields and text may be added. Repeat steps 3 - 5 as necessary. Text
attributes, allignment, frame type and layer may be defined in this window.
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Adding a Function Component
The function must have been already saved as a component.

1. Select Object > Insert Component.

ans Insert Companent

CUrrent apa
shot records

whot recards ]
shet records 2

Delete [ tnserr )

2. Select the Component.
3. Select INSERT.

Save Function as a Component

1. Select the function to be made into a component.
2. Select Object > Save Component.

.“!j,} Save Component As
L3

Cancel f OK_-:I

3. Title the component and select OK.
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Export a Function

To export a function from Designer, the function must be saved as a component, then
exported. Exporting from Designer will create a tab delimited text file that can be easily
imported to another computer with the Designer application.

1. Select File > Export Component.

m Edit Object Font & O A  Export Component
o ok shot records
Open... #0
Close W

| Save 4

| Save As.

Export XML... HE
Import XML...

‘ Export Component...

. Export Report... |
Import Component...

Import Report...

Page Setup...
| Print...

2. Select the component to export and select EXPORT.

) Save: Designer
Save As. ihot records lw]
Where Dacuments [

Cancel { Save }

The component will be saved in the selected location. The file may be emailed
or saved to a removable disk and transferred to another computer running the
Designer application in order to be imported for use.
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Edit a Function

1. Select the arrow tool [*] and select the function object.
2. Select Object > Properties.

N eRa] Properties
Text

We are daingthis is a test to 18 |f the Style Sheet can be selected before the typlng

begans
Attributes
Font: | Times & Alignment ratr (A
Fomt Size: 11 i colr [l Frame:  Wariahle Frame o
Line Spacing: 12 i Pines (Oprieval Special: [ Move 1o Next Record
Style: @ Plain  [IBokd [ Malic Layer L]
Chech Spalting Cange i o= )

3. Type any changes directly in the text window.
4. Select OK.

Delete a Function

1. Select the arrow tool [,
2. Select the Function object.
3. Select Edit > Cut, Edit > Clear or press the Delete button on the keyboard.
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Schedules and transcripts can be automated in Report Designer using the
Schedules and Transcripts features.

Schedules Overview

The Schedules feature automates the creation and placement of fields common
in a class schedule. A Schedule is made up of many individual text objects that
pull information from a database to display a student’s schedule.

When creating a Schedule, you will need to design the report with the school
name, address and other pertinent information you want displayed. If you want
lines separating schedule information that is displayed, you will need to create
the borders according to the measurements you define for each field.

This section of the manual will describe creating the schedule information. Chap-
ter 12: Putting It All Together will describe a step by step design of a Schedule.

Columns Tab Overview

| Headings can be automated or ungrouped and replaced after the schedule is created.

Stuchert Schedule Listing

Risgivi q dp Abwn oo 4 B ABnEnury

tion for the year can
¥ be included using the

Schedule columns '-.: There are three tabs in the
display as they will on Gt oh Schedules screen:
the report. B Fonts, Periods and Columns.
Each tab has a set of param-
: / eters to be defined for the dis-
Fores | Purice. D] play of the student schedule.
inl e malips Cuirgm Hisloisal
Activate the checkbox in| = rues = dp| e o sisrw Cade
the Information column oOf | sesher & | asn 41| Coeeibe o8 4 I || by ik
the information you want| ceuwe s | su0 4| Commes A% | Comm b
displayed. | cewus db Lrasds a5 3k 4 b
Sestiom A b - i+ _g— Prior course informa-

Column width.

Column width can

— correct PowerSchool
be set manually or| | s :n| Cancel o codes
adjusted using the i
R-L arrows.

As the column width

is adjusted, the visual |Current class information can be added to the schedule.

display in the text
window will adjust.

Once a schedule is defined and set up, it can be saved
with a unique name in order to use the schedule design
at another time, or to modify it as needed.
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Fonts Tab Overview

Student Schedule Listing

Tencher Courzn

i Ereth e [ erer (2
Johepsn Mk Engheh 1 20
Gesmp=ar, Mibe Cotpat St [
Cullug, Cymibis Advancad Poitery A
Ban, Brad Cragedte Py e Lk
Mg s, Chaaiy Mot Pagaran
Jibed, Batty Firasi Foe Liw gt

[rents] Pesicds | Cobumm

Colwmn Hesder

Fant: | yetvetica _:] Size: 10 TJ Style: (W Botd | itake W indieriine

Schedule Listng
Font: | yyebentics Bl Size- 5 T] Style: || Bodd | |iake | | Underline

F 5|
mn
E
3
)
E_
2
=

Schiedules

Define heading attributes for the columns.

Define attributes for the column body text.

Periods Tab Overview

| Student Schedule Listing
|
For. Cowssll  Courss Toschar taam
[TV T By Sareth, Geirgn ]
a4 L] Emghrn 10 Soharos e g0
WA T At G (AR ERE, Mrid E#a
44] BN Adwencsd Petiery Culies, Cymitin e
WA MM Cowguer Frograreeng Bats, Brsst Cotrgritur Liks
HA]  BNOEN  {hone Hirsbett, Wi Fimiais
WAl BOOT00  Faees Forlie Sehng, Batty Gk
HA]  BMISE Tk M, Liks = -
s
=5 g
[ Fants [ pesiods | Cotumes |
Periods to List

L 1Ay LS 11 16.
. TR 7. T 12 A
3, A B BA 13 18.
R 9 14 19,
5. LA ] 1% FL
Schedules [ Cancel | ok
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You can enter up to 20 class periods. 8
class periods are given by default.

Use the identifiers for class periods that
are defined in PowerSchool.
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Create a Schedule

1. Select the Schedules icon in the toolbox.

Student Schedule Listing

Par.  Tesshsr Caurse Fnam
[EY] Bt Gt [ i)
4] Jehngon, Mk [ £ ] C
A] et Jode Conpunds Sciance Etid
4] Caleg, Cynitis Adewrcad Fomeny At
4] Dath, Brnd Canpnar Frograang Coapeatts Lib
4] e, hrind Vet Pty
TiA] e, Bwiry Fanads Fer L Gk
4] ey, Lis Carsmicd A .
sy
[ Fonts | Periods I Columns
" Information Current Historical
Period: @ coo 4 b Stcre Code Stare Code
Teacher & Gsp 4 b Ciizenship: [ o.00 4B Citizenship: - p.o0 4 b
Cosrye: @ 250 4 b Comment: o00 4 b Comment: (1 | 0.00 4 b
Courres o.ool 4 b Grade: o.00 4 b Grade: [ oon 4 b
Section# oo 4k Percent: [ o004 b Percent: a.00 4 b
Room: @ 00 4 b Absensed oon 4 b Abierdes ooo 4 b
Tardies: [ oo0 4 b Tardies: con 4 p
Schedules 1 [ Cancel 0K

The default screen display shows three tabs: Fonts, Periods, Columns. Each
tab has a set of parameters to be defined for the display of the student sched-
ule. The following pages will show and describe these features.

Report Designer 2.2
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2. Select the Columns tab.

Student Schedule Listing

Caurse Fram
ke Da00
Emghat 10 (L5
Congmrae Scmnce ES
Advarcad Foftang A
© prgedar Projparaes Cparpahar L i
Charan Mims Rocan
Ferac borLite Oy &
e | ka -1
3l
Fants | Perods | Caumns |
infosmanion Currest Histoesral
P—— so0 4 b Siaie Code Trare Code When using the Current or
Teacher: @ | 0.50 4 b | Cittrenship a.00 4 b Cicremship o.o0 4 b Historical column option,
Coursa: B 150 4 b o Al 3,00, 4 B Comeninl 0.0 4P a Store Code must be
Couries 000 4 b Crade 00 4 b Crade Tl entered. Information from
= 48 P the student’s current or
Spciband oo A b Pracani .00 4 B Peagent 1,00 . . .
B historical grade records will
Moeom: @ | 500 4 B | Amemec ] 000 4B Amemen (1 000 4B be displayed as selected.
Tardies .00 4k Tardies oen 4 b
Gebedualet | Cancel i

The Columns tab options determine which database fields will display in each
column. Up to eight columns may be displayed. The position of each column
can be adjusted independently within the schedule.

3. Select the Fonts tab.

Swudent Schedule Lnling

or Teschar Courne Raan
A]  Bwah, Saceg [N [ 71
LEY RN Y EPER T Englak 10 30
Al Gatemus, e Zonanar Somrce E
Al Callag, Ot Edewnied Funtpey dam
Bk Baers Besd e e ] Coprgasdar Lo
Al Mt Chwun Wit Boo
1Al Mfap, Dy Fenapy ForLiln Ty b
HAl Weria, L ey L
[ freerrm prre— The header can be set to a larger type
- size or different font.
Ceduifin Headsr /
Fonk: | pebetics _:I Sire. 5§ ] Style l;_H'E.q:n:l _J Ealic | Underfine

Lchedule Listing

Font: [ juebretics Bl size- o Bl Stele. [ Bobd [ leatic [ Underling

Gk caled o f Cancel (4

The Fonts tab options allow you to adjust the column header and the Schedule
Listing font, font size and style.
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Select the Periods tab.

Stwdent Schedule Listing

CRITT % 14, 15

Sehedulen 1 Cancel oK

The Periods tab provides for up to twenty classroom periods to be included on
the schedule. The default setting is 1-8. Modify these to match your specific
school’s period or PowerSchool expression name.

Once all parameters are set and the schedule displays the way you want it to,
you can save the schedule settings in the Schedule Listing. Select SAVE from
the drop down listing next to “Schedule Listing.”

Tardies: f.

schedules - [N+ )
— !l L!:dultLlshnqs. —
A ————————————————————

Save Schedule Listing As:

Cancel F O -}

N
| 82

|

|

Enter a Schedule Listing title.

Select OK. The Schedule will now be listed in the drop down menu and be
selectable the next time you desire to create a schedule of classes based on
the settings in this schedule.

Select OK to create the Schedule.

Report Designer 2.2
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Schedule Display and Making Changes

The Schedule designed will be placed on the workspace when OK is selected.
Additional information can be added as you design the rest of the report. Several

schedules can be placed on a single sheet and trimmed for distribution to the
students.

The Schedule is in a grouped format. All the text objects are grouped and can be

moved, resized and modified as a group. To manipulate individual text objects, you
must ungroup the text objects.

It is tempting to resize the individual objects, but the field information that scrolls be-
yond the box includes the informaton necessary to communicate with PowerSchool
and pull the correct database information into those fields. The column width should
be set in the schedule tool to fit the largest possible entry in the object box.

Ungroup Schedule

1. Select the schedule.
2. Select Object > Ungroup.

[ NaX:] ikt

[w]A] i .

i [=] |

I

CIETES

(=] |

£l

|

4lal| 3

LA Individual text objects may now be
il 1 selected and manipulated.
~ i | M
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Edit a Schedule

If you saved your designed schedule, you can re-open that schedule and make changes
to the form.

1. Select the Schedules tool & .
2. Select the saved schedule from the drop down menu.

Schedules
Basic
sthoo! number 1

— | E
Savie
Edit Schedule Listings

3. Make changes to the design as desired and select SAVE from the drop down
menu.

:4;} Save Schedule Listing As:
-
\

_Cﬂn:ql_ f 0K _]

4. Accept or type in the same name as before and select OK.
In order to replace the current schedule form on the report with the modified
one, you must delete the existing form and replace it with the new, modified
form.

Delete a Schedule

1. Select the arrow tool [* .
2. Select the Schedule object on the workspace.
3. Select Edit > Cut, Edit > Clear or the Delete button on the keyboard.

Report Designer 2.2



9-8

Chapter 9: Schedules and Transcripts

Transcripts Overview

A transcript object pulls information from a database. Using the transcript object makes cre-
ation of transcript information automated. When creating a transcript, the form for only one
year needs to be created. PowerSchool will automate creation of as many years transcript
information as is identified in the Options tab, Options section.

Options Tab Overview

o

The options selected in the Transcript
window places information for PowerSchool
to read and place the correct database
information into the object report.

The transcript window will open with the
Options tab selected by default.

Tave, ioimd M

Cevaria | =iy

Ll Faddimg

Columns Tab Overview

o ale

- Other
- Blank

Fields are added and re-
moved automatically using
the + and - buttons in the
upper left hand corner of
the Columns tab.
Automated fields are:

- Course Number

- Course Name o [T

- Total Earned Credit |

- Letter Grade

- Percent

- Citizenship

- Earned Credit Hours

The Options tab allows you to set the font, font size, and
style for the heading, and course listings. You can select
to not automate the school name and information, but
create your own title heading in the report.

F € miamms §

Select the years to be displayed on the tran-
script and any further restrictions such as no
blank grade courses display.

Caned | R

The Columns tab defines which
database fields will display in each
term column.

Up to six items may be displayed.
The position of each item can be
adjusted independently within the
term column.

If Credit Hours are displayed,
you may choose the format to be

[ — W kg

sy Vaipe used.

If Course Info is displayed, you
must select an item from the
popup or enter your own code.

“Other” may be selected and the PowerSchool code
or field may be manually entered in the Format/

Other column.

Report Designer 2.2

The width and alignment of each column
set here enables calculation of columns
created in the report. The width should

be sufficient to allow the most infor-
mation that might be included in that
column to display.
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Create a Transcript

1.  Select the Transcript icon / in the toolbox.

[ -
Tt il M
Coneeiet Livbiong

Ll Faddimg

iy

A Liyar e Caneel | 0t

2. Using the drop down menus, enter the desired settings and information such as
School Name and year into the Options window.

3. Select the Columns tab.

Select the fields to display for the student.

A term does not need to be assigned for the
Course Name, so that may be deleted next
to “Course Name.” The Course Name needs
only to be mentioned once.

B ™y Trasaciiod

To display the grades for the full year, select

the code for the first semester and select the
fields you want displayed for that semester

+ | e e EEsfEm_mem lge  fepedie such as Letter Grade, Percent or Citizenship.

F € §

Once you have identified the information you
want displayed for each semester, copy-
paste the first repeatable field into the next
empty field and change the term to the next
semester code. To add, you may select the +
sign, or copy-paste and change the semes-
ter code for the remaining fields.

R Perform this for each semester you want
displayed on the transcript.

4. If you want to save the settings for this transcript, select SAVE from the Tran-
scripts drop down menu in the lower left corner of the page to save the Tran-
script design.

Report Designer 2.2
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'Fl N Transcript

Taminalar 1 ERumras L arerg ar d vy

3
[ osenns ] catime
Tormidchool Kame:
P - Imr™
Foor | Helveraa o S 10 * Line peght (1 21 nokd [ ksl T | Underline
= il
Mosplay | Year Atbeevianon and Srhosl Wame i
Courss Listing
[ T w— #] see: 5 o Linedsuighc: 18 ] [ bokd [ ialic || Undarine
Cell Padding Wariroacal 0 e
Dptions
Includie paky hivtanipal grace Sm s g 1nrough Inpmanal
Resilract 86 Ehe credd fipe
| ntdode blank graies | Imtiuce cutrent grades || Carirst iebool oy

Sert grafen by | Courie M [T

Teamucrioer: [ | Layer a Cancel | (DRSS +

T

[ Cancel E OK -}

5. Enter the name. Select OK.

6. Select OK to close the window and create the transcript object. The transcript
object can be resized and moved by selecting the arrow tool [%] and grabbing
an anchor point on the object.
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Edit a Transcript Object

1. Select the arrow tool [x].

2. Select the Transcript object on the workspace.
3. Select Object > Properties.
4
5

Make the desired changes to the transcript.

Select SAVE from the drop down menu to save the object with the changes.
You may save it under the same name if desired.

o

Select OK to accept changes.

Delete a Transcript Object

1. Select the arrow tool E
2. Select the Transcript object on the workspace.
3. Select Edit > Cut, Edit > Clear or the Delete button on the keyboard.

NOTE: A transcript object cannot be ungrouped.

Report Designer 2.2
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Chapter 10: Import/Export

The Import/Export functions allow you to import or export a component or report
from your Designer application to another Designer application on another com-
puter in order to share reports and components between users.

The Import/Export XML functions allow you to import existing reports from Power-
School and export your modified or newly created reports to PowerSchool.

Import/Export Components

Components are objects that have been saved for later use or sharing with other
Designer application users. For more information on components and how to
create and use them, please refer to Chapter 11: Make Reports Easier.

Import a Component

Components created by another Designer user on another computer can be
saved and transferred to your computer and then imported into Designer.

1. Select File > Import Component.

{’ Music SETEENCAPS

SErRRRCaT

L&) Open: D sigeed
5 (M 0 o ]
G ver
= ciip .'f"
_: siring
;E Deskin
- s
% Appii i
fae lais 1wt
h ke . i
| sereencaptd e
.: L]
. e

LT b

Wew Folder

Cancel (3 hcn ]

2. Browse to the component and highlight it.

3. Select OPEN. A warning window will display stating whether the

component file format is valid or not. Select OK to close the win-
dow.
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Export a Component

1. Select File > Export Component.

anA Export Component

shot records

¢ Export )

2. Select the component to export.
3. Select EXPORT.

L&) Save: Designer
Save As: shot records |
Where Dotuments =

Cancel {ﬁ‘

4. Enter the title and location for the file. Select SAVE. Send or copy the file to the
location or computer that will be importing the component.
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Import/Export Report

A report must be open when trying to export the file. The file will export and be saved as a tab
delimited text file ready for import to another Report Designer application.

Areport that is saved from PowerSchool for importing into Designer is in XML format. To im-

port a report from PowerSchool, use the Import XML feature. To export to PowerSchool, use
the Export XML feature to make it compatible with PowerSchool.

Import Report

1. Select File > Import Report.

L&) Open: D sigeed

= M Chaick Tour

{’ Music SETEENCAPS
ereencap’

. 3 ’: -

New Folder Cance - Open

2. Browse to the report location and select it.

3. Select OPEN. An alert will display stating whether the file is compatible or if the
report succesfully imported. Select OK on the screen to close it. The file wll be
available in the list of reports. Select File > Open to view available reports.

Report Designer 2.2
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Export Report

1. Select File > Export Report.

a Save: Designer
Save As: |shot records el
Where Dotuments =

Cancel ) (ESave)

2. Name the file, identify the location to save it to and select SAVE. The file is
now ready to be transferred to another Report Designer user.

Report Designer 2.2
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Import/Export XML

Areport that is saved from PowerSchool for importing into Designer is in XML format. To im-
port a report from PowerSchool, use the Import XML feature. To export to PowerSchool, use
the Export XML feature to make it compatible with PowerSchool.

When you need to modify a report in PowerSchool, it is best to export the report from Power-
School and perform all the modifications within Designer.

Import XML

After a report has been exported as XML from PowerSchool, it should be made available
to the computer with Report Designer for easy import, modification and exporting.

1. Select File > Import XML.

L&) Open: D sigeed

sereencapt
{’ Music SETEENCAPS

SErRRRCaT

Sew Folder Cancel (3 hcn ]

2. Select the XML file to import and select OPEN.
The XML file will open in Designer, ready for modifications.

Report Designer 2.2
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Export XML

The file to be exported should be open on the workspace.

1.

Select File > Export XML.

a Save: Designer
Save As: |shot records el
Where Dotuments =

Cancel f SM ]

Enter a name and location and select SAVE. Modifications made to the report
are now saved and exported to XML ready to be re-imported to PowerSchool.

Report Designer 2.2
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Overview

Report Designer was designed to help you make object reports easier and
manageable. With that in mind, the following things were developed:

. Ability to manipulate and place objects in a What You See Is What You
Get (WYSIWG) removing the guesswork

*  Ability to duplicate multiple objects

*  Ability to save a regularly used object for re-use as a component
. Ability to duplicate and precisely place objects

. Ability to number or sequence objects

+  Ability to align groups of object to a grid or each other

. Ability to space objects precisely

. Ability to create text objects that are used frequently and save them in
order to re-use them easily

. Ability to create style sheets and easily apply them.

These abilities and more were developed into Report Designer to help make
creating object reports for PowerSchool users easier. Not all of the features men-
tioned are covered specifically in this chapter. Many of these are covered in other
chapters.
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Duplicate Multiple Objects

1. Select the objects to be duplicated. Press and hold the SHIFT key to select multiple
objects.

2. Select Object > Auto Duplicate Objects....

Auto Duplicate Text
[ [I4@ Font Style Style Sheet
Properties =P Tl
Duplicate xD Mumber of Objects: | 4
Insert Flelds... 3F i
Insert Functions... 58| Vertical Offser 0.2 Horizontal Offset 2
T #inchesd fimches)
I Auto Duplicate Objects... I Auto Number text

Auta Number Text...
Replace Text... SR Replace this text with number

Append Text... Starting number 1
Set Text Frame...

5er Move 1o Next Record..
Re-order Object Layers...

Format o

Cancel ) EOKES |

Bring to Front ‘ — e

3. Select the number of duplicates and their offset from the original group. If these ob-
jects have text also that is set up for text replacement with the auto number feature,
you can enter that information now.

4. Select OK.
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Duplicate and Precisely Position Objects

1. Perform auto duplication as described on the last page.

2. Use the AH and AV tools at the bottom of the workspace to precisely position the
objects after duplication. Highlight the AH or AV and enter a value.

4 . .
= 3om6 [0 100%:|AH i
W 134|233 100%|av . 0 [inches

3. Press Enter or click on the workspace to enable the positioning.

Re-use An Object By Making It A Component
NOTE: Multiple objects can make up a component.

1.  Select the object or group of objects to be made into a component.
2. Select Object > Save Component.

.“!j,} Save Component As
L3

Cancel f 0K -:I

3. Title the component and select OK.
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Set Object Position

Font Style Style Sheet

1. Select the objects to position. Properties ®P
. . . Cruplicate D
2. Select Object > Set Object Position. Insert Fields... xF
Insert Functions... E Al
. — - Clipboard Text te Table...
: - el = Aute Duplicate Objects...
Y 1| . S . ., AL BT NPENTRR. A s
§=,.D.1!_' Replace Text... HR
||| Append Text...
e Set Text Frame...
]| ] Set Move 1o Next Record...
] 4 Re-order Object Layers...
Pl i
1 14 Sl Podmion Bring to Front
]| 7 & send 1o Back
e i g = Move Forward
) e W 2l
a| @]k - Pt . 1 Align to Grid
A3 ; Align Objects... )
ﬂﬁli 1 (Cancer) (00D Align Object Widihs...
& e || Set Object Position... |
B Tpace Ubjects. ..
i — Center Objects on Page...
Lo Xy Group G

3. Select position for the objects.
4. Select OK.

—

€] (e ] [Elal T B
2
g
:

CIEIEIES
LT

|

= ERE
.

mEER

1 —E. 1AW E
-3 igE|av " I 5
L LiLir]
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Align Groups of Objects to a Grid

1. Select the objects to align.

Fropenies

Duplacate

Prsert Fields.

bnsert Functions,
Cliphoard Taxt to Table
Auto Duphicate Objects
Aute Humber Texl
Eeplace Text.

Append Text...

Set Text Frame

Sat Move 1o Nexl Redoed
Fe=order Object Layers

Erirg 6o From
- - Send 1o Back

Mo Foawnnd

Mhorw Backward

Align to Grid
RITegt1 LA

] =
Adign Ohiject Widths

2. Select Object > Align to Grid. St Object Position

Space Objects...

Objects will move the grid distance that is set in Layout Settings. | cener oajeas on rage
3. Select OK. -

Report Designer v 2.2
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Align Groups of Objects to Each Other

1. Select objects to be aligned to one another.

2. Select Object > Align Objects.

+ i
o =
Il |g
B [ &

3. Select Alignment options.
4. Select OK.
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Favorites

Create an often used text object and save it in the Favorites menu. To use the text object in
another report, just select it from the Favorites drop down menu. Only single text objects can
be saved in Favorites. Groups of objects can be saved as components. See “Re-use an Ob-

ject by Making It a Component” in this chapter.

1. Select the text object to be saved as a Favorite.

TS 4 & VOl sEnbence Hat is re-0sed Tinen

2. Select Favorites > Add Selected Objects to Favorites.

~(Mather_Phane)

={[39]Abbreviation)

See the litle dog run and the lazy fox skeep
text object 2

N2

Add Selected Objects to Favorites
Favorites...

The text object will now be available from the Favorites drop down menu.

Favorites Shortcuts

You can define a shortcut using the CMD (#£) plus a selected number to place a Favorite
text object. The text object must first be added to the Favorites list.

1. Select Favorites > Favorites.

LT windows  Help

~{Mather_Phone)

~{[39]Abbreviation)

See the little dog run and the lazy fox sleep.

text ohject 2 w4
This is a favorite sentence that is re-used often..

w2

Add Selected Objects to Favorites
Favorites...

2. Select the arrow next to a Favorite to display
the drop down menu.

3. Select a number for that Favorite.

4. Select OK. To use the shortcut, press # plus the |

associated number at the same time. The text
object will place on the workspace.

Report Designer v 2.2

[z Rala) Favorites

Favarite

~Mther _Phorel
{33}Abbreviation)

See the ltle dog run and 1

tent ohject 2 4

This is a lavorite sentence

A
]
&
=

2

HEEEEE

Sort alphabetically by
selecting the Sort button.

|
|
Llj ﬂl Cancel r ok )
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Style Sheets

Define your preferred font, font size, font style and alignment preferences and save as a Style
Sheet.

1. Open a new or existing report.
2. Select Style Sheet > Edit... from the drop down menu.

[ Style Sheet [ROL
. Default

adw

new narme

new one

Times
Verdana_special

|

Edit...
an A Edit Style Sheets
Style Sheets. —— Fant Attributes

Dalaib [Err e 7|

Times e TR

5 Bin al =
¢ Ll 5 Righ
Samyis

3. Select an existing Style Sheet and select DUPLICATE.

rLey Enter Style Name
o
\{;.." dsgd

Cancel r“ -.ﬁ-. -'}

4. Type a new style sheet name and select OK.

5. Modify the attributes for this style sheet and select APPLY. Select the close window
& icon to close the style sheet window.
The new style sheet will be available in the Style Sheet drop down menu.
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Filter Objects

Select existing objects to quickly find, identify or modify them. Selecting the object does not
make others disappear but only brings them to the forefront for easier selection and modifica-
tion. This feature helps to filter out specific kinds of objects that are built into the layers. Lay-
ers can prevent selection of an object if too many layers are on top of the item needing to be

selected.

1.  Select multiple objects to filter.
2. Select Object > Filter Selected Objects.

Filter Selection
Retain only the selected object types

Text Line Rectamgle

3. Select the type of object to filter for and select OK.

Report Designer v 2.2
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Select an Object by Layer or Content

This feature helps to find an object or layer that needs to be edited or re-positioned. You can
sort by content or layer number.

IEZEEY rom Style  Style Sheet

Properties xpP
3 Duplicate oo
This is a favorite sedlence thal is pe-used often, : Insert Fields... =2£F

Clipboard Text to Table...

Auto Duplicate Objects...

Auto Mumber Texl...

Replace Text. . R
Append Text...

St Text Frame,..

Set Color...

Set Line Width...

Re-order Object Layers...

Ser Move 1o Next Record...

Bring ta Front
Send to Back
Morie Forward
Move Backward

1. Select Object > Select Object.

Align 10 Grid
Align Dbjects... =
Align Object Widths..,

Set Object Position...

Space Objects...

Center Objects on Page...

Select Dbject

Lelect by Layer:

Select by Content

Croup =_o
Tt Qiyecr Contaiss
Al oF Canras u“gmp “U
Cancel | 0K Save Component...
insert Component...
Filter 5elected Objects... OHS

Select Object

Sabect by Layer: [4
Select by Content: |

Tent OOpT Comiams

[ Cancel E oK ]

2. Select layer number or search for content.

This is:a favorite sentence that is re-used ofien;
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Chapter 12: Putting It All Together

Overview

In this chapter we have included sample reports that you can practice making to
become familiar with Report Designer before creating your first big object report.

We will be creating the following object reports:

. Award Certificate

. Attendance Call List

. High School Transcript
. Schedule

Turn the page and let’s get started!
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Award Certificate

Recognition Award

Jack Lag we_jr;hwsow

s S e e, I

has acheived excellence in

Perfect Attendance

‘School Year Priscipal - June 4, 2005

Awards can be made quick and simple in Designer. .jpg graphics and pictures can be used as
backgrounds.

Create an Award Certificate

1. Open Designer.
2. Select File > New.

[N ot object  Fomr |
New

BN

Open... w0 " Unitithed: 2
Close W e amront T
Save k43 " S Lemmer m vy m
Save As... B.50%11.00
Export XML... XE Geclammarion Preceding Repos Page
Import XML... [

e liJ < Hane > —@
Export Component... Portrait Landrcape
Export Report... bt Dalaiky |Select Landscape Orientation. |
Import Component... ; ] ;
Impﬂr‘t R!pun‘ e Defaulr Font Times a
Page Setup... Dt stre 2 Select 14 pt. size.
Print... Default Line Height: 11 Posnre)
Setup Fields... [ S E

Setup Functions...
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YT Untidded. 2
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5
T

EEEEE:

. =1 =

. Select the Graphic Tool &

. A browser window will open.

. Browse to the appropriate .jpg.
. Select the .jpg.

. Select OK.

AR WN -~

[ L
Sealrg Dotoe | 118 ew - praportemal uriered -

Liprs 1

Coart”) (R

6. Fill in the information and make the selections shown.
| 7. Select OK.
| 8. Resize the award graphic leaving 1/2" margin on each side.

Fill in the text portions of the award certificate.
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Recognition Award

. Select the Text Tool . Select an insertion point at the top of the award.
. Select Object > Properties. (Text Properties window is shown below.)

. Type “Recognition Award” in the text window.

. Select the Font: Times, font size 40, Alignment centered, BOLD.
. Select OK.
. Resize the text object and center in the award as shown.

DR WN =

has achieved excellence in

Perfect Attendance

Anribautes

Font: | Helvetica m Mignment: Igg ﬂ Insert i'll
FortSize: 14 18] Color [l Frame: | Fined Frame ]

Line Spacing: in Poind iOprranal Special. [ Move to Next Record
Seyle: @A Plain [ IBold [ imalic Layer: 2
Sampla
([ Check Spelling | (" Cancel ) @
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Jack Layne Johnson

. Select the Text Tool |& Select an insertion point on the next line.

. Select Object > Properties. (Text Properties window is shown below.)
. Type “Jack Layne Johnson” in the text window.

. Select the Font: Zapfino, font size 30, Alignment centered, BOLD.

. Select OK.

. Resize the text object and center in the award as shown.

DB WN =

has achieved excellence in

. Select the Text Tool |& Select an insertion point on the next line.

. Select Object > Properties. (Text Properties window is shown below.)
Type “has achieved excellence in” in the text window.

. Select the Font: Times, font size 24, Alignment centered.

. Select OK.

. Resize the text object and center in the award as shown.

OUTAWN =

Perfect Attendance

. Select the Text Tool |& Select an insertion point on the next line.

. Select Object > Properties. (Text Properties window is shown below.)
Type “Perfect Attendance” in the text window.

. Select the Font: Times, font size 36, Alignment centered, BOLD.

. Select OK.

. Resize the text object and center in the award as shown.

OUAWN =

School Year.....

. Select the Text Tool |& Select an insertion point on the next line.

. Select Object > Properties. (Text Properties window is shown below.)
Type “School Year” in the text window. Press ENTER on the keyboard.
. Type “2006 - 2007.”

. Select the Font: Times.

. Select OK.

. Resize the text object and position as shown in the award.

NoOAWN =

Principal...

. Select the Text Tool |& Select an insertion point on the next line.

. Select Object > Properties. (Text Properties window is shown below.)
Type “Principal - June 4, 2007” in the text window.

. Select the Font: Times, Right alignment.

. Select OK.

. Resize the text object and position as shown in the award.

~NOUTWN =

6. Select File > Save and save the object report. You have now completed your
first award certificate!
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Attendance Call List

Attendance Call List
Thursday, October 9, 2003

GE Stwdesi Mhastias Dy Fathar Liny Koty Cl Nemen ADS
A, Man i T 1
12 Banm, Jow e 1
B Damiley, b ] 1
10 Sy, Hirry Bzomis

12 Bt By v P

1 Caaban, Ly L]

10 i, hew ol

- P

12 Densidnor. ey 128 4
B Dumtion Wiy pYEr A .
¥ Dy Yoy Feer] ]
| Eiggern, Tamshy 1En =
11 (v, Witsm o -.:|
17 Franis, Wism P 1
§ Fomd, Civel R 1
10 Deriam, Doty prere AT

12 Harmmn Ao P P (1518 T 5
11 e, My 123s) e

10 s, Yerin PY=T [T

e — P T-cpe

17 Jywel, Fraria E] 8aTris ¥
0 emens Coe g T '
9 orrhs, My prer ] TM-aeT

T 1T TS =
Haekashat, Desak Bk il AT [N I
10 i, bl prr Fh-zan! O O L

13 Pamernan, Bl e ] L TTRE T ERE]

i Mikards, g prerTey 1EATE OO0 =
10 My, Mitar Frr ] N (TR

§ G, Dobby -] 258 e — = = '
3 Tywon, Wi FTEE T Pt [ B

Wienen Bhass eTEE ] el O 00 s
0 oung, hadd JELE P »
. Pk Jad i 13TRE =

— -

1.  Open Designer.
2. Select File > New.

0 Otpeir  Fost Sty Sivie
tarn T
Op= o |
Chns oW ]

e 3
irvw A

Eapat Kl =l
imgort ML

Enpeny Componest
Lapat Repart
Irrpor Camporend
RN Aol

Fage Satup
Prvt

3. Select OK to select the defaults or make changes, then select OK.
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Uingithed; 2

4.

Jeffe

135 1 LA

GR Siedemt

11__kndarson, Mark

ane

Text

rson High School

Create the headings.

Attendance Call List
Thursday, October 9, 2003

lsme Fhone
ARG

AR5
1%

Msiber [ay Wete Call Reason

A&F-0ad5

Farler Day

12ETRS

Properties

School Heading

[e Sheet 4 school Address

|
A 1. Select the Text Tool kXl
1. Select the‘Text TOOI _'I . 2. Select an insertion point in the upper left hand corner.
2. Select an insertion point in the upper left hand corner. 3 Select Object > Properties
2' ?ele%o—#'?—d:mpgrt%i » 4. Type “135 East Lansing Street.” Press [ENTER].
- [YP€ "Jenerson High School. . 5. Type “New York, NY 12345." Press [ENTER].
5. Set Font: New Times Roman, Font Size to 24, BOLD. 6. Type “(876) 876-1234 FAX: (876) 876-1235."
6. Select OK. Align heading as necessary for placement. 5' Sﬁ: Font: New Times Romén Font Size to 1'2
6. Select OK. Align as necessary for placement.
Attributes
Font: | Times __i1 Alignment % E[ Insert _vl il
Font Size: 11 T Color: . Frame: [ Variable Frame _=‘|
Line Spacing: 12 tn Painrs (Oprional) Special: |_| Move to Next Record
Style: @i Plain [ 1Bold [ ltalic Layer:| 8
Samplc

Check Spel'llng B

o)

Cancel
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ana Properties
Text

) cted before the typing
Report Title

1. Select the Text Tool 4.

2. Select an insertion point in the upper left hand corner.

3. Select Object > Properties.

4. Type “Attendance Call List”. Press [ENTER].

5. Type the field object to automate the current date.

5. Set Font: New Times Roman, Font Size to 21, BOLD, Right alignment.
6. Select OK. Align as necessary for placement.

Attributes

Font: | Times *!  Alignment @ = ||| Insen j.:_“l

Font Size: 11 ] Eulur.. Frame: [ Variable Frame _=‘|
Line Spacing: 12 tn Points (Qptional) Special Move to Mext Record
Style: @i Plain [ 1Bold [ ltalic Layer:| 8

Samplc

Check Spelling Cancel ) 0K

5. Draw the separating lines between the heading and the body.

Jefferson High School _ Attendance Call List
135 Faat Lavaing oo Thursday, October 9, 2003
Ihl':h i '|<:':rl FAX M) BTE- 1 2

GR Siwdemi Hame PPhong Mather Dy Fuibior Dhay Soodke _ Call Heawn ARS

11 _Ancisron Mars AN -7 49

1. Select the Line Tool /.
2. Draw a horizontal line across the page under the heading.
3. Select Object > Properties.
4. Set the Line Width to 3 pt.
5. Select OK.
6. Select Object > Duplicate.
. 7. Press CTRL « to align the lines.
6. Make your headlngs- 8. Press CTRL | to position the second line slightly below the first.

Jetferson High School . Attendance Call List

1385 Fs Livaing Srest Thursday, October 9, 2003

:\I: y .':.;..':r.ll-l .I=-'\( MG ARG 2N

GR Siedemi Hame Phons Maother Day Failer hay MNoe Call Resson ARS

11 _Ancisron Mars AN AT AdDIRAN 1 7.AT5S it

1. Select the Text Tool ‘& Select an insertion point just below the lines on the left hand side.
2. Select Object > Properties.

4. Type GR. Select font Times, font size 12, BOLD.

5. Select OK.

6. Position the text object as shown.
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Repeat those steps for each of the following:

Student
Home Phone
Mother Day
Father Day
Note

Call

Reason

ABS

Create your fields. Only one line of field objects needs to be created for this report.
The first line will be copied once to create the alternating gray and white lines and to

set the positioning of the lines.

Jefferson High School _ Attendance Call List
1365 Eant Larm g Svent T'hursday, October 9, 2003
N Vo,

AT BTG 123: T

GR Sisdeal Muarher Thay Falker [hay o Call Bemon ARS

11 Andarncn, Rlark e B i 1 I-8TES 12

12 Barmed Jona 12T -T2 2-CoEy

ana& Insert Flelds
Medica 4 7 |

1. Select the Text Tool “X. Select an insertion point on the left hand side. T
2. Select Object > Properties. wD_DF-Td_2
3. Select the Field Tool *|. The Insert Fields window will open. MEDLOY-TH_S

4. Select Student Fields from the drop down menu. syl

5. Select “current grade” from the fields list. Select INSERT.
6. Select OK. Place the field object in its correct position below the GR heading.

D, Mep B4

1. Select the Text Tool %, Select an insertion point next to the grade field. MED_Hap ALY

| MED st 1

2. Select Object > Properties.

3. Select the Field Tool *|. The Insert Fields window will open.

4. Select Student Fields from the drop down menu.

5. Select “last,first” from the fields list. Select INSERT.

6. Select OK. Place the field object in its correct position below the Student heading.

Cancel o imsert

1. Select the Text Tool “~. Select an insertion point next to the name field.

2. Select Object > Properties.

3. Select the Field Tool *|. The Insert Fields window will open.

4. Select Student Fields from the drop down menu.

5. Select “HomePhone” from the fields list. Select INSERT.

6. Select OK. Place the field object in its correct position below the Home Phone heading.
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1. Select the Text Tool /. Select an insertion point next to the Home Phone field.

2. Select Object > Properties.

3. Select the Field Tool = . The Insert Fields window will open.

4. Select Student Fields from the drop down menu.

5. Select “Mother_Phone” from the fields list. Select INSERT.

6. Select OK. Place the field object in its correct position below the Mother Day heading.

1. Select the Text Tool 4/, Select an insertion point next to the Mother Phone field.

2. Select Object > Properties.

3. Select the Field Tool * . The Insert Fields window will open.

4. Select Student Fields from the drop down menu.

5. Select “Father_Phone” from the fields list. Select INSERT.

6. Select OK. Place the field object in its correct position below the Father Day heading.

1. Select the Text Tool 4. Select an insertion point on the right hand side of the report page.

2. Select Object > Properties.

3. Select the Field Tool * . The Insert Fields window will open.

4. Select Student Fields from the drop down menu.

5. Select “ABS” from the fields list. Select INSERT.

6. Select OK. Place the field object in its correct position on the far right below the ABS heading.

8. Create the checkboxes.

JEWE['HUTI High School - Attendance Call List
il Shom Thursday, October 9, 2003
i 876) 876238

GR Siedes) Blwiie 1"l Maiher [hay Falbwr Dhay it Call Resion ARS

11 Anduroen, Mark £35-0765 420945 1238785 i

Do, i 1 r s v TR WL

1. Select the Box Tool 2. Create a small box approximately the size as shown
and position it under the Note heading.

2. Select Object > Auto Duplicate Objects.

3. Select Number of Objects: 2, select 0 for Vertical Offset, ﬁ -
select .5 for Horizontal offset.

4. Select OK. The box will duplicate two more boxes.
Reposition more precisely as needed under the headings.

9. Select the farthest right box under the ABS heading. Set Mave to Next Record
Select Object > Set Move To Next Record.
Select Enable Move To Next Record. Select OK.

F8 Erabile dlowe 1o Rext Eegoid

Deuabds Mowe 10 Nest Record

Cancel I Dﬂ:_

10. Copy the line you created.

1. Select all the fields and boxes in the first line you just created.

2. Select Object > Auto Duplicate Object. Vertical .5. Horizontal 0.
3. Select OK.
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Create the shaded box for the second line.

Jefferson High School _ Attendance Call List

iy - TI'wirsday, October 9, 2003
BT BTE- 123

GR Siedea) Blamie 1"l Maiksr Day Falker Day S Call Rpsion ARS

11 AnSgreon, iark A35:ATES 205 123-8755 3

Do, i 1 r s v TR WL

1. Select the Box Tool [E. Create a long rectangular box as shown and position it over the second line.
2. Select Object > Properties.
3. Select a light gray for the Line Color and the Fill Color.

Bectangle Froperte

4. Uncheck Transparent. Lina Wealth 0| Pomtss  Line Coior [
5. Select OK. ComverSadius: | 0.00) Bache i Cotor: [
6. Select Object > Send To Back. : ipane: 8

Ca i)

Create the rest of the page by duplicating the two lines.

1. Select all the fields and boxes in the two lines you just created including the shaded box.
2. Select Object > Duplicate. Seelct CTRL « to align. Select CTRL | twice to move and position.
3. Continue to select Object > Duplicate until the page is filled. Each successive duplication will position precisely.

Remove the “Move to Next Record” command from the last right-most box under the
ABS heading in the last row.

1. Select the last field on the far right side of the bottom of the page under the ABS heading.

2. Select Object > Set Move To Next Record. R
3. Select Disable Move To Next Record. Set Move to Mext Record
4. Select OK.

4 [rnable Mowe b0 Naxt Regond

Deiabls Mowe to Neat Record

You have now created your first attendance call list. pr—
Cancel
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High School Transcript

Part of what makes Report Designer unique is the ability to insert custom tags and functions.
Reports created in Designer can be exported in a format compatible with PowerSchool in
order to use the database information available in PowerSchool.

Let’s create a high school transcript that can be exported in XML format and used in Power-
School to produce attractive, clear transcripts.

1. Open Designer.

2. Select File > New.

& Designer Edir Object  Font  Siyle  Sevle Sh
Hew XN
] Open X0

.

Close o W

a Lave E 2]

- Save A
@ Export XML ®E

L 1 imper XA
II"' Expori Compoanent
[ } |4 Export Repen

"_l_”" I Campanent

kg Impert Regort
Bt

Page Setup

- Prira

-
(=X =] Uistizled:, 2
Fager Slre Repost Type
w1
|
O lesLalion Frecoding Repodt Fipe
Ts | L Y
Paitul L o

[

3. Select OK to select the defaults or make changes, then select OK.

Report Designer v 2.2



Chapter 12: Putting It All Together

12-13

& O & Unaitied; 2

Eﬂlf P TR | — — ————g— — e

In our example, we have chosen a letter-size page portrait orientation. Let’s first
create the header display on the transcript.

Here is a picture of what we intend to create:

Graphics or Picture Objects: We will put a “placeholder” graphic in the field
where we want the student’s picture to display. The picture of each individual
student must be automated the same as the name, grade and birth date.

Text Objects: The Title “Official Transcript” and subheader will be The school name and address can be
manually typed in as text objects. automated using the fields function or
manually typed in as text objects.
- &
OFFICIAL TRANSCRIPT Juab lflgh_i?_fhﬂﬂl
wred by the Norihwestern Assacimiog of Scheols and Colles B02 1 '::;1:! 650} East
.-:n.-.l;:-:-f:‘.\' |.I::._-"l :H«ﬂhr.ﬂl I : hl‘.".lu' I'._.I 3 ?“IR
Girade: ~(erade Fawdi 1D# Birth Duate: ~{DOB) (435)623-1764
[ o | oma [ gma [ gms o1 | omez ]| gred | QTR4
T T e

Text Objects: The titles, Student Name, Grade and Birth Date are
Text objects, but the information printed is automated using the Field
object tool.

The Line tool is used to create the lines that define the transcript area.

The header of the transcript is made up of a number of different objects, some of
which can be automated, and some must be manually typed in. Review the notes on
the header above to find out more.
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4. Create the header.

Select the Text Tool |Al. Select an insertion point to create a text object in the re-
port. Select Object > Properties.

[ XN a) Properties

Text

see (if the Style Sheet can be selected before the typing
Type “OFFICIAL TRANSCRIPT.”

Select Times New Roman.

Artributes
Fone: [T = . [l o | | B
imes - Alignment _'# |  Insert J ﬂ
Font Size: 24 Font Size: 1] i color Frame: [ Variable Frame 3
Line Spacing: 12t Points iOptional Special Move to Mext Record
Style: W Plain 1 Bold | lalic Layer B
Check BOLD. Smplh
Check Spelling Cancel | 550K l}

Select the Text Tool 'Al. Select an insertion point in the report.
Select Object > Properties.

[ XN a) Properties
Text
typing
Type “Accredited by the Northwestern Association of Schools and Colleges.”
Select Times New Roman.
Artributes
Font: [ T = = e | | (5
imes . Alignment _'# M|  Insert J ﬂ
Font Size: 10 Font Size: 11 &l Color . Frame: [ Variable Frame _="|
Line Spacing: 12 1 I Podeats iOptional Special Move to Next Record
Style: W Plain 1 Bold | lalic Layer B
Check ltalic. Sampl
Check Spelling Cancel | 50K l}
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Once the header is created, align the two text objects with the left hand margin line

on the page.

ana 1,“,“““,?1_&,#&

T T NPT . . i NPT, TP FOO

] 3 OFFICIAL TR.-‘L""-’SCR]_I"T
ﬂ_._J i . Acrrdied Ay fde Nevtlvefes Avocidics of Bboads and Crlige

Smdoar Name

]| - Ckrade Hirgdate

5. Create the student information fields.

Select the Text Tool [Al. Select an insertion point to create a text object in the report.

Select Object > Properties.

[ XN a) Properties
Text

to see if the Style Sheet can be selected before the typing
Type “Student Name.”

P Select Times New Roman.
Font: | Times _:: Alignment ﬂ E!] Insert j ﬂ
Font Size: 12 Font Size: 1] % color Frame: | Variable Frame T
Line Spacing: 12t Points iOptional Special: || Move to Next Record
Style: W Plain 1 Bold | lalic Layer B
Sampls
Check Spelling Cancel ¢ i

Create a separate text object for each of the following:
Student Name (shown above)
Grade
Student ID
Birthdate

Place the text objects as shown on the graphic below.
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OFFICIAL TRANSCRIPT Central High Schopl

Avcwdieed Ry thv Nowrdwwrtps Avsoebitiog of Sedoods sad Sellnger

Student INam:

Girade Smudent 11 Binhdale

To align Grade, Student ID and Birthdate on the horizontal axis, select all three text
objects, then select Object > Align to Grid.

6. Create the school information.

Select the Text Tool 'Al. Select an insertion point to create a text object in the re-
port. Select Object > Properties.

[ XN a) Properties

Text

to see if the Style Sheet can be selected before the typing

Type “Central High School.”

Select Times New Roman.

Artributes
Font: | Times 2] Alignment IE‘ E 3 ﬁl Insert j ﬂ
Font Size: 24 Font Size: 11 i color |l Frame: | Variable Frame =1
Line Spacing: 17 I Podeats iOptional Special Move to Next Record
Style: W Plain Bold | halic Layer B
Check BOLD. famp
Check Spelling Cancel '[ 0K }

The title of the school is going to be larger than the address so we create the text
object separately.

Select the Text Tool 'Al. Select an insertion point to create a text object in the re-
port. Select Object > Properties.
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[ Rala) Properties
Text

be selected bef h
Type “802 North 650 East” press the Enter key, R— S

Type “Levan, AZ 84648 press the Enter key,
Type “(602) 613-1562

Select Times New Romar. Select Center alignment.
Artributes
Font: | Times | Alignment E 3 ﬂ] Insert j ﬂ
Font Size: 12 - = :
Fom: Size: 11 ) color [l Frame: | Variable Frame [
Line Spacing: 12 in Points (OptionaD Special: [ Move to Mext Record
Style: W Plain 1 Bold | lalic Layer B
Sanpls
([ Check Spelling Cancel ) (SS0KS)

Align the text objects as shown on the following graphic.

Central High School
: §02 North 650 East
e R AZ BIGAE
(602) 613-1562

OFFICIAL TRANSCRIPT
Aneiiel by ce Mvehvesien dscoclcion of Sebool and Colbges

Grade: Student 1D Binhdate

7. Create placeholder for student photo.

1. Select the Insert Graphics Tool (4.

2. Browse to find a .jpg graphic to act as a placeholder. Select the graphic and select OK.
3. Activate the checkbox next to Student Photo.

4. Select Shrink to Fit, Proportional, Centered from the drop down menu.
5. Select OK. Resize the photo to the correct dimensions. If desired, create a frame using the box tool.

2 BI | 5A2

— * i ———
jEz —— s e
e

T e

[SRANE] Propeities

Pachare Bame: | iodd jpg

Scaling Option: | Mo Scabing - position top left comer enly 1
Shusdent Protm

Laves 38

Careel l: o
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8. Create the border line.

Select the Line Tool |/ . Draw a line horizontally across the page under the heading
information. Select Object > Properties.

Properties Set Line Width to 3 (Points)
Line Width 0.25 (Points) - — — fom e s N - i .
; OFFICIAL TRANSCRIP1 Central High School
Line Color . Ascrrited by ido Mivtlweonwd Atviisning o Salovnds s i E02 Morth 650 East
Layer 1 Stdeni N Levan, .'li.-". J:-I-'-:.\
(802} 6l %1562

Cancel | F—0k—3

9. Create the transcript format.
You should have the design of the transcript and what information you want on the
transcript already defined to make the creation of the transcript information itself

easier. In this example, we are going to display the course name, and the grade
and credits earned for each quarter.

Select the Transcript Tool ®| on the Toolbar in the left column.

-1als Tramscrigd
erelar T Pheeria Learg M der :
‘
A
=
P r—
Tt e bateal M
Foor | Helvetica _:'I Sipe: 10 : Ling Heighe L2 ?I sl [ malic 7| Uinadurlive
Display: | Year Aberviation sed Scheot hame 1))

|Set Term/School Name Display to NONE. |

Course Liviing

Fanl | Hebeptics o siee ¥ o Line Heighe 11 5 [ wold [ malis | tinduring

D e pEAEELY hlenny |Set Font to Times New Roman. |
Optian
nChsde Dnly MytarsLll grades froe Rl leeril IRroagh [ GO

Rt 1o this or

TEDe

|Enter 9 and 12 in the grade level fields. |

tenk grasen || include cunest graded || Cusrem schood anly

St graden By | Course Kame =]

e 3 Layer &} Cancel ) 00—

Select the Columns tab.

Report Designer v 2.2



Chapter 12: Putting It All Together

12-19

f B M ~ Transcript

eriat il i | - Fhairas [eartng ALaderry

Select the + symbol on the left hand o
side of the page three times to display AL
the first three fields. [ options [ Columes |

Term | Field Farmat | Ceher Wi | aliga Diiplay Valus

Transcript 1

Edit

Oetice [ Columm |

Tewm | Field Farmas | Cither Width | Align Diiplay Valus
Jinid dower Chaniod 51 Courss Murmber ol v |5 Lef v
L Caurse Nameg bt v 5 Lefy bt
51 Total Earmed Creda - i 5 Left v
Pramuerpty Ediz
[T r-sr—|
Team | Fiadd Blank | Align . .
1 |Courie Humses s e =1 | Select the down arrow in the Course Number field
51 Couiie Harhe [ OUEEE TR TR

Leht

=+ = =TIl -, |and change the field to Course Name.
51 atul Earead Crolit Leht
Tatal Earned Credit
Letter Grade

Edit

Percent
Cltizenship
Earned Credit Hour 8 O 8 Transcript
Oeher
4 e D
'— | pstegy B as
| Ergis 18 T
| LH Migiary LAz
| A Mecharec A A3
lE Froggrairers [ TS L] . . . .
| o & a3 The display will adjust with every change made,

| showing how the information will display in the report.

Delete the S1 in the Term column next to Course Name. |
Select Grade from the drop down menu for the next field.
Select Earned Credit Hours for the next field. e |
Teom [Field | Farman/ Oithes [wikdth | Align | Display Value |
Cowrse Name i w 15 Left -
1 Letter Lrade w w 2% Lef w
51 Esrned Creda Hours || v |4 Lafy -

Change the width of the first column to 1.5.
Change the width of the second column to .25.
Change the width of the third column to .4.

Once you have completed these steps, B |
you have set up the first quarter display of Hold down Option or AR key amd drag 1o change row arder
grade and credit hours earned.

Fanser (=7 Layer [\ Cancel oo
Now we can set up the next three quarters. it = ¢ =
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10. Set the remaining quarters for the transcript.

ANA Transcript
e -+ 05
Bs Bs 0%
8k 0%
A 3 A 03
'] A A BS
Corguir Frigruraray  Bn B 0%
Promicd Taranz e i 0%
Oetions. | Columens |
- Once you have set up the first quarter, you need to tell
[Teem S - remaens WS powerSchool to include the rest of the quarters for the year.
| surse Name 5
EY Letses Grade - -
e 'i:ﬂ Earned Credit Hours ol B, 1. Select the + sign on the left hand side of the columns.
I3 'r::-i-:.ltéff;ﬂ T = 2. Change S1to S2.
| » — 3. Change the field to Letter Grade.
I 4. Change the width to .25.
| 5. Select the + sign.
I 6. Change the field to Earned Credit Hours.
| 7. Change the width to .4.
|
)
| Repeat these steps for each quarter remaining. The display
| will continue to adjust as you make changes, showing how the
I transcript information will look once you are done.
Hold' oowwe Opraon or A Ley and drag 20 Champe row ordher
Transcnipts [y Layer [ Cancel | (SSDKES)

11. Select OK when you are done creating the transcript.

OFFICIAL TRANSCRIPT Central High School
Airmiitnd b the Mol wnsroes Aisovvion o Sadonds and Collges |~ PhotoFla B0 Noath 650 East

Spadiern ™ mme Lévan, AF 53648

sl Squdem 1D Fulthda (602) 6] 21362

L s almmto e,
=gy B+ 85 Be 03 B+ 05 Be 05
Tmghgh 10 A- 0% A D3 A DS A 0%
of5 Migtory A 85 A 03 A 05 A BS5
Bt b Pimris 5 A 3 A 05 A RS A 05
pogetr Frograinang B+ 35 Bas 07 B 5 Bs 05
Freyical Fread A= 05 A 05 A A= b5

Once you select OK, the transcript is placed in the report workspace.

Drag the transcript box down to about 2 inches above the bottom of
the page. This will give growth room for the other years selected to
display on the transcript when it prints from PowerSchool.

NOTE: If you need to make the transcript flow into the additional columns on the right hand side of the page, set
this in the transcript object within PowerSchool.
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12. Draw the columns for the quarters.
Select the Line Tool |/ . Draw the lines as shown in the graphic below.

OFFICIAL TRANSCRIPT Central High School
dcsmied Ay the Mrthveatecs dveeininn of Sudoodt aad Crlles  |~-{PhaoioFlal ~'II'? “‘i-.mrl::;il:rl =

Smden) Name
(602} 6131562

Cirade Siudoni 1D Bafthdaic

QTR 1| QTR 2f QTR 3 |OTE 4
:IJ:I?-H LT ek L ER LRI
Ry Bs 05 | Bs 05| Bs 05 | Be 05
Freghit 10 A- 05 | A 0% | A 05 | A 05 . . . . .

5 Mistaony A 8% |4 o3| 4 o84 a3 Draw a line separating each column of information, stopping around 2

O trvgnmaing | B 83 | be 82 | Be 42 | Be 02 inches above the bottom of the page.
[Fepsis il Farsss hs 05 | A 05| A 05 | A 05

Draw a line horizontal above the transcript and below the 3 point line
with enough room for 12 pt Times New Roman type to be used for the
text objects.

Create the text objects for QTR 1, QTR 2, QTR 3, QTR 4 and place
them centered at the top of each column.

13. Create the remaining information as shown in the following graphic.

Draw a 3 pt horizontal line in the second column of the page about half
way down the transcript section.

Credit GFA

Create text objects and fields to display the cumulative and
individual year GPA for the student.

Draw a 3 pt horizontal line at the bottom of the transcript section about 2 inches above

the bottom of the page.
I ] I I I

n » n radusmon Dot Giradusicd - Schoaoll
AmL000 D AT Bm3.333 Create a text object and type Graduation Date:.
.," § ) P Select the Field button while still in the text object proper-
P ties window and enter the graduation date code.
- -
SHINATURETITLE DATE

Create a text object and type in
the GPA equivalents table.

Draw the signature and date line and create the text

objects for “SIGNATURE” AND “DATE”. If necessary, align
the two text objects by selecting them, then selecting

Object > Align to Grid.

You have now created a School Transcript.
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Student Schedule

Student schedules can be designed and printed in a number of sizes. One popular size is 4
schedules per page as shown below. Other sizes include half pages (2 on a single page) and
full page.

For our example, we will be making an object report with 2 schedules per page.

Samdert Nammel  —{Lautblest) Coadin)  -(Cemsber) ilh Wissie Wigh Schaosd
. Birikdate: —IHKE]

443 Bl 840 Fins
Loikor Namor;  —(Lacker_Namdur) Gradic  —iGrade_Laval) Vaayes Vi, AL RRSES

Ul st lsckar_ s natisallabor [ b= = Kairs Duizh
Class Schedule
[Fer. [Coaral | Coarm Taacsar
[EVE BN e L O == == e [N F e e e ]
way |4* A P s I e v 3 Hecei ipeead_vuts XA i)
KA1 |« S, ™ ) TR s A
T B U A QU o S I Y "
Ha1 |« Y [T N I P P i e T
Ay (o o e one B cowrnl aieigeriad ot 6] pucuod shiponad a4 ) )
KAl |- B N L i A AN YT A [ -
hay chunges ta this schodale shoukl be disoussed wadh

This picture displays the schedule
as it will look before importing

to PowerSchool and printing.
Once the schedule is imported

to PowerSchool and printed, the
field objects will be replaced by

Perrsi Gmsrdian
e Pl
Mathir Wk
Fathrs Wark

TS fheime Addrris:  ~{Mailing_ S}
il Flasr) il e
1 Mailisg_Sestaf-i

w ~flaal )
content as the 4-schedule report | s o= eind D 4 Bl Billic Migh School
above shows. KEA ek

Laskar Smsmdurs Ladbior_Nmmber)  Gruds Crade_ Level Camyen Virw, ALERSS
o mbinatisn: AL rihor_ Ol s iater Date: K mtry Date g
Clazs Seheduls

Far, | Coarl | Coare Thmr [

TN E] T e e

ETV ] | sbagirsad_cole 31 pvivn] dagrrssdl_als: /A0 rasm)

ol [ apored_a o AR sovba]_fapareed_ e K12 e

day |4 | bk s ) e gegetned ks 4.4 ) riam |

T | mbigsremd_sm b 5041 sns o] el 41 ramm |

Wht [ | [ gt Y ol baprend smle K5 bl ofopareed e AL reca

Pl < et . AL e ) e sl A1 rne

try champes b 1 schedule shoukd by dscmincd with the counacling comm

Farena douardian:

Bjmrmr Flans
Wheiles Vol
Failer Visrk:

«Shetbari-i Fadheri
b Fhenal

Hems Addrass: i Mladling_ Sreet)
AMMsiling_Tuiy)

WRaling Manii—|
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Open Designer.
Select File > New.

e Usstinled: 2
Fupeer Sliw Repest Typs
=
- +1 primeiris 1
A50% 11
Drinslitien Precodisg Repedt Fapt
M 6 .
[ Lisdicap

Select OK to select the defaults or make changes, then select OK.

1l

iingithed; 2

TP, F, | ., P

In our example, we have chosen a letter-size page portrait orientation.
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4. Create the headings. As each heading part is created, position it on the report.
1

SCHOOL NAME

1. Select the Text Tool ],
2. Select a point on the upper right hand corner of the report.

3. Select Object > Properties.
4. Type “Hill Billie High School”.

5. Set the font to Times New Roman, font size to 18, style BOLD.  ~ .. = —g—— T
6. Select OK. Position the object. el =ew o e
Srudent N ame 4L autFirse) Teenter: {Grndier) b Hill Billie High School s
Stondent Number: . {10} Eirthdage: —([HF) $34, Koot 5358 Basi ST
Lotker Namber: < ~{Locker Number) ‘1.|-d: (Girade Level) " Canyon Vigw, AZ 53535 =1 == !
' omhination: -{Lacker Combinatienlinier Daie: - Entry Daie)
- - % SCHOOL ADDRESS

STUDENT NAME AND INFORMATION
. Select the Text Tool [4].

. Select an insertion point below the high school name.
. Select Object > Properties.

. Type “555 North 650 East”, press ENTER.

. Type “Canyon View, AZ 55555”.

. Select font Times New Roman, font size 14.

. Select OK. Position the object.

. Select the Text Tool [, Select an insertion point on the report.
Select Object > Properties.

. Type “Student Name:” and press ENTER.

Type “Student Number:” and press ENTER twice.

Type “Locker Number:” and press ENTER.

Type “Combination:”.

NO O~ WN =

. Set the font to Times New Roman, font size 12.
. Select OK. Adjust placement as needed on the report.

PNOOAWN

A n A =t

STUDENT ADDITIONAL INFORMATION

. Select the Text Tool [&]. Select an insertion point in the report.
. Select Object > Properties.

. Type “Gender:” and press ENTER.

. Type “Birthdate:” and press ENTER twice. e
. Type “Grade:” and press ENTER. s 8 i ] 0[] e [
. Type “Enter Date:”. e i o T

. Set the font to Times New Roman, font size 12. S e R
. Select OK. Adjust placement as needed on the report.

OCoONOOUThA W=

STUDENT NAME AND INFORMATION ey i)

1. Select the Text Tool [A].

2. Select an insertion point on the left hand side of the report.
3. Select Object > Properties. - =

4. Select the Fields Tool . 8 s

5. Select the field for last,first for student name. Select INSERT and press ENTER. e dm s -
6. Select the Fields Tool [2]. T

7. Select the field for the student ID number. Select INSERT and press ENTER twice. B

8. Select the Fields Tool [2]. WD o7-Te_4

9. Select the field for the student locker number. Select INSERT and press ENTER. MERLOT-THE

10. Select the Fields Tool [=. bl
11. Select the field for the student locker combination. Select INSERT. MED. OTP-L

MED OTP-DTaP_4

8. Set the font to Times New Roman, font size 12. iy

9. Select OK. Adjust placement as needed on the report. MED_Has-B_1
MED_Heg 2

STUDENT ADDITIONAL INFORMATION

1. Select the Text Tool [44]. Select an insertion point in the report.
3. Select Object > Properties. Cance) [ —
4. Select the Fields Tool =],
5. Select the field for student gender. Select INSERT and press ENTER.
6. Select the Fields Tool =],
7. Select the field for student birthdate. Select INSERT and press ENTER twice.
8. Select the Fields Tool =],
9. Select the field for student grade. Select INSERT and press ENTER.

10. Select the Fields Tool =],

11. Select the field for student enter date. Select INSERT and press ENTER.

12. Set the font to Times New Roman, font size 12.

13. Select OK. Adjust placement as needed on the report.
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Make sure the fields are aligned and have adequate spacing in from the outside
margins of the page. Don’t worry if the codes cross one another. It is important to
only make certain the correct amount of space is available for the information that
will print in that field.

Create the Class Schedule heading.

Studemt Name: - LastFirsoy Geenter:  ~{Gemdery Hill Rillic High Schoal Prispérties
Student Number: - {10 Birthdate: ~([HEH)
333 loorth 33k Easi
55 Lime Width 0.25 (Points)
Locker Number: - ~{Locker Number)  Grasde -{Grade_Level) Canion View, AZ 33355
Combination: {Locker onshinationnter Date: < Entry Date) Line Colar .
Class Schedule Layer 1
Create the Lines. Cancel | (FHOK=S)

. Select the Line Tool /.
. Draw a horizontal line across the report directly under the headings.

. Select Object > Properties.

. Change the Line Width to 2.0.

. Select OK.

. Select Object > Duplicate to duplicate the horizontal line.

. Press CTRL « to align with the first line.

. Press the | to position the new line down about a 1/4 inch from the first.

O~NO TR WN =

|_ For my own ease, | have added a line at the
midpoint of the report.

Twai

8 e AT i T I b 10 Sy Yt Lar b e bt e Ty
[y

Class Schedule heading

. Select the Text Tool [4].

Select an insertion point in the report.

. Select Object > Properties.

Type Class Schedule.

. Select font Times New Roman, font size 14, style BOLD.

. Select Center Alignment.

. Select OK.

. Position the text object to be centered between the lines and
between the margins of the page. If necessary, stretch the
text box to each side of the report page to center accurately.

[

%
ONOUAWN =

The page is now set up with the headings and ready to have the schedule form
created and put into the report.
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6.

Create the Schedule Form.

Select the Schedule Tool [El. The Schedule properties window opens.

Student Schedule Listing
1
Fer. Coursel Course Teacher Hoom |
LA BOG00 Bislagy Sarsthy, Gaorge i)
IA]  BOOTS0 Englsh 10 Sahgom, Mark caz
L) G022 Conpuner Solence Grubermer Jose ERDD
4A] By S Adwnced Fobtery Callus, Cynihia At
S(A]  G0N004  Cowpuber Prograsaning Brausthy, Brriat Conputar Lab
A  G00820 Chonit Mt iy i Raoi
Al GOOTOD Fitnexs For Life Johns, Baity T A
A EON505 s Marcs, Lils At r
-
LI ]|
| Fants | Periods * Columns 1
Infarmation Current Historical
Period- & | 025 4 b | Store Code Store Cade
Teacher & [ _'12.5 4 b Citizenship: 0.00 '31 [ Citizenship: [ oo 4 B
Course: & | 1.50 4 b Comment: o000 4P Comment: [ a00 4Bk
Courses: B | 075 4 B Grade oo0 4k Grade (o004 b
Section® Moo 4 b Percent: " o000 4k Percent: [ T o000 4B
Room- @ | 5o 4 b | Absenses 000 4P Absenses: a.00 4 b
Tardies: ) | 000 4 b Tardies: ] | o.00 4 b
Schedules # [ Cancel oK

Verify or activate the following checkboxes in the Information column:

* Period

* Teacher
* Course
* Course#
« Room

When selected, the fields may cross over each other in the display, but this will be
fixed when we adjust the column placements.

Adjust the cplumnéqlacement numbers manually or using the left and right arrows
next to the field. Adjust them to match the numbers in the graphic above.
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Fonts Tab
Student Schedule Listing

Per. Teacher Course Reom

1[k]  Sanith, Georga By 500
&) Jobwon, Mark Englith 10 ]
Al Ceatirres, Joke Cenurdr Soianca ES00
A] Callng, Cynitin Advanced Poftery A
Al Beeth, Brad Comparter Programaning Compiaer Lab
AJ Hewlent, Jm Chaeus by Pl
AJ Juobes, Bathy Feness ForLie Gy A
A]  Marca, L Camnics A

F Fonts | Periods T Columns |

Column Header

Font: | yelvetica

|Column Header: Select Times New Roman, Size 11, BOLD. |

m Size: g

Schedule Listing

Font: | yetvetica

8] sole: #eold [ ralic ) Underine

|Schedu|e Listing: Select Times New Roman, Size 10. |

E! Size: g

Ti Style: [ Bold [ italic [ Underiine

Schedules _ﬂ [' Cancel ) [ oK
Periods Tab
Student Schedule Listing
F.  Teasher Courie Roomn i |
1Al Swith, Gaone Biskogy D500 :
A1 Johnzen, Mk Englsh 10 caM
&) Gusbarras, Jofa Con i SoEncE E&0)
&) Collng, Cynthin Advarced Pottery At
Al Bawrth, Brnd Counputer Programndsg Coargeater Lb
] Harwlgi, Jan Chisus Wexiz B
&) Johnz, Betiy Filness For Lile G A
&) Maecs, Lils CErrss A i
T e
[ Foms I Periods ] Columns |__
Periods 1o List
1. LAY 6. GlA) 11 16.
2. 214 7. TIAY 12,] 17
3. 34 8. BiA) 1 13 8.
4. 4A) 9. 14. 19, Delete Record #8.
5. SlAd 10, 15. 20.
Scheduiles ?} (cancet ) ( Ok )
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Save the Schedule to re-use at another time.

LA Campster Prograsireeng Bt Firsd Compuncr Lab
A Chawas Hewtar, Jim Ml Hon
Tk Fitrcas Faf Liks Joksts, BeAvy Oym A

F Fomls l Periots | Columns |

Calumn Hesdar

Fant' | Times New Roman _=r Size: 11 & soe M gold ] iratic [ Underfine

Shedule Listing

Fort: | Times New Roman _='F size: [10 “:,-] sevle: [ Bold [ lalic ] Underline

schedes ) | 50/ SAVE--

Select the drop down list next to “Schedule.”

Basg
school numbser L

| Edit Schedule Listings....

ie Save Schedule Listing As ] ] L
i 2 Type in the title for the new schedule listing.
W half_page_schedule
[ Cancel |
Select OK.
Student Schedule Listing : : |
Fer. Coursel Course Teacher Hoom
1Al BOOIOD  Blskgy Saith, George oS00
A]  BOOOS0 Enghsh 10 shngom, Mk L F ]
L) G022 Conzuner SBolence Grubermer Jose ERDD
(A BOORAS  Advenoed Fotery Callas, Cynthin At
HA]  GON004  Cowpaster Programaning Brath, Bt Computar Lub
EA]  S00R20 Chaonid Harslatr, iy Pagic: Rt
Ti&) BOOT00 Fitness For Life Johns, Baity Lo
A EON505 s Marcs, Lils At r
ieln
[ Foms | periods [Columns
Infarmation Current Historical
Period- & | 025 ¢ b Store Code Store Code: |
Teacher- B | 325 4 b | | Chtizenship: O “oo0 4P Citizenship: 7 | oo 4B
Course: 150 4p Comment T  0.00 4P Commen: | 0.00 4B
Courses: &1 | 075 4B Grade: | | 0.00 4 b Grade: 0 | .00, 4 b
Sectiond: O - 0.00 q b Percent: _Crﬂll:l 'd [+ Percent: [ _E?D- q B
Room:- @ | 5og 4 b Absenses: [0 0.00 4B Absenses: (] 0.00 4 b
Tardies: ) | 000 4 b Tardies: O] | o.00 4 b
Schedules :I [ Cancel ) [ OK
Select OK.
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student Name: - -{LastFirst) Gemder:  -{Genden) 1ill Billie High Schaol
Sudenl Nmmber: - ~(10) Eirbhdsie: ~{[Ey
5353 Norh EME Exin
Locker Number: © ~(Locker_ Nuwmber) Grade:  -(Grade_Levely Casyon View, AZ 35533
Combinaties: {locker Combisationnter Date: <Eatr Dasey
Class Schedule
e Tear e -
A st pcriad indkc )

Create guidelines for easier viewing of the schedule.

Stedent Name: {LautFirst) Gender:  ~{Gender) Hill Billie High School
Simdend Numbor: {11y Baribdate: = [0KH)

$45 Morth B850 Eaxt
Loscher Nussber:  ~(Lecker_Number) Grade: {Grade_Levely Camyon View, AL 33333
Cambdmation: -4 Locker_ Combinstioibaior Date: < Enirviste)

Class Scheduls

.l
&
&
£

Ak i &k &[T

We will create the interior lines first, then the outside box.

INTERIOR LINES

1. Select the Line Tool /.

2. Draw a vertical line between the Period and Course Number on the schedule. Use the heading as a guide for
where to place your line.

3. Select Object > Properties. Set the Line Width to 1.0.

4. Select Object > Duplicate. Press CTRL 1 to align the top of the line with the original. Press CTRL — to
move the line and position it next to “course heading.”

5. Select Object > Duplicate. This should place the next line precisely where you want it to be. Repeat for the
remaining interior lines.

CREATE THE BOX AND FINAL LINE

1. Select the Box Tool 2.

2. Draw a box around the class schedule. Adjust the lines as necessary to touch the box as shown.

3. Select the Line Tool I,

4. Draw a horizontal line under the headings but above the class schedule information so that the lines end
points touch the outside box around the schedule.
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8. Create Parent Information.

Studbeni S me: {lasiFirsi) Gemider:  ~{Gender) Hill Billic Migh School

Student Namber: (10 Birthdate: -q[HIEy

. ) Margh £50 1
Lackar Sumbar iLegker Numbsrd  Grade iGrade Lavelj Canyon View, AZ 55555
Combsinalien iladcker Combinatisdaior Date: ~(Eatry Daic)

Class Schedule

Per, Coamsll | Cooms Teachor Heom

AT |- = pord _ale I[ A} cowws agasnd _sala DA} mechod gagarad ke ||A] reem)

VIR of ‘penad_wis &) covre| iy fa 3 &) poam)|

LT " pord gl A ) vuwe n| ol HA) enem i

| it e 4] o o To instruct PowerSchool to move to

Wy |4 " prurmd_pm o {0 wsrn] shigresnd_fn 3] e =i ynaemi| | the next record when populating the

RV E of ‘penad_wis Sl A) covrnc| digoned_mis §[A) ieachod fipenad_mia ia) ream)) schedule:

May |- " prorveed e HA) cowrwe| siigaemd e le AN mevhoddogurad _nfs HA) reem)) y . .

C 1. Select the right-most last field. In
Ay changes ba this schedule should be discuss d with the counseling omier this example, the Father's Work

Parcol Guardian:  ~{Mother b-{Fatheri Heme Addross: - Mailing_Strec) Phone is the last rlght'm?St field.
P — Mame_Phanel {Mailimp_Ciy) 2. Select Object > Properties.
Mother Winrks —iiie ~{Mailing_State—{Mailing_#ip) 3. Activate the checkbox next to
Father Work: | ~(Father) * : g “Move to Next Record.”

©CONOOAWN

PARENT NAME AND INFORMATION

. Select the Text Tool [4]. -

. Select an insertion point on the left hand side of the report. il

. Select Object > Properties. —
Type “Parent/Guardian:” and press ENTER on the keyboard. SR
Type “Home Phone:” and press ENTER on the keyboard.

. Type “Mother Work:” and press ENTER on the keyboard.

. Type “Father Work:".

. Set the font to Times New Roman, font size 12. i
. Select OK. Position the object left aligned as shown. 1

1.
2.
3.
4.
5.
6.

HOME ADDRESS i L

Select the Text Tool 4.

Select an insertion point on the right hand side of the report. | @ s imisy
Select Object > Properties.

Type “Home Address:”

Set the font to Times New Roman, font size 12.

Select OK. Position the object as shown on the graphic above.

CQOWONOARWN=-

N

PARENT NAME AND INFORMATION FIELDS

. Select the Text Tool [#4]. Select an insertion point to the right of Parent/Guardian.

. Select Object > Properties.

. Select the Fields Tool *| and insert the field for Mother and the field for Father and select OK.
. Press ENTER on the kevboard.

. Select the Fields Tool ®| and insert the field for Home_Phone and select OK.

. Press ENTER on the kevboard.

. Select the Fields Tool ®| and insert the field for Mother_Work and select OK.

. Press ENTER on the kevboard.

. Select the Fields Tool ®| and insert the field for Father Work and select OK.

. Select OK in the Text Properties window. Position the fields as shown above.

| an | |

1

2
3
4
5.
6
5
6

HOME ADDRESS FIELDS

. Select the Text Tool 4] and select an insertion point to the right of “Home Address:”
. Select Object > Properties.

. Select the Fields Tool *| and insert the field for Home_city, select OK.
Select the Fields Tool *| and insert the field for Home_state, select OK.
. Select the Fields Tool *| and insert the field for Home_zip, select OK.

. Set the font to Times New Roman, font size 12.

. Select OK. Position the object as shown on the graphic above.

. Select the Fields Tool *| and insert the field for Home_address, select OK and press ENTER.
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9. Create the text object “Any changes to this schedule should be discussed with the

counseling center.”

Sredemt Name: AL aanFirst) Geender:  ~{ender) Hill Billie High School
Stmdent Numbeor: . ~(1D) Birthdate: ~(DOE)
444 Morth 350 Exig
aven View, AZ 55553
Locker Numsbher: - ~{Locker_Nomber)  Grasie ~{Gradse_Lavel) Camyes Vidw, AZ 13
Combination: JLecker Combimationkntir Dale: ~(Estrbale)
Class Schedule
Par i surws Haam
T B = YT
o P
s g
sl A e, i pptpersea, i
| AR S
Al |- imbaBA
i I ey, —

Farent Guardian: -4 Matheri Fuilery

Home Address:  ~{Mailing_Street)

Hedne Plienc: i Hemme Phasc)
Moiher Work:
Farher Warks 1. Select the Text Tool 4],
2. Select an insertion point below the schedule form.
an e 3. Select Object > Properties.
e e g 4 e 13 e o 1 e St e s Byt Typeg 4. Type “Any changes to this schedule should be discussed with the counselling
s center.”
5. Select font type Times New Roman, font size 12, /talic.
6. Select OK.
7. Position the sentence just below the schedule form on the report, left aligned.
B =|=|m| -
u -
i B
oo
You have now created a schedule for one student, but it is only a half page. In order
to create a full page that includes two schedules, we must copy the first half and
place it on the second half of the page below the marking line that | created earlier
for ease of use.
10. Duplicate the first half of the page.

Select Edit > Select All to select all the objects in the report.

Select Object > Duplicate.

Press CNTRL « to align the duplicate with the top half.

Press CNTRL | to move the duplicate to the bottom half of the page.

Turn the next page to see the final outcome.
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Student Name: {LasiFirsi) Gender:  ~{Gonder) Hill Billic High School

Student Namber: <104 Birthdate: ~{[H)E)
. . . . 555 Norh £50 East

Canyon View, AXSSLE8

Ladker Numbar:  -{Lacker Number)  Grade: ~Alirmide_Level)
Combsination: {locker_Combinatisdlater Date: ~{Entry Date)

Class Schedule

Far. |Coars® | Coos Tascsar Hoom
e = o el _a e [} Saue sa| spgaeiad _n s D[] mathad gagaraed_uls 1[A] ram)
Hay |4 oA *penad_wia JA) covrne| iigened_ata J[A) mecind fepenad_wia 1A) ream)
LV E o "l _sule JA) vow v apupassna_su s S{AY mrhad fagaresd_omfs HA) nsm)
TN O o prorvasd_vm T A o | rggesnd_snln 4{AN murhad o aguresd_m e &A1 ronm)
ey | el _ym e SNt | ofrgassmal_sn s SEAN snmerhad fugarasd_mfa S{A) sanm)
fay |4 o “penad_wis §{A) cowue| wiigenied_wia §[a] mechod Adpanad_wia §4) ream])
LTV el _ynfe HA) vowee] apgasond o ln AN mevhof fagarsd_ssfs HA) rssm)
by changes b this schedale showld be discussed wilhi the counscling center
Farcnt Geardian: {Mather p={ Fathar) Hame Addres: {Mlailing_SErect]
o me Phane: ~{Home_Phane) ~{Msilimg_City)
Mwilser Wark: ~i{Makling_Stwie - Mailing_Liph
Father Wark: .
Siwdend Name:  ~{LaxiFlrsi) eender:  —iGender) Hill Bilkie High Schosl
Siwdent Number:  ~{1 Biribdaie: ~{D{HH
555 Morth 850 Hass
Locher Numbar:  ~(Locker Nusber)  Gradei  ~plirade_Laevel} Canyon View, AZLS5553

Combinaiion: rdlacker U mbsneibelfaior Date: —{Esies Daieh

Class Schedule

Per. [Cearwld |Loams Teéae ber Room
[HERE " parend_mmfe 1A mwian| shigrind_ndn 1[AN mwrhe | hugrend o ba 4] rmam)
ELVI E'E o parend_ale A1 cewian| epagused e ls HA) ek 'j.qu.u_-u A rmnm)
LR 'S " parend_sm s A umran] whagried_nle JAN mwebeffugrrend s bs J{A) rmem)
djay 4" of "peraad_smia d] ) courie| whigoned ot ALA) muthcf figerad_atla d[4) rasm)
#ay |4 Ap B FA ) wmrnn whgrivnd_nle (AN mwrhe| Sy e S[A] rwem)
e | = parend sl A cosina higurend_mia WA) rmem)
U PR " parend_mfe M uran] shagrind_nle AN mwrhe | fuprrend_oabe JAT wom)
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Farent/ Gusrdiss: - Malher i Failseri Heme Address:  —(Malling_Siroei)

Hons Fhsne: {Home_Fhenc) ~{Mailing_ iy}

Mather Wark; ~{Mailing_Sestep-{Mailing_#ip)

Fathar Wark:

11. Select File > Save As to save the file under a unique name if you have not already
done so. If you have done so, select File > Save.

You may now export the file to XML and import it into PowerSchool to create sched-
ules using your new design.
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Appendix: Shortcut Table

File > New 3£ N
File > Open #£ 0
File > Close W
File > Save ¥ S
File > Export XML ®E
Edit > Undo ¥z
Edit > Redo 137
Edit > Cut 3 X
Edit > Copy 3 C
Edit > Paste ®y
Edit > Select All A
Edit > Spell Check Selected Objects 3L
Object > Properties P
Object > Duplicate #D
Object > Insert Fields ¥F
Object > Insert Functions 3 |
Object > Replace Text ¥R
Object > Align Objects ¥y
Object > Group # G
Object > Ungroup £ U
Object > Filter Selected Objects 1¥S
Style > Plain 1¥#P
Style > Bold 13¥B
Style > ltalic 13
Style > Allignment Left T3 L
Style > Allignment Center 13¥C
Style > Alignment Right 1 ¥R

CTRL + 1 | « or — mvoes the object in larger increments as set in Layout Settings.

3 + 1 | «— or — resizes an object

3£ + CTRL + 1 | « or — resizes in chunks
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Index

A
Add Fonts 3-17
Add Text 3-1

Align Groups 11-5
Alignment 3-2

alignment 5-2

Alignment Selections 5-3
Align Multiple Objects 5-2
Align Objects.... 54
Align Object Widths.... 5-5
Align Text 3-4

Align to Grid 5-3

anchor point 3-4
Attendance Call List 12-1
Award Certificate 12-1

B

Basic Features 2-4
Boxes 4-1

Box tool 4-1
Bring to Front 5-9

C

Center Objects on Page... 5-8

Clipboard 3-5

Color 4-1

Columns Tab 9-1, 9-8
Components 10-1
Coordinates 3-4

D

Designer drop down 6-1
Download 1-3

drop down menu 6-1
Duplicate 11-3
Duplicate Text 3-8

E

Edit Text 3-5

Export 10-1

Export a Component 10-2
Export XML 10-6

F

Field Lists 8-2

Fields 8-1

Fields Tool Button 8-6
File Drop Down Menu 6-2
FILL 7-4

Fill Down 7-4

Fill Down Autonumber 7-4
Fill Number 7-4

Fill Right 7-4

Fill Right Autonumber 7-4
Font drop down menu 6-5
font incompatibility 3-18
Fonts 3-17

Fonts Tab 9-2

Frame Type 3-9

Frame type 3-2

Function as a Component 8-16

Function Component 8-16
Functions 8-1, 8-10

G

Graphic 4-11

graphics 4-1

Graphics tool 4-1
Grid Size 3-3

Grid Size Options 2-11

H

High School Transcript 12-1, 12-12

How to Start 2-9

|

Identify Object Layer 5-9
Import 10-1
Import/Export Report 10-3
Import/Export XML 10-1
Import a Component 10-1
Import XML 10-3, 10-5
Increments 4-3

INSERT 7-3

J

jpg 4-1

L

Layer 3-2
Layers 5-9



Index

Layout Settings 2-11, 3-3, 4-3 Send to Back 5-9

line attributes 4-2 Set Object Position 11-4

Line Height 2-9 Set Object Position... 5-6

lines 4-1, 4-2 SET WIDTH 7-5

Line tool 4-1 shortcut 2-7

line width 4-3 Show Ruler Lines 2-11
Space Objects... 5-7

M Spellcheck 3-16

strings of text 8-1

Student Schedule 12-22
Style drop down menu 6-5
Style sheet 3-10

macro-like strings 8-1
magnification 3-5
Menus Overview 2-7
Move Backward 5-9

Move Forward 5-9 T
movement 4-3
Move Text 3-3 tab delimited 8-1
Move to Next Record 3-2 Tables 7-1

Table Wizard 7-1
N Text 3-1

text objects 9-1

Text Properties Window 3-2
Text Properties window 3-1
Tools Overview 2-5

[0) Transcripts 9-8

Numbered List 3-14
Numbered List with Text 3-15
Numbers 3-14

Object > Insert Field 8-7 W
Object alignment 5-2
Object drop down menu 6-4
Object Layer 5-9

Object layers 5-9

Object Position.... 5-6
Options Tab 9-8

Order Object Layers 5-10

P

Periods Tab 9-2
Picture 4-11
pictures 4-1

R

Re-order Object Layers 5-9, 5-11
Register 1-4

Registration 1-2

Remove Fonts 3-17

reports 11-1

Resize Text 3-4

S

Schedule 12-1, 12-22
Schedule Listing 9-5
Schedules 9-1

Workflow 2-2
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