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Overview 
 
This guide accompanies the Pupil User guide, and is intended for the administrator of 
the system.  
 
Before the Pupil system is used, the various configurations and settings within the 
system should be reviewed and updated where necessary. 

Platform 
 
Access 2000/XP/03 database and application 
 
Requirements 

 Software: 

 Microsoft Office 2000/XP/02.  

 Microsoft Access 2000/XP/02. 

 PC: Windows NT, 2000, XP 

 Server: access to a network server or local drive to store the data file. 

 Backup: if the data file is stored on the local drive, it should be regularly 
backed up. 

 

Getting Started 
There is a separate document, PUPIL_Database_SystemSetUp.doc which 
documents how to obtain and install the PUPIL database files. 
 

Which database am I connected to? 

 

 Select Help, About from the top menu bar: 
 

 
 

 Then click System Info: 
 

 
 

 The data file should be in a location where it can be backed up regularly. 
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Re-linking to the data file 
It is necessary to re-link the application file to the data file when: 

 you are using the system for the first time 

 your data file has moved 

 your are using a new version 
 

 
 

 Navigate to the data file, click once then click the ‘Open’ button.  
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Linking to demographics in other systems 
 

 Demographics held in other systems can be imported into Pupil 

 The import file must be in CSV format (comma separated values). This format 
is compatible with spreadsheets and most other programs that allow data 
exports and imports. 

  

 Select from the top menu bar: 
 

 
 

 
 

File format for importing demographics 

 Use the Help button  to create an Excel template that can be used to import 
data: 
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 You will then be prompted to save the blank template to your file system. 
 

 
 

 The reporting data from your administration system can be used to populate 
this template. 
 
NOTE When the demographics file is imported: 

1. New people are added. That is, where there is no matching Student ID 
2. Existing people are updated, matched on Student ID 

 
The thing to be careful of is where ‘Joe Bloggs’ is in Pupil without a Student 
ID. When a demographic file with ‘Joe Bloggs’ is imported, it will be added as 
a new record. 

 

Field names for importing (bold are compulsory) 

 
ID 
Surname 
FirstName 
Gender 
DoB 

AKA 
AddressLine1 
AddressLine2  
AddressLine3 
Phone 
Ethnicity1 
Ethnicity2 
Ethnicity3 
Contact 
Allergies 
Medications 
GP 
Dentist 
Class 
Year 
ContactPhone 
ContactWork 
ContactCellphone 
 

 The ID field must be unique. 

 Please make sure the column headings match this list. 

 Files can be imported as regularly as you require. 
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General Interface notes / beginners guide 

 
 
Add a new record here:  The current record: 
 

 
The icon changes to a pencil to indicate writing a new record. Press F9, or move off 
the row to save. 
 
To delete an entry, click to the left: 

 
 
Then press the delete key on the keyboard: 

 
 

 There is one warning before 
the record is deleted. This 
mechanism applies throughout 
the system. 

 Use the ‘Esc’ key on your 
keyboard to back out of an 
action, or if you get stuck. 

 

 Date fields have a pop up 
calendar that is activated  by 
double-clicking on the particular 
date field: 
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Log in  

Click on data base icon as set up by IT 

First log in: Jane Purple  
Password:  123  
or  

                   Admin  
Password:  adm1n 
 
 

Main Administrator screen 
Select ‘Admin.’ from the top toolbar: 
 

 
 
 

 The administrator screen has the following tabs.  You may need to scroll up to 
the top of the page to see all tabs. 
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Security and Users 

 

 

 

 Enter as many healthcare workers as required. The active names will appear 
in all data entry screens 

 For users of the system, allocate a password and security level, users can 
then change their own password as desired  

 
 
 
 
 

Security levels 

 Admin: can access all functionality 

 Data entry: can enter and update data. No administration screen. 

 Scheduling: only has access to the clinic appointments. 

 Read only: Can read screens and print reports 
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Classes, Terms and Rolls 

 

 

 

 

 Classes – appear as drop-down choices for data entry, searching and filtering 
reports  

 Add any new classes and inactivate old classes, you can not delete classes if 
any information has previously been recorded against the class 

 Terms - mainly used for the school year 9 assessment term reports. 
(Optional).  Include ‘year to date’ to provide a whole year report 

 Year 9 roll, mainly used for the year 9 assessment term report (optional) 
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Presented With 

 

 

 

 

 
 
 

 Select a Category to maintain the Presented With choices.  You can add 
extra choices at the empty line with the star symbol on either side 

 The Read Codes are for consistency of data entry and reporting, but are not 
necessary 

 Items will re-shuffle alphabetically on closing out of data base 

 For maintaining the Event data-entry drop down list 

 Each Category can have many Items. Reports can be grouped at a Category 
or Item level. 
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Treatment Categories 

 

 

 

 For maintaining the Event data-entry drop down list 

 Each Category can have many Items. At present the categories are 
undefined, so all reporting is at the Item level. 

 You can add extra choices at the empty line with the star symbol on either 
side 

 Items will re-shuffle alphabetically on closing out of data base 

 

Referrals 
 

 Set up Referred To categories and Items.  You can add extra choices at the 
empty line with the star symbol 

 The ‘Send email’ button can be used to set up an email message to the 
Referral source. 

 Items will re-shuffle alphabetically on closing out of data base 
 

 
 
 
 
 
 

 This list repeats as drop down in the Event data entry screen on the main 
person screen:  
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 If the Referral is marked as Ongoing, it raises a flag in the main person 
screen.  

 Recording a completion date removes the flag 
 
 
 
 
 
 
 
 

 The referral list also appears as a drop down list when a referral is made from 
an Event Question in the Response tab of the Event screen: 

 

Risk and resiliency 
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The weightings can be adjusted.  Current weightings have been audited by Dr 
Richard Mackenzie in consultation with the Society of Adolescent Specialists in 
America  
 

 

 Where risk total adds up to more than resiliency total for an event, a warning 
flag on the student screen is raised. 

 

Other lookups 

Chronic conditions 

 

 
 

 This is the drop down choice on the main person screen 

 Raises a flag if more then one entry is entered against someone. 

 Can be used as a filter on the search person screen 

 Also used for reporting 

 Add extra choices at empty line with star, items will re-shuffle alphabetically 
on closing out of data base 

Outcomes 
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 This is the drop down choice on the Event screen. 

 Used for reporting 
 

Hot Keys 
 

 
 

 Used to speed data entry when entering Case Notes 

 Pressing the hot key pastes the relevant phrase at the position of the cursor. 
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Event Types and Questions 

 

 

 

 You can set up as many Event types as required. The default scheduling is 
used when creating date based schedules. 

 Add extra choices at empty line with star, items will re-shuffle alphabetically 
on closing out of data base 

 Each event type can have multiple questions which can be used for gathering 
data 

  
Link to questions will show any questions already loaded for that event type  
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To set up questions for an event type 

 Click on  the maintain questions and choices’ button and choice questions to 
carry across, you can only carry one question at a time 

 

 
 
 

 If wanting to add a question, scroll to empty line at the bottom of the box, 
select section from drop down choices, write question under description 

 

 Question number: use as a reference 

 Section: for keeping related groups of questions together 

 Description: Free text 

 Drop down choices: use this to allow the data enterer to select from a limited 
list. 

 Active: flag if the question is current 

 Yes/No: data enterer must select Y or N 

 Free text:  data enterer can type in anything 

 Number:  data enterer must enter a number 

 On front sheet: for displaying on the front sheet screen and report. 
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Creating schedules/clinic setup 

 

 Click on  ‘create schedules’ button: 

 Select type from drop down choices created in event type set up screen 

 Health provider from thee drop down choices in the health care provider set 
up 

 

 
 

 The loading process may take time if creating repeat clinics over a long 
period of time 

 Once created, you can work with the schedules using the ‘Manage clinic 
appointments’ main menu choice 

 

 
 

 


