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1.0 Fundament al s

1.1 Logging In

Individuals will receive their login name (username) and temporary password from their school
or district support staff. On initial log in, users will be required to change the temporary
password before they can proceed. Passwords must meet the following criteria:

Minimum length is 8

At least one number

At least one capital and lowercase letter

At |l east one symbol that isndt a letter or num
Cannotcont ain 6épassworddéd, |l ogin name, first name,
birth, personal id, or only sequential letters or numbers.

=A =4 -4 -4 =4

Goto

Login ID
nstafi

Password

S8000000000

Enter the following information in the Change Password pop-up that displays next:

Password Requirements

I forgot my password

* Minimum length is &

« At least one number

« At least one capital and lowercase latter

« At least one symbol that isn't a letter or number

« Can't contain ‘password’, login name, first name, middle
name, last name, date of birth, personal id. or only sequential
letters or numbers

Current Password

New Password

Confirm Mew Password x Your password has expired.

Please create a new one.
(@0

& ok

1 Current Password 1 enter the assigned temporary password
1 New Password i enter the new user created password
1 Confirm New Password i enter the new user created password a second time

Fundamentals v2.6 Page 5
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Click OK.

The Security Preferences Update pop-up window opens next. Setting security preferences will
make it possible for a user to use the | forgot my password option that displays on the login
screen. Enter the following information:

Primary email - confirm or enter the user email that will be used for password recovery
Security question i select a question from the dropdown list

Security answer i enter the answer to the selected question

Confirm answer 1 enter the answer to the selected security question a second time

=A =4 =4 =4

Security Preferences Update

To enable self serve password recovery, please provide the following
information

Primary email |emai|@emai|.cnm |

Security question | v

Security answer | |

Confirm answer | |

| @ soomie [l x Lecer |

1 Click Submit

Alternatively, select Later and the Security Preferences Update pop-up window will display
again on the next login.

Fundamentals v2.6 Page 6
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20 Managing User Preferences

2.1 Security

The level of access each individual has in MyEducation BC, i.e. what data elements and menu
items they can see, etc., is determined by the security role(s) assigned to their user account by
their district or school.

2.2 Settings Bar

The settings bar is the first level of navigation in MyEducation BC. The options visible to the
user are determined by the security access granted by the district. Select School, for example,
will only appear if the user has access to more than one school.

All users see Set Preferences, in the drop down menu under their name, and Log Off.

School view » A Select school Staff, New w = Log Off

Assessment Schedule  Global Tools  Admin

2.2.1 View Navigation

The View that individuals see when they login, e.g. District, School, Staff, etc., is the default
view for the security role assigned to their user account. If a user has several roles assigned,
the preferred View can be set as default under user preferences. Users with access to multiple
views, as illustrated below, have a dropdown selection for view navigation. Selecting a different
view from the dropdown changes the way the information is displayed, and scopes the
information to the selected view. The example below shows the options typically available to a
District level user.

District view v  Staff New v ® Log Off

Tools ' Admin District

School
Staff
Health
Build

Student Services »

Fundamentals v2.6 Page 7



AL/
Al

Q
&L MyEducationBC FUJITSU

To change views:

1. Click the drop down menu under the current View on the settings bar
2. Select a view.

2.2.2 Select School
If the user account has access to more than one school, the Select School option will appear on
the settings bar menu.
To select a school:
1. Click Select School on the settings bar.

2. In the pop-up window that displays, click the radio button beside the appropriate school.
3. Click OK.

School view w A Select school Staff, New « = Log Off

W
LTI

< | 1:Bulkley Valley Education Col~| >

Search on Mame Q,

Name 11
()  Bulkey Valley Education Conn 5499163
() Bulkley Valley Leaming Centre 5400182
®  Houston Secondary 54540M
| (O Mungim Mem StrongStan Cir 5425022
—'i-.! (O Muheim Memorial Elementary 5454006
()  SD54 Outreach Program 5425442
() Silverthome Elementary 5454004
(O Silverthome StrongStart Clr 5425153
() Smithers Secondary 5454012 _
(O Teliwa Elementary School 5454005
—

2.2.3 Set Preferences

This option on the settings bar allows users to personalize MyEducation BC. The preferences
that display in the pop up are specific based on the roles assigned to the user account and
depend on the view the user is in, e.g. District view is different from School view.

Fundamentals v2.6 Page 8
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2.2.3.1 General

The settings under the General tab determine the default presentation of screens for the user i
i.e. the default view and school as well other options of a general nature. See the table
following the screenshot for a definition of each of these fields.

Home Security Communication

Default locale | Canada v |
Default View | District v|
Diefault school Haouston Secnndar&.rq

Disable User-defined Help

List Options

Records per page
Show lower page controls

Warn on save

Auto-save interval (minutes)
L]

oo

Field Description

Default Locale Default Locale determines the Language and Date format for each individual
user. French (Canada) displays French text and report options, while Canada
will display English text and report options.

This selection also affects the display of dates in MyEducation BC:
Canada: Dates appear as date/month/year

French (Canada): Dates appear as year/month/date

US: Dates appear as month/date/year

Note: A Default Locale must be set to prevent exception errors when saving
preferences, including the Gradebook Preference Settings.

Default View Click this drop-down to select the default view when logging on to MyEducation
BC if the user has more than one view.

Fundamentals v2.6 Page 9
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Field

Description

Default School

Click the @ to select the default school when accessing the School view if the
user has more than one school.

Auto-save interval
(minutes)

Type the number of minutes to lapse before the system automatically saves the
information entered on a detail page. The system displays a message to the right
of the Save and Cancel buttons on detail pages, alerting the user of the time of
the last auto-save, or why the auto-save failed.

Disable User-defined Help

This disables the user-defined helpicon ® f or fi el ds. Thi g
information on what is expected in that field.

Records per page

This determines how many records display on the screen in a list before moving
to the next page to see more. Set at the Enterprise level, the maximum records
per page is 35.

Show lower page controls

Page controls display at the top of a page where the number of records in the list
exceeds one page. To display the page controls at the bottom of all list pages,
select this checkbox.

1:Adams, Gillian - H

Warn on save

Check this box to display a warning when the user clicks Save on a list page
after using the Modify List option. This is specific to the Modify List function and
does not affect the user prompts to save when changing screens or tabs in the
application.

2.2.3.2 Home

The Home top tab in Set Preferences has one setting used in BC. The Tasks checkbox allows
the user access to the Tasks widget on the user home page. The Tasks widget is used with the
Student Self Assessment functionality. Check the Tasks box to display the Tasks widget.

General Home Security Communication
Announcements O
Favorites O
Student search O
Web sites O
Tasks
Repors O
Calendar O

&3 =

Fundamentals v2.6
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2.2.3.3 Security

The Security sub-top tab in Set Preferences recordst h e uesnailraddeess, and the security
guestion and answer, that are required to enable the | forgot my password functionality on the
login screen. User Passwords can be changed here by clicking the blue hyperlink Change then

entering the current password and new password in the pop-up screen.

General Home Security Communication
Primary email email@email.com|
Alternate email
Google Docs email Add Google Access
Security question What city were you born in? T
SECUF“!" ANSWEr sssssssssssssssssssssssssrssses
CDnﬂr|T| ANSWET |ssssssssssssssssssssssssssssnes
Password Change
o
Field Description
Primary email Type the primary email address. The system sends the password to this address

when the 'l forgot my password' link on the logon page is used.

Note: This is the address that displays in the From field when using the Send
Email option.

Alternate email

If an alternate email address is entered, that address displays. This has no
functionality in MyEducation BC.

Google Docs email

This has no functionality in MyEducation BC.

Security question Click this drop-down to select the security questiont o be used f o
passwordo function.
Security answer Type the answer for the security question. This will be case-sensitive.

Confirm answer

Type the security answer again.

Password

Click Change to change a user password. Password requirements can be
viewed by clicking Click to view.

Fundamentals v2.6
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2.2.4 Log Off

Use the Log Off button in the top right hand corner of the Settings Bar to exit MyEducation BC.
This will properly terminate the session.

30 Save Functionality

As with any software, users should ensure that they are saving often to avoid loss of
work. Save buttons are available at the top and bottom of screens throughout the application.

D e
[ [[xom

3.1 Auto-Save

In addition to the save buttons, many screens in MyEdBC have an Auto-Save feature. While
this is handy functionality, users should not rely on it as a means of saving their work. Regular
use of the save buttons should ALWAYS be the primary method for saving. See the separate
Fundamentals Appendix: Auto-Save Statistics for a list of screens that provide the Auto-Save
functionality as a back-up measure.

Note: The auto-save interval (number of minutes before a screen is auto-saved) is determined
by the user preference settings as outlined in the Preferences - General section above.

3.2 Gradebook and Grade Input Scores Save Functionality

Staff > Gradebook > Scores
School > Grades > Grade Input > Input Grid

The grade entry screens in School and Staff view have a save-as-you-go functionality. When a
score is entered and the user moves out of the cell, the message: Savi ng, Pl ease
displays above the score grid and the cell will turn yellow. The mark column entry is saved

when both the message and the yellow cell colour have cleared the screen. To avoid loss of
work, do not begin entering information into the next cell until both the message and the yellow
colour are no longer displayed on the screen, indicating the save has completed.

3.3 Removing Browser Buttons (F11)

Browser buttons for back and forward and cancel should not be used to navigate the
application. Navigating with the browser buttons can generate application errors or browser out
of synch errors.

Fundamentals v2.6 Page 12
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F11 will hide the browser menu, removing the back, forward and cancel browser navigation.
This is a toggle function; pressing F11 again will return the browser buttons.

40 Navigati &n Sedelcg i ng Records
4.1 Top Tabs and Side Tabs

Top tabs represent functional areas of MyEducation BC. These are scoped to the user view
and role so a user will only see what they have been given access to view and work with. The
top tab that is highlighted indicates where the user is in the application.

Side tabs provide access to additional details of the top tab functional area.

Pages School m 3fi Attendance Conduct Grades Assessment  Schedule

Student List \
Details
Options » Reports Help A4

Contacts
0 of 153 selected

[1:Acharva. Surui
Attend Q
ttendance A Gender  Pupil # PEN Photo YOG  School

Search on Mame o Y

Conduct | Acharya, Surui M 1520398 138214191 View 2027 Silverth
. 1 Amanse, Ellana F 763692 129621090  View 2026  Silverth
Transcript
Il Aranguizojeda, Shaunnalynn F 1281183 134485381 View 2026 Silverth
Assessments

Fundamentals v2.6 Page 13
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4.2 Sub-side Tabs, Sub-top Tabs and Leaves

Side tabs usually contain sub-side tabs, leaves and sub-top tabs.

Pages School EIULGELIE Staff  Afttendance  Conduct  Grades = Asse

Student List :: 03 - Acharya, Surui {:}

Details
| kS

Contacts
Attendance Absences: 0.5 Dismissals: 2
- i
Daily Code Time Absent?

Attendance )
_ ] 222017 O-E 12:00 PM M
~ ANy AD-E 12:30 PM Y
Daily Trends \\ (G
Sy

Sub-top tabs display at the top of a list, when a side tab is selected.

Pages School SOLE, Staff  Attendance  Conduct Grades  Assessment  Schedule

Student List :: 03 - Acharya, Surui Q

Details
o

Contacts
Attendance '
Demographics Citizenship Programs Permissions Lanci'
Conduct
Transcript Pupil # 1520393
Personal Education

4.3 Page selector

This navigation tool allows the user to select a range of records. The tool displays by default at
the top of the list of data, and will display at the bottom of the list as well if the preference to
Show lower page controls has been set.

Use the drop-down arrow to select a page in the list, or the back and forth arrows at either side
to move through the pages consecutively.

< | 1:Acharya, Surui |V| =

In the drop down menu, the first record on each page is indicated. The number of records that
display on each page is determined by the user preference setting Records per page.

Fundamentals v2.6 Page 14
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Pages School SOLEL Staff  Attendance ' Cond

Student List

Details ]
=

Contacts

e

1:Acharya, Surui
1:Acharya, Surui

Attendance N s Gender
2:Elith, Tzuyou
Conduct [] | 3:Lopezvazquez, Alz M
. 0 4:Pathiraja, Ylmasofia F
Transcript

S: Tattmanzochinsky, Aihuo
4.4 Record Navigation Bar

The Record Navigation Bar can be used to change the record being viewed.

E1ER Y LX)

For example, if the user is in the Student top tab > Details side tab, only one student is
displayed. The user can:

1 Use the Q in the record navigation bar to search for a new student without returning
to the student list.

1 Use the forward and back arrows on the record navigation bar to move to the next
consecutive record.

T Use the first and last record buttons to move to the first record in the page selector or to
the last record in the page selector.

45 Search Tool

The search tool is present throughout the application to provide the ability to search the values
in a field set or pop-up list. The user can enter the search criteria. The search is conducted on
the first column of information in the field set, or the column of data that represents the primary
sort. Clicking on a column header will sort the data on that column, and the search function will
work on the selected column. The Search tool indicates which column the search is using with
aSe ar c h pronmpt béfore text is entered in the field.

Filters determine the students included in the search. For example, if the filter is set to Primary
Active Students in the student list, the search will not return results for a student who is a
secondary student. For details on Filters see the Filters section.

Results are returned with the closest match the system can make. The closest match record
will be selected in the list.

1. Enter the value to search for in the search field.
2. Click the magnifying glass or the enter key to execute the search.

iy

Search on Mame =

Fundamentals v2.6 Page 15
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4.6 Hyperlinks

Hyperlinks are in blue lettering and an underscore displays when the user hovers over them
with a mouse. Clicking on a hyperlink will take the user to the details of that particular record.

Pages School R30LEE Staff  Attendance Conduct G

Student List

Details

m m . Search on Mame
Contacts = || 1:Abdalsamie, Jania |_|
Attendance LegalFirst LegalLast Name
Conduct Jania Abdalsamie Abdalsamie, Jania
Transcript Sharalyn Abdulkadir Abdulkadir, Duriel

4.7 Breadcrumbs

When a user has selected a record and is viewing the details, a breadcrumb trail will appear at
the top of the list to indicate the path used to arrive at that location. The breadcrumb presents

with blue hyperlinks, clicking on any of the hyperlinks within the breadcrumb will return the user
to that location.

In the example below, the user is viewing student transcript record for a sample student in the
School view.

The user arrived at this screen by following this path: Student > Transcript > Details. The
steps to follow the path are:

1 Click the Student top tab

9 Select the checkbox next to the student name in the Student List

9 Click the Transcript side tab

9 Click the Details leaf (or click into the blue hyperlink on the transcript record)

The user can return to the Student Details by clicking on the Student Name in the breadcrumb
trail, or return to the Student List by clicking on Student List in the breadcrumb trail.

Fundamentals v2.6 Page 16
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Pages School UGG Staff  Attendance  Conduct Grades — Assessment = Schedule  Glob

Etudent List!:g - Abdalsamie, m
e N [ revorsw &
| Reports v

AUTOMOTIVE TECHNOLOGY 11 48 ¥ = i) /A

Contacts

Attendance o )
Update GPA: ¢ Update Ranlkc |« Update Credits: |«

Conduct

Year D * 20172018 la, Final Mark
Transcript School = Name |Smithers Secondary |Q X Blended Mark
Transcript Grade level " Owerride | | Provincial Exar
¥ Details
Number * [MAT-11 lQ, Credit

4.8 Checkboxes vs Radio Buttons

There are many selection lists throughout MyEducation BC. If a list shows round radio buttons,
it indicates that only one record can be selected. If a list shows square checkboxes, then
multiple records can be selected.

4.81 Checkboxes
A sample of the Checkboxes are found on the Student list:

1 More than one student can be selected at a time using the checkboxes in front of their
names. Checking the checkbox at the top of the list will select all of the records visible
on the page.

m Student Staff Attendance Conduct Grads

| 1:Abdalsamie, Jania |
(I} LegalFirst Legall ast Mame
]
] Jania Ahdalsamie Abdalsamie, Jania
2] Sharalyn Abdulkadir Abdulkadir, Durigl
o Krystellegeofi Abibas Abibas, Krystellegeoff

Fundamentals v2.6 Page 17
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4.8.2 Radio Buttons
A sample of Radio Buttons is found in Student > Options menu > Snapshots:
1 Only one snapshot can be selected because there are radio buttons in front of them.
Name

. 2017, Girls Rugby, April
attendance snapshot

Copy of Rughby Thunder

4.9 Clearing Record Selections

When multiple records have been selected in a list, a user may clear them using one of the
following options:

Manually uncheck the box in front of a record. This will de-select an individual record.

Use the & icon at the top of the list of selected records. This will clear ALL selections.
Changing the filter to generate a new list.

Leaving the top tab to navigate to another area of the application. This is only true if the
user is on the main list and has not performed an Options > Show Selected on the
records.

1 Logging out of MyEducation BC.

=A =4 4 =4

50 l cons and Al ert s

MyEducation BC will display a number of icons throughout the application to indicate additional
information or alert information. Hovering over these icons will provide a tool tip that displays
what type of information the icon contains. Clicking on the icon will generate additional
information. These icons include:

Medical and health alerts: | ¥, &
Legal alerts: i

1

1

1 Other alerts: o

1 Quick Status for locating a student: ﬁ
q _

1

Student Services alerts: 2

Informational alerts:

Information on maintaining student alerts is included in the Enrollment Management and
Student Demographics and Student Services documentation.

Fundamentals v2.6 Page 18
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6.0 Menu Buatrt ons

The menu bar buttons display just below the top tabs in MyEducation BC. The menu bar
buttons are the same regardless of the top tab the user selects, and the list of items in the list
display based on the screen.

Pages School ILEY 4 Staff  Attendance Conduct Grades  Assessment = Schedule  Global  Tool

Student List

Details
oo Yoo e | e~

[ P

The items displayed in the dropdowns of the menu will change, depending on the top tab and
side tab the user has selected.

The various tools in the menu bar are described in the following sections.

6.1 Options

The Options menu is an action centre where a user can initiate actions on the data that is
displayed on the screen. The Options list may include items with an arrow, indicating a fly out
menu with additional options.

Pages School ' Student Staff Attendance Conduct Grades  Assessment [JRI- 11 E

Master Schedule

Master
Options » Reports » m Search on Course

Sections
Details Add Assign Track ID...
Rebuild Delete Build Class Pages...
Teachers o Cnnkla Hnentatad Cal
Roster Maodify List Exports ) ) .
Class Size Verification
Mass Update. . Group scheduling. .. cl Size for Minist
: ass Size for Ministry
Matrix View Query... Initialize Sections...
Show Selected Recalculate Enroliment Totals...
Classes 01 5(A) BIB)
Omit Selected Restore Deleted Section...
Class Size Studies - 02 3(A) 4(B)
Summary
Synchronize Schedule. 01 1(A) 2(B)
T ombm Al mm
6.2 Reports

The Reports button displays a list of reports available. This list is based on the top tab, side tab
and leaf currently selected. For example: When in School > Student > List the Reports button

Fundamentals v2.6 Page 19
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provides a number of reports related to student demographics which can be printed for multiple
students. When in School > Schedule > Master > Sections the Reports button provides a list of
reports related to scheduling and course sections. The Reports list may include items with an

arrow, indicating a fly out menu with additional reports.

Pages School  Student Staff Attendance Conduct Grades  Assessment [ 11

Master Schedule

Master
oo+ Je | oo+ | TG

Sections
Details 1:FFRAL BC Homeroom List w. Desig
Rebuild
e Student Schedule Change History
Teachers || Cours GrdLvl  SecNo  Unrotated
Roster Student Unscheduled Periods
[l FFRAN  Students Not Fully Satisfied 08 01 6(B)
Matrix View .
o FFRA Students Without Requests UMMERSIONS 09 01
Classes [ MADE Ministry Reporting - na n4 =08) 6(B)
Rooms R Matri
. oom Matrix
Class Size & | MADE Scheduling Reports s o f) 4(B)
Summary Room Utilization
[l MADR| Students - A) 2(B)
Unscheduled Room
Schedules [ maDH Studies .3 ) 6(B)

Selecting a report brings up a parameter form with items to select before running the report.
Reports with publish functionality will display an additional tab for the outgoing message sent to

parents/students when the report is published to the Family or Student Portal.

BC Student Information Verification Form

—

Delivery type L -]

Email subject Publish Sample email subject
MW OGE == == == 42 = Bsource | @ | 3
Arial - | 12 ~ | Normal - A-B- B I U | x % T
Sample email for items published to the portal - enter any message as required.

Email message
body p

Viewing start date 23/04/2019 z2:)

Viewing end date 07/05/2019 i)

Cleanup date 14/05/2019

[0 [ x o |

Fundamentals v2.6
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The My Job Queue item in the Reports list will present a window that shows reports the user
has run and the report status. So it is not necessary to wait for a report to finish once Run has
been selected. The report can be retrieved later from My Job Queue.

Quick Chart
Quick Report
My Job Queue. ..

6.3 Help

The Help button provides several options for online instructions and tools that are core to the
Follett product. The Help list may include items with an arrow, indicating a fly out menu with
additional tools.

Note: The tools in the Help menu are not customized for MyEducation BC and may reference
options or functions that are not available to District and School Users due to BC specific
standards and configuration.

M v Search on Mame

Help for this Page
Help Center
Release Motes » ade Homeroom HomeLang Emaill Ei
User Guides -

Quick Referenceiﬁrdslz Attendance

Videos & Training~rools Conduct
About MyEducation BC Conduct Referral Workflow

Data Analytics

Enrollment - Pull Transfer

Enrollment - Push Transfer

Grade Management

Gradebook - Advanced

Gradebook - Basic

Gradebook - Beginning-of-Year Setup
Groups and Pages - Staff

Groups and Pages - System Administrators

Health
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The About MyEducation BC item provides information about the server to whicht he user 6s
session is connected. This will display below the copyright information and can be useful

information for the service desk if users are experiencing problems with performance or report

running in MyEducation BC. Example: vaspnapprd5 indicates that the user is on server 5.

A BRITISH e -
coLumbia | MyEducationBC |iaaaties

Version 5.8.0.599

Copyright @ 2003-2017 Follett School Solutions. All rights reserved.
vaspnapprds

6.3.1 Online Help

Help for this Page and Help Center open in a new window and provide a variety of ways to
search for information.

The Help for this Page functionality identifies where the user is, and directs them to information
related to that top and side tab. For example, if the user is in School > Student > Membership
and selects the Help for this Page option, they are directed to Working With Student Enrollment
Information in the online guide. In addition, Help topic(s) are listed to the left of the screen.

The Help Center functionality displays a screen with a search bar, results page and topic icons
to assist with navigation.

o Follett Follett Learning Using Help Training Materials Release Notes

‘{ Aspen g ; =

Tell me about...

Aspen Basics Attendance Conduct Gradebook Grades

Groups and Pages Health Aspen IMS Reports Scheduling

Special Education Staff Information Student Information Students and Family System Administration

Popular Topics 5 Gk AT What's Your Role?

If the user enters a specific search term, a results page will display related results and to the left
of the screen Help topics will be listed. If the user selects a topic icon, a drop-down of related
topics will display for selection. Once selected, the specific topic page will display and Help
topics will list on the left of the screen.
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The information in the On-line help is not customized for MyEducation BC and may reference
options or functions that are not available to District and School Users due to BC standards and
configuration

6.3.2 Release Notes

Release notes will provide information about the latest changes to the software product. This
information refers to the Follett application as a whole; it is not customized for MyEducation BC.
The release notes will reference options or functions that are not available to District and School
Users based on BC standards and configuration.

6.3.3 User Guides

User guides open up as documents with hyperlinks in the table of contents. These guides are
not customized for MyEducation BC.

6.3.4 Quick Reference Cards

Quick reference cards are short, task-specific reference documents. These cards are not
customized to MyEducation BC.

6.3.5 Videos & Training Tools

This area of the Help menu provide Lesson Plans, Quick Reference Guides and Videos.
Clicking on a category will display all of the options within that category. These tools are not
customized for MyEducation BC and may reference options or functions that are not available to
District and School Users due to BC standards and configuration

= =

I == g I .0 g
Training Teaining
Toolkit Toolkit

Attendance Conduct
Management Management

7.0 Queri es

A query is dynamic. A query performs a new search and displays current information each time
the query is run. For example, the list of students assigned to a homeroom may be different
today than it was yesterday because a new student enrolled and was assigned to the
homeroom.
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7.1 Creating a Simple Query

1. Inthe Options menu, select Query.

2. Inthe New Query window, use the following table to select appropriate fields:

Fields | Descriptions

Tables Select the table where the search information resides. The selected table determines the
selections in the Fields area.

For example, if the Student table is selected, fields in the student details appear.

Fields At Fields, select the field to be included in the search criteria.
Note: Fields within each reference table are listed from most commonly used to least commonly

used. To change this order to alphabetical, click the Alpha Sort button

Operator | Select an appropriate operator.

For example, if the search is for students with a specific year of graduation, select Year of
graduation in the Fields box, and select the Equals operator.

Value Enter the search value. In some cases, this may be a pick list or drop down menu.

3. Click Add to add the criteria to the Search criteria box. To add other criteria, select
the Table, Field, and Operator, and enter the Value, if appropriate.

4. Click And or Or to determine if the students should meet the first criteria, the second
criteria, or both to be included in the search.

5. Confirm the correct search criteria are displayed in the Search criteria box. To delete
the criteria from this search, highlight it in the Search criteria box and click Delete.

6. Inthe Search based on field, use the drop-down to select which students should be
included in the search.

7. Click the Search button to execute the search.
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Once a query has been executed, the records matching the search criteria will be displayed on
the screen. The upper right corner of the screen, above the list, will indicate that the records
displayed are a custom selection. Use the hfl icon to return the list to all records or another

selection.

' Simple Mode v |

New Query

Tables ' Student v

Alternate email ~
Mext homeroom teacher

Google Docs email -
Locker 1
Use mailing address

Enroliment status -

Fields

{ Operator | | Equals

[value | | Active v

Search criteria

Grade level Equals 10 - W Delete
And Enrollment status Equals Active

Search based on | Primary Active Students v
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7.2 Saving a Query

If a query will be used frequently, it can be saved for quick retrieval.

1. Create

a query using the instructions above.

2. Click Save as. .. The Save as dialogue box displays.

a. Name: Give the query a name that will make sense later. If it will be saved as a
filter, it is best to keep the name concise.

b. Owner type: Click the drop-down to select one of the following:

1 User: to give an individual user access to the query.

1 School: to give users at a school access to the query. User must have
access to the school view to use this option.

9 District: to give all users in a district access to the query. User must have
access to the district view to use this option.

c. Owner Name: click the magnifying glass to change the owner of the query. The
owner can edit a saved query.

d. Save as filter: Select this checkbox to have this query automatically appear on
the il menu for all users who have access to it. If this checkbox is selected, the
next three fields are accessible.

e. Filter Owner type: Click the drop-down to select the owner type as appropriate.
These options are defined the same as the Query Owner Type options.

f. Filter Owner name: click the magnifying glass to change the owner of the
guery. The owner can edit a saved filter.

g. Move to the top of my list: Checking this box will place the query at the top of
the menu. If a query is first on the filter menu, it becomes the default filter for
that screen.

3. Click Save.
Mame My Query
Query
Owner type User r
Owner name Staff, Newq
Filter
Save as filter Ld
Owner type User r
Owner name Staff, Newq

Move to top of my
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7.3 Editing a Query

Users must have the appropriate permissions to edit the query.

1. Inthe Options menu, select Query.

2.
gueries.
3. Click the radio button beside the query to be edited.
4. Click Edit.
5. Adjust the Name and Owner fields, if necessary.
6. Click Save.
7. Ensure the query is still selected and click Use.
8. Adjust search criteria as necessary.
9. Click Save.

H .‘ MyEducation BC: Query - Google Chrome

@ ts2.m

W, Query Pick List - Google Chrome - O

x

New Q (@ ts2.myeducation.gov.bc.cafaspen/manageSavedQueries.d...

Simple Mode v

Tables | 1:Ab Ancestry

v | 68 racords (7

In the New Query pop-up window, click the Select button. A list will pop up with all the

2o [ 2]
L.

{

Un
i
H

7.4 Copying a Query

Advanced Mode v

| Search on Name |Q~\ Current Enroliment No Int
Fields N
W, MyEducation BC: Save As - Google Chrome  Tables ‘ Student
Al e
@ ts2.myeducation.gov.bc.ca/aspen/own Identifier
Legal last name
Operatol Al
Fields Legal first name
Value o ad | Name / Blank Citizenship C Legal middle name
. Title
A Owner Globally Unigue |dentifier
Search Type | Equals
earcl @ Al /
Name Twain Sullivan Elem | Value Source
Q Al
Value ‘
(O] El o
i @ B value -
@ Ci
Search b
c — Search criteria

:

Citizenship Code Mot equal to Intl Funding Mot Elig

W Delete

s

Search based on | All Active Students

Users can copy a query that contains elements they want and adjust it to suit their need.
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Search on Name
Name OwnerType
O D69-Bus Information School
Elem Student 2018-17 School
Elementary Students School
ELL and INT'L Students School
Enrolment Numbers School
Enrolment numbers School
Enrolment numbers School
Grade & Gender School
Grade = KF District
Grade 3 NY School
=z
o
1. Inthe Options menu, select Query.
2. Inthe New Query pop-up window, click the Select button. A list will pop up with all the
gueries.
3. Click the radio button beside the query to be copied.
4. Click Copy.
5. Give the new query a Name and Owner type.
6. Click Save.
7. Ensure the query is still selected and click Use.
8. Adjust search criteria as necessary.
9. Click Save.

7.5 Deleting a Query

If a query has become obsolete, it can be deleted

1.

o gk wN

In the Options menu, select Query.

In the New Query pop-up window, click the Select button. A list of queries will pop up.
Click the radio button beside the query to be deleted.

Click Delete.

Click Cancel to close the query list popup.

Click Cancel to close the New Query window.
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80 Snapshot s

A snapshot is different from a filter. Where a filter is dynamic and always returns the latest data,
a shapshot is a static list. It always displays the same records unless it is manually edited.
Only the user who created the snapshot can add or remove students from it.

8.1 Creating and Deleting Snapshots

8.1.1 Creating a Snapshot

1. Inthe School view, click the Student top tab. Select the records to be included in the
shapshot.

2. If records have been manually selected in a large list, be sure to go to the
Options menu and click Show Selected. Users can also use a filter or query to isolate
the records for a snapshot. Snapshots will include any records that appear on the
current list.

3. Inthe Options menu, select Snapshots.
In the pop-up window, click the New button.
a. Name: Give the snapshot a name that represents the data in the snapshot.
b. Owner: Who will see and use this snapshot? If the user has district or school

access, they have the ability to set this to all users with those views. If the user
sees no other option, they are creating a user snapshot.

c. Save as filter: If this is selected, the snapshot will appear in the filter menu
under the k£ icon.

d. Move to the top of my list: If this is selected the snapshot will appear as the
first item in the filter menu and will become the default filter for that screen.

5. Inthe Records to Include box, select one of the following:
a. Current List: includes records selected on the list page.

b. Snapshot Combination: this will combine two existing snapshots and is only
available if two or more snapshots have already been defined. This provides 3
options:

i. Union: Any records that appear in the first snapshot selected or the
second shapshot selected. For example, for a snapshot of students who
are in grade 12 or have a program of study, select Union.

ii. Intersection: Only records that appear in both the first and the
second snapshots selected. For example, for a snapshot of students who
are both in grade 12 and have a program of study, select Intersection.

iii. Difference: Any record that displays in the first snapshot selected, but
not in the second. For example, for a snapshot of students who are in
grade 12 but do not have a program of study, select Difference.

6. Click Save.
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iy Snaeo
Staff, New A

Save as filter i

Move to top of my list

Records to Include

O Current List

Snapshot Combination

2017, Girls Rugby, Aprila
Union

2017, Girls Rughby, Aprila

I =

8.1.2 Removing a Snapshot from the Filter Menu

If a snapshot was saved as a filter in error, or is no longer needed as a filter, it can be removed
from the filter menu.

Click on the ﬁ icon and select Manage Filters.

In the Manage Filters window, click on the snapshot so it is highlighted.
Click the Delete button.

Click Close.

rPwnNpE

Note: Deleting the filter does not delete the snapshot behind it. The filter can be restored
by creating a new filter and selecting the snapshot.

8.1.3 Deleting a Snapshot
If a snapshot has become obsolete, it can be deleted from the snapshot menu.

1. Inthe Options menu, select Snapshots.

2. Select the snapshot to be deleted.

3. Click Delete. Note that it warns the user that any filter associated with the snapshot will
be deleted.

4. Click OK.

8.2 Add a Snapshot to a Student

Snapshots are static lists and will not update automatically when a new student meets the
criteria the snapshot was based on.

8.2.1 Adding a Snapshot to a Student

1. Inthe Student top tab, select the student to be included in the snapshot.
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2. Click the Snapshots side tab.

3. Inthe Options menu, select Add.
4. Select the snapshot from the list.
5. Click OK.

8.3 Removing a Snapshot from a Student

If a student no longer meets the criteria for the snapshot, a user may want to delete them from
that snapshot.

8.3.1 Toremove a snapshot from a student.

1. Inthe Options menu, select Snapshots.

Select the snapshot to be modified. Click Use. The list of students in the snapshot will
appeatr.

Check the box beside the student(s) to be removed from the snapshot.

Click the Snapshots side tab.

In the Options menu, select Delete.

Click OK.

n

o gk w

90 Menu Bar Tool s

The menu bar provides several tools for filtering, displaying, sorting and exporting data in
MyEducation BC. The menu tools are the same regardless of the top tab the user has selected,
with the exception of the quick letter function on the Student top tab. The options that display
when using these tools will vary depending on the top tab and side tabs selected.

9.1 Filters

The Filter functionality is used to determine the records that display on a page. Selecting the
Filter icon displays a list of filters currently available to the user. This list is based on the top
tab, side tab and leaf currently selected, as well as the security role(s) assigned to the user.

Filters are built from queries that provide a real time list of the students meeting the criteria
defined in the query. For example: The Filter Homeroom = ? returns all the current students
with the selected homeroom assigned. If a new student is assigned to the selected homeroom,
they will immediately display in the filter list.

Filters can be created at the District, School or individual user level.
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System Filter Description

All Active Students Primary Active, Active No Primary and Secondary Active Students

Primary Active Students | Primary students with a status of Active or Active No Primary.

All Primary Students All Primary students for which this school is or was the last school of record,

regardless of the current student Enroliment Status.

All Secondary Students Students that have a secondary school association to this school, with a status of

Active or Active No Primary.

All Students

All Primary students for which this school is or was the last school of record,
regardless of the current student Enrollment Status, Active No Primary and
Secondary students.

Current Members All students with current admission dates, including students with secondary

school associations that have a current start date. This filter does not include
students with a future admission date, or students with future secondary school
association start dates.

Former Students Students who were withdrawn, but have a former school association to this

school. If this association record is deleted, the student will no longer appear in
the filter.

Next Year Students Students with a Next School value field populated with the name of this school.

The filters that appear in the list have been created at the system, enterprise or district level.

Click the /" icon and select Manage Filters. In the Manage Filters pop-up window, users see
the following in brackets beside the name of the filters:

a.

System: these filters are part of the core application. They can be hidden or
moved up or down in the list, but cannot be modified.

Enterprise: these filters have been created at the enterprise level and display
for all districts and schools. They can be hidden or moved up or down in the list,
but cannot be modified.

District: these filters have been created at the district level for the district level
views. They can be hidden or moved up or down in the list, but cannot be
modified unless the user has access to the District view.

School: these filters have been created either by a school user, or by a district
user in the school view. They are visible to all users with access to the School
view. These filters can only be modified or deleted by a school user or a district
user with school view access.

User: these filters have been created by an individual user. They will only show
in the list for the user who created them and therefore can only be modified or
deleted by the user who created them.
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All Active Students [System]
Primary Active Students [System]
All Primary Students [System]
All Secondary Students [System]
All Students [System]
Current Members [System] A Up
Former Students [System]
oo S o Hm
Ab Ancestry [District]
Active with Designation [Enterprise]
At Risk Alert [Enterprize]
Bus Group = ? [Enterprise]
Course Section = 7 [Enterprise]
Cross Enrolled from this School [Enterprise] -
«| Show All
[B) save
9.1.1 Moving a Filter
A user can set the filter they use most often as the default for that screen by moving it to the top
of the list.

1. Click the  icon and select Manage Filters . . .

2. In the Manage Filters pop-up window, click on the name of the filter to be moved. It will
be highlighted.

3. Click the or buttons to position the filter in the list. The filter at the very top of
the list is the default filter when entering that screen.

4. Several filters can be moved at once by using Shift + click and using the or
buttons.

5. Click Close.

9.1.2 Hiding a Filter

1. Click the  icon and select Manage Filters . ..

2. In the Manage Filters pop-up window, click on the name of the filter to be hidden. It will
be highlighted.

3. Click the button. If the Show All box is checked, the filter will still appear
here, but is now greyed out. This means the filter will no longer appear in the list when
the '/ icon is clicked. The item can be restored at any time by clicking the
button to put it back in the list. If the Show All box is not checked, the filters which have
been hidden will no longer be visible. This checkbox will need to be enabled in order to
restore a hidden filter.

4. Click Close.
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HE Creating a New Filter

Filters are connected to queries and snapshots. Users can access those queries and create
them as a filter by using the New button in the Manage Filters window.

1. Click the /" icon and select Manage Filters . . .

2. In the Manage Filters pop-up window, click the button. A list of available queries will
appear.

a. Filter Type: This allows a filter to be created from an existing query or snapshot.
Changing this selection will change the list of options below.

b. Owner: Who will see and use this filter? If the user has district or school
access, they will have the ability to set this filter for all users with those views. If
the user sees no other selection, they are creating a User filter.

c. Name: Give the filter a name that makes sense for its function.

3. Click the radio button beside the query or snapshot in the list that the filter will be based
on.
4. Click OK. The filter will now appear in the Manage Filters window and in the list below

the Y icon for this screen.
5. Click Close on the Manage Filters window.

Editing a Filter

A user can only edit a filter that exists at the level of their user role view. In other words, a
district user who has access to both district and school views can edit a District or School filter.
A school user can edit a School filter because they have school view access. A user with staff
view will only be able to edit their own User filters.

1. Click the /" icon and select Manage Filters . . .

2. In the Manage Filters pop-up window, click the button.
3. In the pop-up window:
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