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AERIES 
CONTROL 
PANEL AND 
FUNCTIONS 
 

The Aeries Student Information System is a software package that 
utilizes Microsoft Access to operate.  Its purpose is to maintain 
student demographics and other related student information.  The 
setup of this program can be utilized by an individual school site or by 
a school district with many school sites.   

 

 
 
 The terms used by Access differ slightly compared to other software 

terms.  For instance, a form refers to the screen displayed.  A table is 
referring to the file being used. A button is a ‘box’ on the form that the 
mouse is clicked on to select a program.     
 
The functions are extremely easy to use. They involve either clicking 
the mouse on a “button” or typing a letter or number on the keyboard.  
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CONTROL 
PANEL 

The Control Panel is the Main Menu for the Aeries™ software 
package.  This menu enables easy selection to the forms available.   

 

 
 
 
 Since this program uses Microsoft Access, other programs can be 

running, which can be minimized and used while working in Aeries™.  
The screen layout will vary depending on the screen settings. 
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TO SELECT 
OPTIONS 

The Aeries™ Control Panel displays a bold trim around the outside 
edge of the School Options button and a dotted line around the icon.   

 

 
 
 This indicates the option can be accessed by pressing Enter or 

clicking the mouse ONCE on the desired button.  The Aeries™ 
programs can be utilized by using the mouse or the keyboard. 
 
To use the keyboard, use the right and left arrow keys to select the 
form desired.  As the arrow keys are pressed, dots will display inside 
of the button with a hi-lited border around the outside edge.  Once the 
arrow has reached the button selected, press Enter. 
 

TO EXIT THE 
CONTROL 
PANEL 

To exit Aeries™ click the mouse on the STOP button in the bottom 
right hand corner.  An exit message will display.  Click the mouse on 
the Yes button.  

 

 
 

 
NOTE: 

 
 
 
The Aeries™  software package is a “MOUSE” driven program.  
Movement throughout the programs are much easier using the 
mouse rather than with the keyboard.    
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SCHOOL 
OPTIONS 
 

The School Options form is used to maintain specific data about 
each school that is unique to the school site.  This includes the 
school name, address, grade range, principal, etc.   

 

 
 
 This also displays information that determines how the program will 

record data throughout the year.  This information MUST be verified 
at the beginning of the school year to ensure it has been setup 
correctly. 

 
NOTE: 

 
 
 
It is crucial that these buttons are setup correctly and not 
changed after the school year begins. 
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SCHOOL 
CALENDAR 

The School Calendar form displays each day in the current school 
year and a code indicating whether it is a school holiday.  The 
calendar is used for attendance accounting. 
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TEACHERS 
 

The Teachers form will display all teachers in the school, and the 
students currently enrolled in their class.  

 

 
 
 The three buttons on the right side of the form are used to transfer 

students to new teachers.  Once assigned to a teacher, the teacher 
number is stored in Student Data for each student. 
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CLASS 
ATTENDANCE 

The Class Attendance form is used to keep track of daily 
attendance.  Various absence codes are used to track tardies, 
truants, illnesses, etc.  It displays all students enrolled within a 
teacher's class and the month's attendance for each student.  
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STUDENT 
DATA 

The Student Data form displays the demographic data about each 
student.  It is used to add new students, to change data about 
students and to delete students.   

 

 
 
 There are buttons at the bottom of the form that allow access to 

additional student information.  This information can be displayed or 
updated without leaving the Student Data form.  A flag can also be 
set within these forms that will change the color of the button to red 
for user awareness.     
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ATTENDANCE 
CYCLE 
 

The Attendance Cycle form displays a diagram of all the 
potential steps involved in the attendance cycle.  As each step is 
performed a red check mark is placed in the lower right hand 
corner of the button.  This gives a visual reminder of what has 
been completed and what is remaining. 

 
 

 
 
 The white buttons are all of the report programs.  The different 

colored buttons are programs that create files or perform 
updates.    

 
NOTE: 

 
 
 
A red check mark is an indicator that this function has been 
performed.  However, it does not prevent the program from 
being re-run if necessary.   
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STANDARDS 
BASED GRADE 
REPORTING 

The Standards Based Grade Reporting is a self-customizing 
module that allows a school site to create a free form report card. 
A report card is created from setting up different Grade 
Reporting Options, Categories and Standards and the Report 
Card Setup for each grade level. This information MUST be 
setup first in order for the grade process to work properly.  

 

 
 
 After the setup process is complete Create Standards Grade 

Reporting Table is utilized to create the table to store the 
grades.  Scan sheets can then be printed for the teachers to 
bubble, scanned back into Aeries and standards based report 
cards can be generated. 

 
 

    

Control Panel – Elementary User Manual 
 

ELM03 - 10



Page 11 –Aeries™  Student Information System – Elementary Schools 
 

 
TESTING AND 
ASSESSMENT 

The Testing and Assessment form contains the various testing 
programs utilized to create the Pre-ID files, programs to import 
the tests back into Aeries as well as various reports.   
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MISCELLANEOUS 
FUNCTIONS 

The Miscellaneous Functions form displays options that may 
need to be performed from time to time.  It includes creating a 
new database and importing data to Aeries™.  It also has forms 
for setting up the different field codes used through out the 
program. 

 

 
 

 
NOTE: 

 
 
 
PLEASE be careful when accessing this form.  The majority 
of these buttons can destroy current data.    
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QUERY 
 

The Query form allows queries to be created very easily using 
the school’s database.  It generates a valid query statement, 
which can be printed or used to update data. 
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CHANGE 
YEAR OR 
SCHOOL 

The Change Year or School form is used to switch between the 
different databases stored by Aeries™.  The form will display the 
current database name, school name, school code, school year and 
the path to the database.  To save time in database selection, the 
database information can be saved and retrieved at a later time. 
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VIEW ALL 
FORMS 
 

The View All Forms displays the programs available in Aeries™ and 
are in order by table name. Buttons at the top of the form allow 
programs to display programs for specific table group names. They can 
be easily selected and generated with a click of the mouse.     

 

 
 
VIEW ALL 
REPORTS  

The View All Reports displays all reports available in Aeries™ and are 
in order by table name. Buttons at the top of the form allow programs to 
be display for specific table group names. They can be easily selected 
and generated with a click of the mouse. A query condition can be 
added for specific data prior to printing. A report can be previewed on 
the form prior to printing. 

 

 
 

    

Control Panel – Elementary User Manual 
 

ELM03 - 15



Page 16 –Aeries™  Student Information System – Elementary Schools 
 

 
FUNCTION 
KEYS 

At the bottom of most forms there are three areas that display the 
function keys: Locate, Update, and Other.  The following form 
displays these options at the bottom.  

 

 
 

 Locate functions are used to locate a record, either by browsing in 
the database or by retrieving data from a record number or name. 
 
Update functions are used to add, change or delete records, once 
they have been displayed.   
 
Other functions include Exit, Help, and Print.  (F1 can be used for 
Help and Control-P will print the display, if functions are missing). 
 
The Student Data form currently displays a dark border around the 
function keys.  The border is a reminder as to the area currently being 
worked with. 
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 When the Add or Change functions are selected, the dark border will 

display around the student entry area of the form. After the entry is 
complete and Enter is pressed, the dark border will switch back to the 
function keys. 

 

 
 

 
NOTE: 

 
 
 
REMEMBER – When performing an Add or Change the Enter 
button MUST be pressed when complete. 
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LOCATE 
FUNCTIONS 

B – Backward is used to move backward through the database to 
display preceding records.   Click the mouse on the Backward 
function or type B on the keyboard.   
 

 G - Get record is used to select and display a particular record in the 
database.  Click the mouse on the Get button or type G on the 
keyboard.  A small window will display requesting certain criteria to 
perform a search.   
 

 F – Forward is used to move forward throughout the database and 
display subsequent records.  Click the mouse on the Forward button 
or type F on the keyboard. 
 

UPDATE 
FUNCTIONS 

A - Add a record is used to add a new record to the database.  Click 
the mouse on the Add button or type A on the keyboard. 
 

 C – Change is used to change any data within a form.  Click the 
mouse on the Change button or type C on the keyboard.  The cursor 
will display on the first field available for changes.  After changes are 
complete, press Enter.   
 
ESC – is used to undo a change before Enter has been pressed.  
Press ESC and the original data will be displayed. 
 

 D – Delete is used to delete a record from the database. Select the 
record to be deleted.  Click the mouse on the Delete button or type D 
on the keyboard.  A message will display to verify a record is being 
deleted.  If the reply is YES it will be deleted and cannot be retrieved. 
 

OTHER 
FUNCTIONS 

Exit - is used to exit from the program.   
 

 Print - is used to print the current information displayed on the form. 
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 The School Options form is used to maintain specific data for each 
school that is unique to the school site.  This includes the school code 
and name, address, principal, next permanent ID # to be assigned, 
grade range, the period that attendance will take place, the number of 
tracks, and the number assigned to the county, district and school.   

 

 
 

 
 This form will also set standards for the Aeries™ system to record 

data throughout the year according to each individual school.  This 
information should be verified prior to the first day of school to 
ensure that all data is recorded correctly. 

 
NOTE: 

 
 
 
It is crucial that these buttons are setup correctly and should 
not be changed. 
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SCHOOL 
TYPE 

The School Type is either Elementary or Elementary with a Master 
Schedule. Under normal circumstances a designated elementary 
school does NOT use a master schedule, course table, or assign 
sections to students.  Teacher and room data is kept in the teacher 
table.  Student’s teacher assignment is stored in the student record. 
 

ATTENDANCE 
TYPE 

The Attendance Type is Daily.  A school reporting attendance once 
daily uses Daily Attendance.  
 

ATTENDANCE 
REPORTING 

The Attendance Reporting is normally done on an exception basis, 
where a student is assumed present unless reported absent.   This is 
considered negative reporting.   
 
Continuation schools and some other schools may use positive 
reporting, where a student is NOT assumed present, but must be 
reported present by each teacher.  
 

CLASSROOM 
VERSION 

The Classroom Version enables the teachers to input each 
student’s attendance or grades on their computers.   
 
For schools using ABI this item must be flagged. 
 

GENDER 
CODES 

The Gender Code refers to which set of codes will be used when 
adding students in Student Data.  The options are B - Boy, G – Girl, 
M – Male, or F – Female. 
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TO ADD A 
SCHOOL 

The Add function is used to add a new school to the database.  Click 
the mouse on the Add button. The cursor will display in the Code 
field. 

 

 

    

 
 Type the school information into the fields and press Enter. Verify 

the school options have been selected correctly. If changes are 
necessary, see To Change The Pre-Set Options.    
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TO CHANGE 
THE PRE-SET 
OPTIONS 

To make changes to the pre-set options, click the mouse on the 
drop down arrow to the right of the option selected. Click the mouse 
on the new option. The School Options will adjust the schools 
database to the options selected. 

 

 
 
 
 

If changes are made a warning message will display for example, if 
attendance is changed to Positive Attendance. Verify the correct 
selection has been made and click the mouse on the Yes button. 

 

 

 
REMEMBER: 

 
 
 
These functions are pre-set at the beginning of the school year.  
Once school begins, it is HIGHLY suggested that no changes be 
made. 
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CHANGE 
SCHOOL INFO 

To change school information for a particular school use the Locate 
option to display the school.  Click the mouse on the Change button.  
Make any necessary changes and press Enter. 

 

 
 

 
NOTE: 

 
 
 
If incorrect changes have been performed the original data can 
be retrieved prior to pressing ENTER.  Pressing the ESC key will 
retrieve and display the original data. 
 

DELETE A 
SCHOOL 

To delete a school from the database, use the Locate option and 
display the school.  Click the mouse on the Delete button.  The 
following message will display. 

 

 
 

 
 

Verify the correct selection has been made. Click the mouse on 
the Yes button.  If a school has been selected with live data stored in 
the database, the following message will display.  Click the mouse 
on the OK button and verify the correct selection was made. 

 

 
 

    

School Options – Elementary User Manual 
 

ELM04 - 5



Page 6 –Aeries™   Student Information System 
 

   
School Options – Elementary User Manual 

 

 
ELM04 - 6

 
PRINT 
SCHOOL 
OPTIONS 

To print the school information for the school displayed, click the 
mouse on the Print button.  The following is an example of the 
School Options form. 
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 Every year a new school calendar must be created.  The calendar 
contains the date range for each attendance month and the school 
holidays.  The calendar contains up to fourteen months of twenty 
days each, for a total of 280 possible school days in each year. 

  

 
 
 
 The form will display the days and holiday codes for the attendance 

month selected. 
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 The total student days, teacher days and holidays will display at the 

bottom of the form for the month displayed and the school year. 
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CREATE A 
CALENDAR 

At the beginning of the school year, a new calendar will need to be 
created.  Click the mouse on the School Calendar button.  The 
following message will display.  Click the mouse on the Yes button. 

 

 
 
 The following text box will display.  The starting date will be the first 

day of the attendance month being created.   
 

 
 
 The program will default to today’s date for the starting date but 

MUST start on a Monday. To change the date, type the date for the 
first day of the month in the text box.  Click the mouse on the OK 
button.  A calendar will be created for the first month.  This procedure 
must be performed for each school month. 

 
NOTE:  

 
 
 
The first day of each month MUST always be a Monday.   
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ELIMINATE 
WEEK FROM 
CALENDAR 
 

If a week needs to be eliminated from the calendar it must be done 
while creating the month.   

 

 
 
 Click the mouse on the date to be changed and type the new date.  

For example, above the week of 10/01/2007 needs to be eliminated 
so 10/08/2007 is entered. 
 

 Press Enter.  The week will be eliminated and all upcoming dates will 
be changed according to the new date entered.    
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TO ADD AN 
ATTENDANCE 
MONTH 

To add an attendance month to the calendar, click the mouse on the 
Add button.  The following text box will display.  The program will 
use the date from the preceding month to determine the first day of 
the month being created. 

 

 
 
 To change this date, type the date for the first day of the month in the 

text box which MUST be a Monday.  Click the mouse on the OK 
button.  A calendar will be created for the attendance month. 
 

CHANGE 
HOLIDAY 
CODES 

To change the holiday codes, click the mouse on the Change button.  
The cursor will display in the first holiday field on the form.   
 
Press the Tab key to the desired date selected.  Type the new code in 
the holiday field.  Press Enter.   

 

 
 
DELETE LAST 
MONTH OF 
SCHOOL 
CALENDAR 

To delete the last month within the school calendar, click the mouse 
on the Delete button and a message will display verifying you really 
want to delete a month.   
 
Click the mouse on the Yes button.  The form will default to the last 
month available in the attendance calendar. 
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TO PRINT 
ATTENDANCE 
CALENDAR  

To print the school’s attendance calendar, click the mouse on the 
Print button.  The following is an example of the Attendance 
Calendar. 
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CALENDAR 
CODES 
 
 

Calendar codes are used to indicate which days are designated as 
holidays, staff development, school not in session, minimum days or 
parent conference days. 

CODE 
DEFINITIONS 
 

 

 # Denotes a school holiday, when students are not in school. 
 

@ Denotes days within this attendance year that school is not in 
session. 
 

$ Denotes a staff development day and is NOT counted toward ADA. 
 

% Minimum day, which is counted as a school day. Note that this code 
is NOT a holiday! 
 

+ Parent Conference and is not counted as a school holiday. 
 

*  Denotes track vacation when track students are not in school. 
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 Teacher information can be added and stored in the TCH table.  
This information will contain a teacher number, name, title, room, 
grades taught, maximum number of students, total assigned and 
number of seats left.  The social security number and email 
address can also be entered.  

 

 
 
 This form also allows you to assign students to teachers as well 

as move students from teacher to teacher.   
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 When the new year database is created at the beginning of the 

school year, all students will be assigned to teacher ‘0’. To move 
students to a teacher a transfer will be performed from teacher ‘0’ 
to the new teacher number. 

 

 
 
 There are three functions available to transfer students to a new 

teacher.  
 
An Input box is available that allows you to key in student 
numbers and transfer them to a teacher. 
 
The Input with Dropdown list option can be selected to select 
students and transfer them to a teacher. 
  
The Teachers form allows you to flag students with the mouse 
and move them to another teacher. 
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 The Teachers form can be utilized to transfer all students 

currently assigned to a teacher, move students in a select grade 
or flag individual students to move to a different teacher.   

 

 
 
TO ADD A 
TEACHER  

To add a new teacher to the database, click the mouse on the 
Add button at the bottom of the form  
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 Type the teacher number, name, title, room and grades taught.  Type 

a maximum number of students per teacher. The maximum number of 
students will automatically default to 30.   

 

 
 

 Press Enter.  The teacher will be added to the TCH table. 
 

CHANGE 
TEACHER 
DATA 

Use the Locate option to select a teacher and display the information 
on the form.  

 

 
 
 Click the mouse on the Change button.  The cursor will display in 

the Teacher Name field. Press the Tab key to the field selected.  
Type the change into the field and press Enter.   
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DELETE A 
TEACHER  

Use the Locate option to select a teacher and display the teacher on 
the form.   Click the mouse on the Delete button.  The following 
message will display.   Click the mouse on the Yes button. 

 

 
 

 
NOTE:  

 
 
 
Prior to deleting a teacher all students must be reassigned to 
another teacher.  
 

TEACHER 
ASSIGNMENT – 
INPUT OPTION 

The Input option at the bottom of the form will display a text box 
that allows you to key in student numbers for teacher assignment.   

 

 
 

 Use the Locate option to select the ‘new teacher’ the students will be 
moving to and display on the form.  
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 A text box will display.  In the text box type the student numbers with 
spaces between them.  Leading zeros are not required in the student 
numbers.   

 

 
 
 Click the mouse on the OK button.  The students will be 

transferred to the teacher displayed on the Teachers form.   
 

 If the Input with Dropdown List option has been selected the 
following screen will be displayed. Select the students to be 
transferred. Click the mouse on the OK button.  The students will 
be transferred to the teacher displayed on the Teachers form 
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 A warning message will display to be sure to update theses 

students attendance records. 
 

 
 

 
NOTE:  

 
 
 
This option does NOT update the Attendance table.  After the 
school year has started the attendance table MUST be updated. 
 

TEACHER 
ASSIGNMENT – 
MOVE OPTION 

The Teachers form can be utilized to select students and move them 
to a different teacher.  Use the Locate option to select the teacher 
number that students will be moving from and display on the form. 
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TO MOVE ALL 
STUDENTS 

To move ALL students assigned to a teacher, select the new teacher 
number that students will be moving to. Type the teacher number in 
the New Teacher field.  Click the mouse on button 1 and the 
following message will display. 

 

 
 
 Verify that the correct teacher has been selected and click the mouse 

on the Yes button. 
 

TO MOVE 
STUDENTS IN 
A SELECT 
GRADE 

To move students that are in a particular grade level, enter the New 
Teacher number that the students will move to in the New Teacher 
field.  Type the grade level in the box to the right of button 2.  

 

 
 
 Click the mouse on button 2 to move the students in the grade 

selected.  The following message will display.  If all students have 
been selected correctly, click the mouse on the Yes button.  The 
students selected will now be moved to the new teacher number. 
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TO MOVE 
INDIVIDUAL 
STUDENTS 

To move select students, click the mouse on the student’s last name.  
A red ‘M’ will display under the Move field.  

 

 
 
 Enter the new teacher number that the students will be moving to in 

the New Teacher field.  

 
NOTE:  

 
 
 
If the incorrect student has been selected click the mouse on the 
student’s name to de-select the student. The ‘M’ will no longer 
display. 

 
 Click the mouse on button 3 to move the tagged students only.   
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 The following message will display.  If all students have been selected 

correctly, click the mouse on the Yes button.  The students will now 
be moved to the new teacher number.   

 

 
 
CHANGE 
TEACHER 
DISPLAY 

The Teachers form will automatically default to display by Teacher 
name.  When you click the mouse on the Forward button, the 
teachers will display alphabetically.   

 

 
 
 Click the mouse on the Display by Tchr Number button to display in 

teacher number order.  The Teachers will now display numerically 
when you click the mouse on the Forward button.   
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PRINT  
TEACHER 
DISPLAY 

To print a report of the Teacher displayed and all students currently 
assigned to the teacher, click the mouse on the Print button.  The 
following is an example of the printed report and will include all 
students assigned to this teacher. 
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 The Student Data form is utilized to add, update and display 
demographic information for each student enrolled at a school site.  
This program can be setup for individual school sites or to allow a 
District to transfer students between school sites.   
 
A District can utilize the District Student Locator form to verify a 
student is not enrolled at another school.  The District Student 
Locator form minimizes the possibility of a student being enrolled at 
more than one school site. 

 

 
 

 
 At the bottom of the form additional “buttons” display.  These 

buttons can be utilized to access various forms with student 
information.  This information can be updated or displayed without 
leaving the Student Data form. 
 
From within each of these forms, indicators can be set that will 
highlight the button in red.  This indicates to the user that there is 
crucial information on file for this student.  
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TO DISPLAY 
STUDENT 
DATA 

Use the Locate option to select a student and display on the form. 
 
Click the mouse on the Get button.  A small window will display.  
Type the student number in the Student# field or type the last name 
of the student in the text box.   

 

 
 

 By entering a student’s last name, or any part of the name, the first 
student containing these letters will display.  When the student 
selected displays, click the mouse on the OK button. 
 
An alphabetical listing is also available.  Click the mouse on the 
arrow to the right of the text box and a listing will display.       

 
NOTE:  

 
 
 
When performing a Get leading zeros are not required when 
using the student number. 
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DISTRICT 
DATABASE 

When using a District Database and adding a student, verify that the 
student is not already enrolled at another school site.  The District 
Student Locator will be used to locate, add or transfer a student.  
 

ADD A NEW 
STUDENT 

Click the mouse on the Add button. The following message will 
display.  Click the mouse on the Yes button. 

 

 
 

 A form will display to locate a student by typing in a student’s name, 
permanent ID, CSIS ID or birthdate.  Enter the information selected 
into the field and click the mouse on the Search for Student button. 

 

 
 

 
NOTE:  

 
 
 
A District wide database is required in order to use the District 
Student Locator. 
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 A list will display of students enrolled in the District that meet the 

criteria entered.  The student’s name, sex, grade, birth date, 
permanent ID number and school number will display.  

 

 
 
 Verify that the student has been tagged inactive from the school 

displayed. 

 
NOTE:  

 
 
 
If the student is not tagged inactive Aeries™ will not allow the 
transfer of the student. 
 

 Select the student by clicking on the student’s name once and the 
student information will be hi-lited. Verify the student selected.   
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 Update Review Tables to Copy can be selected at the bottom of the 

form to display the student data to be copied to the school database. To 
select data click the mouse on the table and click the mouse on the 
arrow.   

 

 
 
 The table will display on the Tables Transferred column. After all data 

has been selected, click the mouse on Exit.      

 
NOTE:  

 
 
 
If the school administrator has locked the tables a red message 
will display above the tables and you cannot change them. 
 

 Click the mouse on the Update button.  A message will display to add 
the student. Verify this is the correct student selected.  Click the mouse 
on the Yes button. 
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 The student’s information will now display on the Student Data form.  

The Stu# will automatically be assigned. Type any changes and press 
Enter. The student will be added to the student database. 

 

 
 
 Student has no ATT enrollment and/or no summer withdrawal will 

display in the middle of the form.  The student must be enrolled into 
attendance the first day the student will begin class.   

 
NOTE:  

 
 
 
New students DO NOT get added to attendance automatically. 
 

STUDENT NOT 
FOUND  

If the District database has been searched and the student cannot be 
located, the student can now be manually added to the student 
database.  Click the mouse on the Student Not Found button. 
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 The Student Data form will display.  Type the student’s information in 

the Student Data form.  The Stu# and Perm ID# will automatically be 
assigned. Press Enter. The student will be added to the STU table. 

 

 
 
 Student has no ATT enrollment and/or no summer withdrawal will 

display in the middle of the form.  The student must be enrolled into 
attendance the first day the student will begin class.   

 
NOTE:  

 
 
 
New students DO NOT get added to the attendance automatically. 

 

    

Student Data – Elementary User Manual 
 

ELM07 - 7 



Page 8 – Aeries™  Student Information System 
 

 
NO DISTRICT 
DATABASE  
 

If there is no District database the District Student Locator form 
will not display.  

TO ADD A NEW 
STUDENT  

To add a new student, click the mouse on the Add button. The 
Student Data form will display. 

 

 
 
 Type the student’s information in the Student Data form.  The Stu# 

and Perm ID# will automatically be assigned. Press Enter. The 
student will be added to the database. 
 

 Student has no ATT enrollment and/or no summer withdrawal will 
display in the middle of the form.  The student must be enrolled into 
attendance the first day the student will begin class.   

 
NOTE:  

 
 
 
New students DO NOT get added to the attendance automatically. 
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TO ENROLL A 
NEW STUDENT 
IN ATTENDANCE 

After a student has been added to the STU table they must be 
added to the ATT table.  Click the mouse on the UpdATT button.   

 

 

    

 
 The following form will display. Verify the information is correct for 

the student displayed.  
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 The effective date is the only field that can be changed from this form.  If 

the date is changed and needs to be updated in the STU table, click the 
mouse on Yes to update the Enter Date field on the STU form. 

 

 
 

 All other changes that need to be performed must be changed on the 
Student Data form. If all information is correct, click the mouse on the 
OK button.  The message will display that the student has been 
enrolled in the ATT table successfully.  Click the mouse on the OK 
button.  
 

ADD A PRE-
ENROLLED 
STUDENT 

If a new student will be attending the school next year they can be pre-
enrolled into the current school year.  When the new database is 
created for the next school year the pre-enrolled student will be 
activated in the database.  To pre-enroll a new student, click the mouse 
on the Add button.  Type the student information.   
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 The N/Grd field MUST contain the same grade as the Grade field.  Type 

the grade into the N/Grd field and type an  * into the Tag field.  Press 
Enter.  The student is now entered into the database as pre-enrolled and 
is inactive in the current year’s file.  When the new year database is 
created the student will “roll-over” into the new year file with the same 
grade level entered.    

 
NOTE:  

 
 
 
DO NOT add pre-enrolled students into the attendance table. 
 

TO CHANGE 
STUDENT 
DATA 

Use the Locate options to display the student selected on the form.  Click 
the mouse on the Change button.  The cursor will automatically display in 
the Sex field.  Press the Tab key to the field to be changed.  To access 
fields before the Sex field press the Shift Tab.  Type the change in the 
field selected and press Enter. 
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 If changes are made to the student’s number, last name, first name, 

middle name, permanent ID or sex a message will display verifying 
that the change is correct.  Click the Yes button to continue. 

 

 
 

 
NOTE:  

 
 
 
To remove a change, click the mouse on the No button and 
press the Esc key.  The field will reverse back to original 
data. 
 

 If information is changed that affects the attendance it must be 
updated in the ATT table. A message will display indicating the 
table must be updated. 
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 To update the ATT table, click the mouse on the UpdATT function.  

The following form will display. 
  

 
 
 The Change From Effective Date will be the current date but can 

be changed to another date.  The Update To Effective Date will be 
the next school day but can be changed to another date.   
 
The grade, program and track are taken from the current student 
data and can only be changed in Student Data.  Click the mouse 
on the OK button and two entries will be made in the ATT table. 
 
When complete a message will display.  Click the mouse on the OK 
button.  All changes to student information that affects the ATT 
table should be verified in the Attendance data. 
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INACTIVATE OR 
WITHDRAW A 
STUDENT  

Use the Locate options to display the student to be inactivated on 
the form.  Click the mouse on the down arrow key to the right of the 
Tag field.  Click the mouse on the code selected.  Press Enter. 

 

 
 
 Inactive student still enrolled in attendance will display in the 

middle of the form.   To update the attendance record, click the 
mouse on the UpdATT button. The Attendance Leave form will 
display. 

 

 
 

 The Effective Date will be the current date.  To change the 
effective date, type the new date into the Effective Date field.   
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 The grade, program, track and teacher data is the same as the 

student’s last record entry. 
 
Click OK to create a ‘leave record’ for this student in the ATT table.  
If the student has attendance data after the effective date the 
following error message will display.  

 

    

 

 
 

 To delete the attendance data, click the mouse on the Yes button.  
To return to the Student Data form, click the mouse on the No 
button.  If Yes has been selected, the following message will display.  
Click the mouse on the OK button. 

 

 
 

 
NOTE: 

 
 
 
All changes made MUST be verified in Attendance for the 
student record changed.   
 

TO DELETE 
A STUDENT 

The Delete function may be used to delete a student from the STU 
table. This function is rarely used and most schools will inactivate the 
student.  Use the Locate options to display the student and click the 
mouse on the Delete button.  The following message will display. 
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 Click the mouse on the Yes button.  This record will be permanently 
be removed from the student database.  
 

 A student cannot be deleted if enrolled in Attendance.  After the 
Delete button has been clicked the following message will display.  

 

 
 

 
NOTE:  

 
 
 
If a delete CANNOT be performed the student must be 
Withdrawn.   
 

TO PRINT 
STUDENT 
DATA  

To print a copy of the student data, click the mouse on the Print 
button.  The following printout will be generated. 
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STUDENT 
REPORTS 

This button will display a menu containing all the various student 
reports available for printing from the student database.   
 
For more information see the Student Reports documentation. 

 

 
 
ADDITIONAL 
STUDENT 
DATA 

At the bottom of the form additional “buttons” display.  These 
buttons allow you to access various student information to update or 
display without leaving the Student Data form. 
 

 

 
 
 Within each of these forms, indicators can be set that will highlight 

the button in red.  Theses buttons indicate to the user that there is 
crucial information on file for this student.  To access this data, click 
the mouse on the button selected.  The information will display for 
the student currently displayed on the Student Data form.   
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Other Student 
Data 

The Other Student Data tab is other data located in the STU Table 
and can be accessed from the Supplemental III tab. 
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DAILY 
ATTENDANCE 

The Daily Attendance is a form that is used to display or update a 
student’s attendance record.  For procedures see the Attendance 
Cycle documentation. 
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SUPPLEMENTAL The Supplemental Data is a form that stores unique student 

data for each District and can be customized by the District. 
 
 

 
 
 
 To update the Supplemental form, click the mouse on the Change 

button. The cursor will display in the first field available. Press the 
Tab key to the field selected.  Type the data into the field and press 
Enter.    

 
NOTE:  

 
 
 
To setup the supplemental form see Supplemental Procedures. 

 
 
 
 
 
 
 
 
 

    

Student Data – Elementary User Manual 
 

ELM07 - 20



Page 21 – Aeries™  Student Information System 
 

 
MEDICAL AND 
IMMUNIZATION 

The Medical form allows you to add any medical information for a 
student.  There are nine tabs displayed for different information. 
These forms are accessible by clicking the mouse on the Tab.    

 

 
 
 To add information to any of the Medical forms, click the mouse 

on the Add button. The arrow will display in the gray box to the 
left of the form.  The current date will display.  Press the Tab key 
to the field selected.  Type the data into the field and press Enter.   
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 To access the immunization form, click the mouse on the 

Immunization tab at the top of the Medical form.  The following form 
will display.  If a student has not completed their immunizations the 
date fields will display in red. 

 

 
 
 To update the Immunization form, click the mouse on the 

Change button. The cursor will display in the first field displayed. 
Press the Tab key to the field selected.  Type the data into the 
field and press Enter.    
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DISCIPLINE The Discipline form is used to store information for a student that 

has violated the schools rules.  Detention or demerits can be stored 
along with the description of the violation and teacher involved.  All 
discipline records display on the right hand side of the form. 

 
 

 
 
 
 To add information to the Discipline form, click the mouse on the 

Add button. The arrow will display in the gray box to the left of the 
form.  The current date will display.  Press the Tab key to the field 
selected.  Type the data into the field and press Enter.    
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SIBLINGS The Siblings form will display all students that have the same 
Family ID.  A family ID number is assigned to each student. If a 
student has the same phone number as another student they will 
be assigned the same Family ID.   

 

 
 
 When letters or labels are generated one-per-family the program 

will use the family ID number and will only create one letter or 
label for each ID number.    
 

 To change the family ID number, click the mouse on the Change 
button. The cursor will display in the Family ID field. Type the new 
number into the field and press Enter. 
    

TO REASSIGN 
FAMILY ID 
NUMBERS TO 
ALL STUDENTS 

To reassign the family ID number, click the mouse on the 
Reassign button.  
 
The following message will redisplay.  Click the mouse on the Yes 
button.  All students will be reassigned a new Family ID. 
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CONTACTS The Contacts form can be used to store emergency contacts, 

individuals other than the parents allowed to pick up the student, 
etc.  This form also allows you to add individuals who should 
receive a copy of all mail or only grades. 

 

 
 
 To add information to the Contacts form, click the mouse on the 

Add button or <<Add New>>. A blank form will appear.  Type the 
data into the field and press the Tab key to move through the fields. 
When finished press Enter.  To see information on a contact listed 
on the right, click on that contact and the information will be 
displayed on the left. 
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TEST SCORES The Test Scores form is used to store all test data and scores for 

school tests that the student has taken.  
 

 
 
 If the test scores were stored in a file and contain the student’s 

permanent ID number they can be loaded into the Aeries™  table.  
They can also be manually added into the file. 
 

 To add information to the Test Scores form, click the mouse on the 
Add button. The arrow will display in the gray box to the left of the 
form.  Type the data into the field and press the Tab key to the 
fields selected. Press Enter.    
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FEES AND 
FINES 

The Fees and Fines form can be used to store fines that are 
owed for textbooks, sports equipment, etc.  This form will also 
keep a running balance of all fees owed by the student. 

 

 
 
 To add information to the Fees and Fines form, click the mouse on 

the Add button. The arrow will display in the gray box to the left of 
the form.  Type the data into the field and press the Tab key to the 
fields selected. Press Enter.    
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ASSESSMENT The Assessment form in Aeries™  is information currently based 

on test scores and academic grades. 
 

 
 
 There are two tables used for the Student Assessment Setup.  

The (SAS) table defines how your district measures student 
assessment. The (SAR) table which has a record of each student’s 
assessment scores and the special groups to which they belong, 
such as, LEP, GATE, etc. 

 
NOTE:  

 
 
 
To setup the student assessment, see the Student Assessment 
Setup Procedures. 
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COUNSELING The Counseling Visitation form can be used to store any pertinent 

information about the student.  
 

 
 
 To add information to the Visitation form, click the mouse on the 

Add button. The arrow will display in the gray box to the left of the 
form.  Type the data into the field and press Tab to the fields 
selected. Press Enter.    
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 The Conference form can be used to store any information in 

regards to conferences held with the student.  To access this form 
click the mouse on the Switch button at the right hand corner of the 
Visitation form. 

 

 
 
 To add information to the Conference form, click the mouse on the 

Add button. A black arrow will display in the gray box to the left of 
the form.  Type the data into the field and press Tab to the fields 
selected. Press Enter.    
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SPECIAL ED The Special Education form is used to store all special education 

information.   
 
 

 
 
 
 To add information to the Special Education form, click the mouse 

on the Change button. The cursor will display in the SELPA field.  
Press Tab to the field selected and enter data into the field.  Press 
Tab to the other fields selected. When complete press Enter.    
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LANGUAGE 
ASSESSMENT 

The Language Assessment form is used to store all language 
assessment information and test history.     

 

 
 
 To access the other forms click the mouse on desired tab and the 

form selected will display.    
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INTERVENTIONS The Interventions form can be used to store any pertinent 

information in regards to interventions being taken.  
 

 
 
 
 To add information to the Intervention form, click the mouse on the 

Add button. A black arrow will display in the gray box to the left of 
the form.  Type the data into the field and press Tab to the fields 
selected. Press Enter.    
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 The Retentions form can be used to store information in regards 

to the steps taken to retain a student. To access this form click 
the mouse on the Switch button at the right hand corner of the 
Interventions form. 

 

 
 
 
 To add information to the Retentions form, click the mouse on the 

Add button. A black arrow will display in the gray box to the left of 
the form.  Type the data into the field and press Tab to the fields 
selected. Press Enter.    
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SPECIAL 
PROGRAMS 

The Special Programs form will display Information on programs 
that the student is eligible for or participating in.   

 

 
 
 
 To add information to the Special Programs form, click the mouse 

on the Add button or <<Add New>>. A blank form will appear.  
Type the data into the field and press the Tab key to move through 
the fields. When finished press Enter.  To see information on a 
program listed on the right, click on that program and the 
information will be displayed on the left. 
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GATE The GATE form will display Information on the student has been 

evaluated for GATE.  
 

 
 
 There are two additional tabs that will contain information and the 

referrals and tests administered for the GATE evaluation.  
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DISTRICT 
STUDENT 
LOOKUP 

The District Student Lookup form will display previous school 
year information currently stored in the District Database.  

 

 
 
 To display this information enter the student’s last name and first 

name, the permanent ID or student’s birthdate.  Click the mouse 
on the Search button.  
 
All students will display that meet the information selected.  Click 
the mouse on the student selected and the District information 
will display at the bottom of the form.  
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 The Student Reports form is an option available through Student 
Data.  These reports contain student information that is used most 
frequently by the schools.    

 

 
 

 
 To access Student Reports click the mouse on the Student Data 

button.  Click the mouse on the Reports button in the bottom right 
hand corner of the form.   
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PRINT 
PREVIEW 

The Student Reports form will display.  This form gives you the 
option to preview reports prior to printing.  To preview reports will 
automatically default and will contain a black check mark in the 
center of the circle.  

  

 
 

 
 
 If you do not want to preview the report, click the mouse on the check 

box and the check will no longer display.   Any report selected will now 
automatically be sent to the printer.  

 
QUERY 
CONDITION 

This form allows you to add query conditions to select certain criteria 
for your report. 

 
 

 
 
 Each report has certain query conditions that can be utilized with 

Access query or Aeries query.  
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 At the far left corner of the box a code displays that indicates which 

query can be utilized by this reports.   
 

 
 
 Q1 - indicates that only Access query can be utilized.   

Q2 - indicates that only Aeries™  query can be utilized.   
Q3 - indicates that either one of these queries can be utilized.   

NOTE: 

 
 
 
 
Knowledge of the different query options is suggested in order 
to use them with these reports.  
 

 To add a query condition to a report, click the mouse on the Add 
Access Query Condition option. 

 

 
 
 The following text box will display. Take note to the message that 

displays.  Access query is different than Aeries query.  Access will 
not require ‘IF’ to be used in the query statement. 
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 In the text box type a query “IF” condition.  To print only 5th Grade type 

gr = 5. Then the report selected to print would only include 5th grade 
students.  At the bottom of the form the query statement will display in 
red. 

 

 
 

NOTE: 

 
 
 
When using Access Query certain standards must be utilized.  
All alphanumeric (non-numeric) fields must be surrounded by 
quotes.  All numeric fields do not require quotes.   
 
Pay close attention to the criteria selected.  For instance, if a 
report does not contain teacher information the report cannot 
print for a particular teacher.  
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SELECTING 
A REPORT 

To print or preview a report, click the mouse on the button for the 
report selected.   

  

 

 
 
 
 
 The following are examples of each of the reports that are displayed 

on this form. 
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STUDENT 
DIRECTORY 
BY GRADE - 
NARROW 

This report displays all students, both active and inactive, in order by 
grade level, and by name. Inactive students display an asterisk to the 
left of their student number on the report.  The report includes student 
number, last name, first name, middle name, permanent ID number, 
sex, grade and birth date. 

 
 

 
 
STUDENT 
DIRECTORY 
BY NAME - 
NARROW 

This report displays all students, both active and inactive, in order 
alphabetically by name.  Inactive students have an asterisk to the left 
of their student number on the report. The report includes student 
number, last name, first name, middle name, permanent ID number, 
sex, grade and birth date. 
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STUDENT 
DIRECTORY 
BY GRADE - 
WIDE 

This report displays all students active and inactive, in order by grade 
level, and by name.  Inactive students have an asterisk to the left of 
their student number on the report. The report includes student 
number, last name, first name, sex, birth date, parent/guardian, street 
address, city, zip code, and home telephone number. 
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STUDENT 
DIRECTORY 
BY NAME - 
WIDE 

This report displays all students active and inactive, in order by name.  
Inactive students have an asterisk to the left of their student number 
on the report.  The report includes student number, last name, first 
name, sex, grade, birth date, parent/guardian, street address, city, zip 
code, and home telephone number. 
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STUDENT 
BIRTHDAY 
LISTING 

This report will display students with birthdays during the month 
selected.  The report will print in order by day of the month and will 
display each student who has a birthday this month.  The report also 
has the option to print by teacher.   
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STUDENT 
DIRECTORY 
BY CLASS  

This report displays all students active and inactive, in order by 
teacher and then alphabetically by student name.  Inactive students 
have an asterisk to the left of the student number on the report.  The 
report includes student number, last name, first name, middle name, 
permanent ID number, sex, grade and birth date.  The total number 
of active and inactive students will print at the bottom of the page.  
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PRINT STUDENT 
DISTRIBUTION 
GRAPH  

This report is a graph that displays total students, total girls and 
total boys by grade level.   
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PRINT ETHNIC 
DISTRIBUTION 
GRAPH  

This report is a graph that lists total students, total girls and total 
boys by ethnic code.   
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STUDENT 
DIRECTORY 
BY ADDRESS - 
WIDE 

This report displays all students active and inactive, in order by 
street name, and number. Inactive students have an asterisk to the 
left of their student number on the report. The report includes 
student number, last name, first name, sex, grade, birth date, 
parent/guardian, street address, city, zip code, grid code and home 
telephone number. 

 

 
 
LABELS TO 
PARENTS 

These labels display the parent/guardian name, “RE:” followed by 
the student’s name, address, city, state and zip code.  These labels 
will print alphabetically by student’s last name unless selected to 
print by zip code.   
 
These labels are designed to print on Avery 5160 labels for use on 
laser printers.  The actual label dimensions are 1 inch by 2.7 inches.
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LABELS TO 
STUDENT 

This label displays the student’s name, “C/O” followed by the 
parent/guardian name, students address, city, state and zip code. 
These labels will print alphabetically by student’s last name unless 
selected to print by zip code.   
 
These labels are designed to print on Avery 5160 labels for use on 
laser printers.  The actual label dimensions are 1 inch by 2.7 inches. 

 

 
 
1 PER FAMILY 
LABELS 

This label displays the parent/guardian name, student’s address, 
city, state and zip code.  This program will only print one label per 
family and will give you the option to print the oldest sibling’s name 
on the label. These labels will print alphabetically by student’s last 
name unless selected to print by zip code.   
 
These labels are designed to print on Avery 5160 labels for use on 
laser printers.  The actual label dimensions are 1 inch by 2.7 inches. 
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PRINT GRID 
CODE 
DISTRIBUTION 
REPORT 

This report displays total students in each grid code by grade level.  
The report will include a total number of students for all grades for 
each grid code.   
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SUMMARY OF 
STUDENTS BY 
GRADE, ETHNICITY 
OR TRACK 

This report displays the total number of students in the 
different programs by grade, ethnicity or track. This report also 
gives you the option to print the total number of students by 
grade, ethnicity or track regardless of the different programs.  
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CLASS 
ATTENDANCE 

The Class Attendance form is used to update each student’s daily 
attendance.  An attendance roster is created that the teacher utilizes 
to keep track of the absences in their class.  A clerk uses the roster 
to update the class attendance using the Class Attendance form. 

 

 
 
 The absence for the student selected can be typed or an Update 

function can be selected and absences can be marked with the click 
of the mouse.  
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 When Class Attendance is selected from the Control Panel a Date 

Input Form will display.   
 

 
 
 The date displayed will be today’s date. To change the date, type the 

date selected and click the OK button. The date entered is used with 
the Update function to flag absences for a particular day.  

 
NOTE: 

 
 
 
The Class Attendance form will display the entire attendance 
month for the date entered. 

 
CLASS 
ATTENDANCE 
FUNCTIONS 

The Update function utilizes absence codes, which includes Absent, 
Change, Here, ILL and Tardy.  After selecting the Update function 
the button will display in Red until the function has been changed.  

 

 
 
 The Class Attendance can be updated by clicking the mouse on 

the student’s name.   

 
NOTE: 

 
 
 
Update functions use the initial date entered when flagging an 
absence code.   
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 At the beginning of the school year the Calendar is created and all 

dates are flagged when school is not in session.   
 

 

  

 
 These dates display on the Class Attendance form flagged and 

prevent entries into these fields.   
 

DISPLAY 
CLASS 
ATTENDANCE 
RECORDS  

To display Class Attendance records for a particular teacher, use 
the Locate functions.  The attendance for the month will display for 
all students in this class.  
 
Clicking the mouse on the Forward button will display the Class 
Attendance alphabetically by teacher name. 
 

VIEW ALL 
STUDENTS 

All students may not display on one page depending on the class 
size.  To view the remaining students, click the mouse on the 
SCROLL down arrow until the student selected displays.    
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 Students can also be displayed by using the record selection option.  
By clicking the mouse on the arrow, individual student records can 
be selected. 

  

 

 
 
 As the record is selected the cursor will display in the first date field 

for the student selected.  
 

TO MARK A 
STUDENT 
ABSENT 

Click the mouse on the Absent button.  At the top of the form, 
Click on student’s name to mark them ABSENT will display and 
the Absent button will display in red.      

 

 
 

 Click the mouse on the student’s name. An A will display for the 
date selected.  Continue to click on students who are to be marked 
absent.  

NOTE: Update functions use the initial date entered when flagging an 
absence code.   
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TO CHANGE 
AN ABSENCE 
CODE  

Click the mouse on the Change button. The cursor will display on 
the last student previously flagged with an absent code.  
 

  

 

 
 
 Press the Tab key until the cursor is on the date to be changed.  

Type the absent code over the current code displayed.  The 
following message will display.  

 

 
 

 Click the mouse on the Yes button.  Press Enter. 

 
NOTE: 

 
 
 
Prior to pressing ENTER the change can be cancelled by 
pressing the ESC key. The original data will be redisplayed. 
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TO MARK A 
STUDENT 
PRESENT  

Click the mouse on the Here button.  At the top of the form, the 
message - Click on student’s name to mark them PRESENT 
will display and the Here button will display in red.      

 

 
 
 Click the mouse on the student’s name.  The following message will 

display. 
 

 
 
 Click the mouse on the Yes button and the absence code will be 

removed for the entry date.  The Here button will remain active until 
a different Update button has been selected. 
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TO MARK A 
STUDENT ILL 

Click the mouse on the ILL button.  At the top of the screen the 
message - Click on students name to mark them ILL will display 
and the ILL button will display in red.      

 

 
 
 Click the mouse on the student’s name.  An I will display for the date 

selected.  Continue to click on students who are to be marked ill.  
The ILL button will remain active until a different Update button has 
been selected. 
 

TO MARK A 
STUDENT 
TARDY 

Click the mouse on the Tardy button.  At the top of the screen the 
message - Click on students name to mark them TARDY will 
display and the Tardy button will display in red.      

 

 
 

 
 Click the mouse on the student’s name.  A T will display for the date 

selected.  Continue to click on students who are to be marked tardy.  
The Tardy button will remain active until a different Update button 
has been selected. 
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TO PRINT A 
CLASS 
ROSTER  

Click the mouse on the Print button to print a listing of the current 
Class Roster and all student absence records. The following is an 
example of the Class Roster. 
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DAILY 
ATTENDANCE 
CYCLE 

The Daily Attendance Cycle form displays various programs and 
reports utilized to perform the daily attendance.  The form is color 
coded to visually display which steps are processing steps (yellow), 
printed reports (white boxes), scanner sheets (green), or forms for 
displaying and updating data (blue.)   

 

 
 
 As each step is performed a red check mark will display in the right 

hand corner of the button.  Once the attendance has been updated 
and ALL monthly reports have been created, clear the red check 
marks from the form. 

 
NOTE: 

 
 
 
The ‘Clear Check Marks’ button at the top right hand of the page 
is utilized to clear the red check marks.  Do not clear the form 
until all of the end-of-the-month reports have been printed.     
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PRINT 
PREVIEW 

The Attendance Cycle form has the option to preview reports prior to 
printing.  The option to preview reports button will automatically default 
and will contain a dark dot in the center of the circle.  

 

 
 
 To send all reports to the printer and not review, click the mouse on the 

circle and the dark dot in the center will no longer display.   Any report 
selected will now automatically be sent to the printer.  
 

QUERY 
CONDITION 

This form allows query conditions to be added to select certain criteria 
for the reports generated. 

 

 
 
 Each report has certain query conditions that can be utilized with 

Access query or Aeries™ query.  At the far left corner of the box a 
code displays that indicates which query conditions can be utilized by 
this report.   
 

 Q1 - indicates that only Access query can be utilized.   
Q2 - indicates that only Aeries™ query can be utilized.   
Q3 - indicates that either one of these queries can be utilized.   

 
NOTE: 

 
 
 
Being familiar with query is suggested if utilizing the query 
options with these reports.  
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 To add a query condition to a report, click the mouse on the Add 

Query Condition option. 

    

 

 
 
 The Attendance Cycle form will display the following text box. Take 

note to the message that displays on the form.  Access query is 
different than Aeries™ query.  Access will not require ‘IF’ to be 
entered into the query statement. 

 

 
 

 In the text box type a query “IF” condition.  To print only 5th Grade 
students type gr = 5 in the text box. Then the report selected to print 
would only include 5th grade students. 
 

 At the bottom of the form the query statement will display in red. 
 

 
 

 
NOTE: 

When using Access Query certain standards must be utilized.  
All alphanumeric (non-numeric) fields must be surrounded by 
quotes.  All numeric fields do not require quotes.   
 
Pay close attention to the criteria that is selected for queries.  
For instance, if a report does not contain teacher information the 
selection cannot be made for a particular teacher to print.  
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CLEAR 
CHECKMARKS 

The Attendance Cycle form will keep track of all programs that 
have been accessed throughout the current month.  A red check 
mark is placed in the bottom right hand corner of each button.  

 

 
 
 To clear the check marks, click the mouse on the Clear 

Checkmarks button in the top right hand corner of the form.   
 

CREATE NEW 
DAILY 
ATTENDANCE 
SHEET TABLE 

The Create New Daily Attendance Sheet Table is utilized to create 
a table containing the current class enrollment for each teacher.   
Once this table is created, scanner sheets can be printed for the 
teachers to keep track of each student’s attendance.   
 

 

 
 
 Click the mouse on the Create New Daily Attendance Sheet Table 

button to create the daily attendance sheet table 
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 The Create New Daily Attendance Sheet Table form will display 

that contains all dates previously setup in School Calendar.  The 
assigned school week will display to the left of the starting date.   
 
To create a new sheet table, click the mouse on the small circle next 
to the week number and starting date selected.  
 

    

 

 
 

 Verify the Students per Sheet is set to the correct channel for the 
scanner setting. This will setup the correct number of students to 
print per each scanner sheet.  Click the mouse on the CREATE 
button and the sheet file will be created. The following message will 
display.  

 

 

 
NOTE: 

  
 
 
It is crucial that the “Student’s per Sheet” area is set correctly 
for the type of scanner being used.   
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 After the school year has started and previous sheet tables have 
been created, the system will automatically delete any sheet record 
more than 3 weeks old.  The following message will display. 

 

 
 

 Verify that it is ok to delete the Week displayed. Click the mouse on 
the Yes button.    
 

 If the following message displays, the sheet table has already been 
created for the week selected.  Click the mouse on the No button. 

 

 

 
NOTE: 

 
 
 
DO NOT click the mouse on the YES button.  Verify the correct 
week has been selected.  If the mouse is clicked on the YES 
button the attendance sheet table currently in use may be 
deleted.   
 

PRINT DAILY 
ATTENDANCE  
SCANNER 
SHEETS 

After the sheet table has been created, the daily attendance scanner 
sheets can be printed. Prior to printing the scanner sheets, verify the 
RED check mark displays indicating the sheet table has been 
created for the current attendance cycle.     

 

 
 

 Click the mouse on the Print Daily Attendance Scanner Sheets 
button to print the scanner sheet.  
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 The following message will display.  To print the scanner sheets on 

continuous forms, click the mouse on the No button. 
 

 
 

 To print from a laser printer, click the mouse on the Yes button. 
The following options will display.  If the printer lineup does not 
need to be checked, leave the check box empty and proceed to 
Print teachers who use Electronic Attendance.   

 

 
 

 To verify that the lineup is correct for printing the scanner sheets, 
click the mouse in the box. 
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 To Print for a specific teacher click in the box and fill in the 

teachers name or number.  To sort the printout by teacher click in 
the box by Print by Teacher? 

 

 
 

 If Check printer lineup box is checked the following form will 
display. 

 

 
 

 To test the lineup, click the mouse on the Print Test Page button.  
A test page will print to determine if the scan sheet bubbles need to 
be aligned.  Use this test page to determine whether the left side or 
top margins need to be adjusted.  
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 To align the scan sheets, click the mouse on the + or  -  button for 

the margin selected.     
 

 
 

 The margin will adjust and the number will either increase or 
decrease.  Click the mouse on the Print Test Page. Once it has 
been verified that the bubbles are aligned appropriately, click the 
mouse on the Exit button. 
 

 The scanner sheet will display on the form.  Verify the information 
is correct.  Click the mouse on the printer icon to print the scan 
sheets displayed. 
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 The following is an example of the scanner sheet. 
 
 

 
 

EAD DAILY 
ATTENDANCE  
SCANNER SHEETS 

To scan the daily attendance scanner sheets, click the mouse 
on the Read Daily Attendance Scanner Sheet button 
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 The following text box will display. Type the date scanned in the 
text box. To scan the complete week, type the week number.    
Click the mouse on the OK button. 

 

 
NOTE:  To scan previous day’s attendance the date must be changed or 

a week number must entered. 
 

 The following form will display.  At the top of the form the message,   
Communication Line is open, Ready to scan should display.   

 

 
 

 
 Place the scanner sheets into the scanner. To test the scanner is 

working properly click the mouse on the Scan One form button.  The 
message, Scanner Sheet was Read should display. 
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 Click the mouse on the Scan Continuously button. The scanner will 

begin scanning the attendance sheets and the message, Scanner 
Sheet was Read should display after each sheet.   The attendance 
marks scanned will display next to the student on the form.   
 

ERROR 
MESSAGES 

If an error messages display at the top of the screen there may be 
problems with the scanner.  Click the mouse on the Exit Scan 
Program button. Try and scan the sheets again.  

 

 
 

 Examples of error messages: 
 

• Sheet Number Misread As ## 
• Nothing was read from the scanner 
• Waiting for scanner input (Click on STOP to stop) 

 
NOTE:  

 
 
 
 
If several attempts to scan still produce errors, exit the scan 
program and try the Scanner Test form in Miscellaneous 
Functions. 
 

EXIT SCAN 
PROGRAM 

After all sheets have been scanned, press the Exit Scan Program 
button on the scanner. 
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PRINT 
MISSING 
SHEET LIST  

After all sheets have been scanned, a list can be printed of missing 
scanner sheets.  Click the mouse on the Print Missing Sheet List 
button in the bottom right corner.  

    

 

 
 

 The following is an example of the Missing Sheet List report. 
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PRINT 
ATTENDANCE 
CLASS 
ROSTERS 

To print attendance class rosters, click the mouse on the Print 
Attendance Class Rosters button.   

    

 

 
 
 The following form will display.  The Class Roster Setup allows 

you to print Attendance or Grade roster sheets. The sheets can 
be sorted by Teacher Name, Teacher Number or Room Number.  

 

 
 

 
 
 
 
 
 
 

Selections can be made on the right hand side of the form: 
 

• Print on Special Roster Forms instead of laser paper 
• Print Phone Number 
• Print Signature Line for teachers signature 
• Do Not show Additional Lines will not print lines to add 

students 
• Add fields to the printout allows to add up to 3 fields 

from the STU table  
• Print Student Alias Names 
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 To print the dates at the top of the roster, type the attendance 

month.  Click the mouse on the OK button.  If the month is left at 
zero, no dates will be printed on the roster. 

 

    

 

 
 
 

 
NOTE:  

 
 
 
If Attendance Rosters are reprinted any absence codes previously 
marked will be printed. 
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 The following is an example of the Attendance Class Roster 

printed on plain paper. 
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 The following report is an example of the Attendance Class Roster 

printed on a pre-printed form. 
 

 
 

    

Attendance Cycle – Elementary User Manual 
 

ELM10 - 17 



Page 18 –Aeries™   Student Information System 
 

 
CLASSROOM 
ATTENDANCE 
DISPLAY AND 
UPDATE  

To update the absences for the class attendance, click the mouse 
on the Classroom Attendance Display and Update button. 

    

 

 
 
 

 The Class Attendance form will display all students in each class 
to allow easy update to the attendance.  

 

 
 

 For detailed procedures see the Class Attendance documentation.   
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DISPLAY AND 
UPDATE 
STUDENTS 
ATTENDANCE 

To display or update an individual student’s attendance record, click 
the mouse on the Display and Update Students Attendance 
button.  

    

 

 
 
DISPLAY A 
STUDENTS 
ATTENDANCE  

To display a student’s attendance record, use the Locate option to 
select a student. To display a specific attendance date, click the 
mouse on the record button.  

 
 

 
 

 This will advance through the daily attendance records.  As the 
mouse is clicked the current record will be hi-lited.    
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ADD A MARK TO 
A STUDENT’S 
RECORD 

Click the mouse on the Add button.  The Date Input Form will 
display.  

 
 
 Type the date in the message box.  The date must have the same 

format as displayed.    Click the mouse on the OK button.  
 

 
 
 The date and an A will automatically display on the first line of the 

form.  To change the absence code, press Tab to the absence code 
and type the code selected.   
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CHANGE AN 
ABSENCE CODE  

Click the mouse on the Change button. The cursor will be located 
on the first attendance entry for the student displayed.  
 

    

 

 
 
 The entries are listed in descending date order.  Press Tab until the 

cursor is on the correct day.  Type the change over the current 
absence code.  
 

DELETE AN 
ABSENCE CODE 
FOR THE DATE 
SELECTED  

Press Tab to select the date of the absence to be deleted from the 
student’s record.  The date will be hi-lited.  
 

 

 
 
 Click the mouse on the Delete key.  The following message will 

display. 
 

 
 
 Verify that the correct attendance date has displayed.  Click the 

mouse on the Yes button. 
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 The attendance record will no longer display for the student selected.
 

 
 
Attendance 
Notes  

The Attendance Notes will give schools the ability to store 
Attendance Notes within Aeries.  A small blue envelope displays 
to the left of each date on the calendar. When a note has been 
added for a particular date the envelope will change to red to 
indicate that a note exists for that date. 
 

Add Attendance 
Notes 

After selecting a student click the mouse on the Envelope symbol 
to the left of the date selected. 
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 The following form sill display.  If a specific code is desired click the 

mouse on the Code drop down and select the code.  The 
description for the code will automatically display.   
 
The Modified by data will automatically be updated with the user 
name, date and time.  Type any comments into the Attendance 
Notes text field. After you have completed your entry, exit the form.  

 

 
 
 The envelope will change color to red to indicate that a note has 

been entered for this date. 
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PRINT 
STUDENTS WITH 
UNVERIFIED 
ABSENCES 

This report will print all students with unverified daily absences 
(year-to-date). Click the mouse on the Print Students with 
Unverified Absences button. The following message will 
display.   
 

 

 
 
 To print the report by teacher, click the mouse on the Yes button.  

To print the report by student name, click the mouse on the No 
button.  The following Date Input Form will display. 

 

 
 
 The dates will automatically default to the first day of school and 

today’s date.  Type the desired date range in the beginning and 
ending date fields.  Click the mouse on the OK button.  
 
The following message will be displayed.  Click the mouse on the 
OK button. 
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 The following is an example of the Students With Unverified 
Absences report by teacher. 

 
 

 
 
 
 
PRINT 
STUDENTS 
ABSENT OR 
TARDY TODAY 

This report will print all students reported absent or tardy for the 
date entered.   Click the mouse on the Print Students absent or 
Tardy Today button.  The following message will display. 
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 To print students absent for the day, type 1 in the message field.  

For students tardy for the day, type 2 in the message field.   Click 
the mouse on the OK button. The following Date Input Form will 
display. 

    

 

 
 
 The date displayed will default to today’s date. Type the date 

selected in the date field.  The date must be in the same format 
as displayed. Click the mouse on the OK button.   The following is 
an example of the Students Absent report.   
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PRINT 
ABSENCE 
VERIFICATION 
SCANNER 
SHEETS 

An absence verification scanner sheet can be created to allow the 
teacher to verify unexcused absences for their students.  If a 
correction is needed, the teacher can bubble in the correct 
absence code.  The absence verification sheets can then be 
scanned to update any absences. 

 

 
 

 To print the scanner sheet, click the mouse on the Print Abs 
Verification Scanner Sheets button.  The following message will 
display. 

 

 
 

 To print the scanner sheets on continuous forms, click the mouse 
on the No button. To print from a laser printer, click the mouse on 
the Yes button. The following message will display. 
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 To cancel this program, click the mouse on the No button. By 

clicking the mouse on the Yes button all Absence Verification 
Scanner Sheets previously created will no longer be valid. The 
following message will display. 

 

 
 

 To check the printer lineup, click the mouse on the Yes button.   
 
For Printer Lineup procedures see Print Daily Attendance 
Scanner Sheets documentation. 
 
If the printer lineup does not need to be checked click the mouse on 
the No button and proceed.   
 

 The following message will display.  If the Absence Code Reasons 
does not need to be checked click the mouse on the No button and 
proceed to Print by Teacher.   

 

 
 

 To check the Absence Code Reasons, click the mouse on the Yes 
button.   
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 The following box will display.  The first time this report is created, 

the Absence Reason Codes will default to the codes displayed in 
the box.   

    

 

 
 

 To change these codes, click the mouse on the drop down arrow.  
All available Absence Codes will display.  Click the mouse on the 
code selected. The codes selected will now print on the Absence 
Verification Scanner Sheets.  Click the mouse on the OK button.   
The following box will display. 

 

 
 

 To print the Absence Verification Scanner Sheets by teacher, 
click the mouse on the Yes button.  
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 The following Date Input Form will display.   
 

 
 
 The dates will automatically default to the first day of school and 

today’s date.  Type the desired date range in the beginning and 
ending date fields.  Click the mouse on the OK button.  
 

 The following is an example of the Absence Verification Scanner 
Sheets by teacher.   
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READ ABSENCE 
VERIFICATION  
SCANNER 
SHEETS 

To scan the absence verification scanner sheets, click the mouse 
on the Read Abs Verification Scanner Sheet button. 

    

 

 
 
 

 The following form will display.  At the top of the form the message,   
Communication Line is open, Ready to scan should display.   
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 Place the scanner sheets into the feeder on the scanner. To test the 

scanner is working properly click the mouse on the Scan One form 
button.  The message, Sheet scanned successfully should display. 
 
Click the mouse on the Scan Continuously button. The scanner 
should begin scanning the verification sheets and the message, Sheet 
scanned successfully should display after each sheet.    
 
The absence codes scanned will display next to the student on the 
form.   
 

ERROR 
MESSAGES 

If RED error messages display at the top of the screen there may be 
problems with the scanner.  If a message displays, try and scan the 
sheets again.   Click the mouse on the Scan Many button.   

 

 
 
 

 Examples of messages: 
 

• Sheet Number Misread As ## 
• Nothing was read from the scanner 
• Waiting for scanner input (Click on STOP to stop) 

 
NOTE:  

 
 
 
If several attempts to scan still produce errors, exit the scan 
program.  Use Scanner Test form in Miscellaneous Functions to 
test the scanner. 
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PRINT ABSENCE 
OR TARDY 
LETTERS TO 
PARENTS 

The Print Absence/Tardy Letters to Parents program will create 
attendance letters for students that have been absent or tardy on 
5 or more occasions.  Click the mouse on the Print 
Absence/Tardy Letters to Parents button. 

 

 
 

 The following form will display.  The program will default to print letters 
for students who have been absent or tardy on more than 5, 10 or 15 
occasions within the semester.   The number of occasions can be 
changed in the Check Absence Letter Text program. 
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 The Count Att between will display the starting date of the current 

semester to the last day of school.  To print letters for a different date, 
type the date selected in the same format as displayed.   

 

 
 

 At the right side of the form the absence codes will display that the 
program will use to count and print on the letters. To revise list, click 
the mouse on the radio button next to the attendance code you want to 
include in this letter.  

 

 
 

UPDATE 
ABSENCE 
LETTER 

To update the absence letters, click the mouse on the Check Absence 
Letter Text button.    
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 The following form contains a total of 6 default absence and tardy 

letters. The default Letter ID names are either Absent or Tardy.  
Each Letter ID has 3 Parts which allows 3 different letters for 
absent and tardy.   
 
For example, the letter displayed is Letter ID Absent Part 1. 

 

 
 
 

 
NOTE: 

 
 
 
DO NOT change the name of the 6 default letters since they are 
utilized by the program to generate the letters.  
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 Letters can also be entered in different languages and printed 

according to a student’s Correspondence Language.  The 
Correspondence Language Association field must contain the 
Correspondence Language Code entered from the Student Data 
form.   

    

 

 
 

 The default letters must always have the correspondence language 
association blank.   
 
Letters in other languages must start with the base name of “Absent 
1”, “Absent 2”, “Tardy 1”, etc but must end with an attachment such as 
“Spanish” for a final letter name of “Absent 1 - Spanish”. 
 

 To change the number of absences or tardies needed to generate 
letters, type the number in the field in the top right hand corner.   

 

 
 

 
NOTE: 

 
 
The standard for the first letter generated is when a student has 
five or more absences during the current semester.  The second 
letter is generated after ten or more absences and the third after 
fifteen or more absences.   
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 When the letters are generated, a heading will automatically be 

created with the school name, address, and the current date at the top 
of the letter.  The heading will not display in the letter editor but will 
print when submitted.  The parent/guardian and address will also print 
in the very top left-hand corner.  

 

 
 
 Prior to creating this letter it must be determined what data will be 

needed from the Aeries™ table(s).  For example, a letter sent to a 
parent guardian for a student would need the following fields: 
 

• PG = Parent/Guardian 
• FN = Student First Name 
• LN = Student Last Name 

 
When the letters are generated the names for the parent/guardian 
and student will automatically print. 
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 For a letter sent to a parent/guardian, enter Dear [PG] or Dear 

Parent: on the first line and press Enter.  The cursor will drop down 
to the second line. 

 

 
 

 
NOTE:  

 
 
 
ALL field codes MUST have a square bracket surrounding them, 
for example, [PG].   
 

 Type the remainder of the letter combined with text and field codes.  
Where the field codes are used, data will print in the letter.  For 
example, [FN] will contain the student’s first name on the letter.  

 

 
 
 A function available that can be used will insert  [he/she] or  

[his/her] in the letter for the proper sex. 
 
Example:  If his/her is used and the sex code is F the letter 
would read “in her efforts”. 
 

 After the letter is complete click the Exit button at the bottom of the 
form. 
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PRINT 
ABSENCE 
LETTERS 

Prior to generating letters selections must be made from the form.  
After the letters are printed a tag or record is kept for each student that 
receives an absence or tardy letter.  

 

 
 

 To generate a tag or record, verify the Update Student  Letter tag 
contains a black circle in the  button.  This will prevent a student from 
receiving a duplicate letter if absence letters are generated within the 
same time frame.   
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 To preview the letters prior to printing, click the mouse on the Preview 

printer output on screen button.  
 

 
 
 

 To generate an absence or tardy letter, click the mouse on the Print 
Letters button.   The following message will display. 

 

 
 

 To print on white bond paper, click the mouse on the No button 
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 The following form will display. The first page will display the field code 
names.  Roll forward to the next page to verify the fields contain the 
correct data.  Click the mouse on the printer icon to print the letters.  

 

 
 

 The following is an example of the Absence Letter to Parents.   
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 After the print preview screen is exited, the following message will 
display. 

 

 
 

 
 

To generate a tag or record, click the mouse on the Yes button.   This 
will prevent a student from receiving a duplicate letter if absence 
letters are generated within the same time frame. 
 

 To print an English copy of the letter for the school file, click the mouse 
on the Print Sch Copy button.   
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 To create labels for the absence letters, click the mouse on the Print 

Labels button.   
 

 
 

 The following message will display.  
 

 
 

 A print preview of the labels will display.  Verify the information is 
correct.  To print the labels click the mouse on the printer icon.  
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 To create a listing of students who received absence or tardy letters, 

click the mouse on the Print List button.   
 

 
 

 A print preview of the list will display. To print the list, click the mouse 
on the printer icon. 
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 The following is an example of the Students Who Received Absence 

Letter List that will be generated.   
 

 
 
PRINT GRAPH OF 
ENROLLMENT BY 
TEACHER 

This graph will display the number of students in each teacher’s 
class.  Select the line interval and click the mouse on the OK 
button.  
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 The following is an example of the Graph Of Enrollment By 

Teacher report. 
 

 
 
PRINT 
STUDENTS 
WITH N OR 
MORE 
ABSENCES 

This report will display each student that has a total number of 
absences for the absence codes selected. A particular date range 
and minimum number of absences can be selected for the report.  
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 To print the report, click the mouse on the Print Students With N 

or More Absences button. The following Input Form will display. 
 

  
 
 All absence codes from the Absence Code table will display.  To 

select or de-select an absence code to print on the report, click the 
mouse on the button to the left of the Absence Code.   
 

 The date range will automatically default to the first day of school 
and today’s date.  Type the desired date range in the Start Date 
and End Date fields.  
 

 Type the minimum number of absences to be included on this 
report.  Click the mouse on the OK button. The following message 
will display.  To sort the report by teacher, click the mouse on the 
Yes button. 
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 The following message will display.  To include inactive students 

click the mouse on the Yes button.  
 

 
 

 The following message will be displayed. Click the mouse on the 
OK button. 

 

 
 
 The following is an example of the Students With N or More 

Absences report.  
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PRINT 
ATTENDANCE 
SUMMARY BY 
CLASS, STUDENT 
OR GRADE 

The Print Attendance Summary by Class, Student or Grade 
will display each student’s total number of absence for the 
absence codes selected.  The report can be printed for a certain 
date range and sorted by class, student or grade.  
 
To print the report, click the mouse on the Print Attend 
Summary by Class, Student or Grade button.  The following 
text box will display. 

 

 
 
 To sort the report, type the number selected in the text field for 

Student, Grade or Teacher.  Click the mouse on the OK button. The 
following Input Form will display.  All absence codes from the 
Absence Code table will display.  To select or de-select an 
absence code to print on the report, click the mouse on the button 
to the left of the Absence Code.   
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 The date range will automatically default to the first day of school 

and today’s date.  Type the desired date range in the Start Date 
and End Date fields.  

    

 

 
 
 Click the mouse on the OK button.  
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 The following is an example of the Attendance Summary by Class 

report.   
 

 
 
PRINT 
ENROLLMENT 
BY TEACHER 
OR BY GRADE 

This report will display the number of students in each teacher’s 
class by grade and sex. The report can be sorted by teacher or by 
grade.  This report can be utilized to track the number of students in 
each class throughout the school year.  
 
When the report is selected the following options will display.  Click 
the mouse on the selections. 
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 The following is an example of the Enrollment By Grade report. 
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CREATE A 
PHONE DIALER 
TEXT FILE 

To create a text file for a Phone Dialer program, click the mouse on 
the Create Phone Dialer Text File button.  

 

 
 
 The following text box will display. This program will include ALL 

absent students for the date selected.  To select certain students for 
the date selected, use the Query Skip or Keep statement.   

 

 
 

 The default for the output path will be A:\. If the Path to Output 
File is different, type the drive letter and a colon, example C: .  In 
the Name of output text file: , type the text file name and .LST.  
 
Example:  DIALER.LST   
 
The Date of Absence will automatically default to today’s date. In 
the Date of Absence field, type the date of the absences that will 
be used in the Phone Dialer program.   Click the mouse on the 
Create button.   
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 Once the file has been created, the following message will display. 

Click the mouse on the OK button.   
 

 
 
Print 
Attendance 
Audit Listing 

This report will display all students who have mismatches or errors in 
there attendance records. 

 

 
 

 The following is an example of an Attendance Audit List. 
 

 
 
PRINT GAIN This report will display all students who have entered or left the 
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AND LOSS 
REPORT 

school, changed teachers, grade, special program or track during the 
current school year.  
 
The student number, name and sex for each student who enters or 
leaves will display. It will also display the cumulative total of students 
carried forward, gains, losses, and ending enrollment for each day. 
 

 To print the report, click the mouse on the Print Gain and Loss 
Report button. The following Date Input Form will display.   

 

 
 
 The dates will automatically default to the first day of school and 

today’s date.  Type the desired date range in the beginning and 
ending date fields.  Click the mouse on the OK button.  
 
The report can be grouped by program and grade.  Click the mouse 
on the Yes or No button. 

 

 
 
 The report can be sorted by teacher number, student number.  Click 

the mouse on the Yes or No button.  
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 The following is an example of the Gain and Loss report. 
 

 
 
PRINT 
MONTHLY 
ATTENDANCE 
REPORT 

This report will display the monthly attendance, in order by program, 
teacher, grade, and track.  It is normally printed at the end of each 
attendance month.   
 
The report will display each student’s attendance for every day 
during the attendance month selected.  It will also display the total 
number of days each student is not enrolled and has non-
apportionment and apportionment absences. Totals will display at 
the end of each class.  
 
Staff Development Days are not calculated during or after the 
1999-2000 school year. 
 
Students who enter the school during the month are counted as 
GAINS, and noted with a + before their names.  Students who leave 
the school during the month are counted as LOSSES and noted 
with a – before their names.  In the first school month, every student 
is counted as a gain.     
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 To print the report, click the mouse on the Print Monthly 

Attendance Report button. The following text box will display.   
Type the attendance month in the text field.  Click the mouse on the 
OK button. 

 

 
 

 If there are still unverified absences the following message will 
display.  Click the mouse on the OK button. 

 

 
 

 The following is an example of the Monthly Attendance Report. 
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PRINT 
MONTHLY 
ATTENDANCE 
SUMMARY 

This report will display a summary of the monthly attendance by 
teacher, grade, program, and track.  It is normally printed at the 
end of each attendance month.   
 
When this report is generated it will create a new temporary work 
table and update the YTD table.  It is crucial that this report is 
run every month to calculate the YTD (year-to-date) totals 
correctly. 
 

 To print the report, click the mouse on the Print Monthly 
Attendance Summary button. The following text box will display.   
Type the attendance month in the text field.  Click the mouse on 
the OK button. 

 

 
 

 If there are still unverified absences the following message will 
display.  Click the mouse on the OK button. 
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 • # Days Taught – Calculated from the attendance calendar.  May 

vary by track in multi-track schools. 
 
• Enrollment Carried Forward – Students enrolled at end of the 

preceding month. 
 
• Gains – Students who entered during the current month. 
 
• Total Enrollment – Enrollment carried forward plus gains. 
 
• Losses - Students who left during the current month. 
 
• Ending Enrollment - Total enrollment minus losses and is 

carried forward to the next month. 
 
• Days Not Enrolled - Total days students were not enrolled in 

this class, grade, program, and track. 
 
• Days Non-apportionment Attendance - Total number of 

unexcused absences. 
 
• Days Apportionment Absence - Total number of excused 

absences. 
 
• Total Actual Attendance – Total number of teaching days 

multiplied by the total enrollment, minus days not enrolled, minus 
days of non-apportionment attendance, minus days of 
apportionment absences. 

 
• Total Apportionment Attendance – Total number of teaching 

days multiplied by the total enrollment, minus days not enrolled, 
minus days of non-apportionment attendance, plus 
apportionment staff development days. 

 
• Total Average Daily Attendance - Total apportionment 

attendance divided by total days of enrollment and staff 
development.  

 
• Year-to-date – Total apportionment, days taught, and total ADA. 
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 The following is an example of the Monthly Attendance Summary. 
 

 
 
 



EAGLE  SOFTWARE  

 
Miscellaneous – Elementary User Manual 

October 9, 2007 
                                                               

  
Miscellaneous – Elementary User Manual 
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MISCELLANEOUS The Miscellaneous form displays various programs that are 
utilized to perform maintenance to the tables and database.  
These programs are not daily functions.  The form is color 
coded to visually display which buttons are maintenance 
programs (yellow), test scanner (green), or programs used to 
display and update tables (blue.)   

 

 
 

 
NOTE:  

 
 
These programs are NOT daily functions and are usually not 
performed at the school sites.  They should only be utilized by 
trained personnel or at the District level.  



Page 2 –Aeries™  Student Information System 

 
CREATE A 
NEW AERIES™  
DATABASE 

The Create A New Aeries™  Database is used to create a new 
database, for a specific year and school. This option is mostly used 
to create a database for the upcoming school year. To create a new 
database, click the mouse on the Create A New Aeries™  
Database button.  The following message will display and will 
include the suggested database name.  

 

 
 

 The name contains SCH, two-digits for the next school year, a three-
digit school number and a file extension of .MDB. To change the 
name, type a new school year and school number. Click the mouse 
on the OK button. The following message will display the default 
path where the new database will be stored. 

 

 
 
 To change the path, type a new path in the text field.  Click the mouse 

on the OK button.   
 

 
NOTE:  

 
 
 
In order for this new database to work in the Aeries™  program, 
the name of the new database MUST follow the same naming 
convention as displayed. 
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 The following message will be displayed.   

 

 
 

 To switch over to the new database, click the mouse on the Yes 
button.  A message will display when connected to the new database. 

 

    
 

 
NOTE:  

 
 
 
If the following message displays while trying to create this 
database, the new database has already been created.  Click the 
mouse on the No button. 
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 The Miscellaneous form will now access the new database.  The 

new database name, school name and the new year will display.  
 

 
 
COMPACT 
CURRENT 
AERIES™  
DATABASE 

The Compact Current Aeries™ Database is used to reorganize 
the Aeries™ database that the school is utilizing.  When this option 
is selected the following message will display.  

 

 
 

 Click the mouse on the Yes button.  No one can be accessing the 
database while this program is running.  If someone is currently 
accessing the database the program will not allow the compact to 
occur.  When the compact is complete a message will display.  

 
 

 
 
  Click the mouse on the OK button.  The compact has now 

completed successfully. 
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BACKUP 
CURRENT 
AERIES ™ 
DATABASE 

The Backup Current Aeries™ Database is used to make a copy of 
the Aeries™ database as a safeguard. This option will make a fast 
copy of the database to the hard disk or to floppy disk(s).   
 
When this option is selected the following message will display.  

 

 
 
 Type the number in the text box for the type of backup to be 

performed.  Click the mouse on the OK button. The following 
message will display. 

 
 

 
 
 The copy of the database will be created with the same name but 

with a file extension of .BDB.  Click the mouse on the OK button.  
 
 

 
NOTE:  

 
 
 
 
High Density diskettes are required to perform a SAFE backup. 
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RESTORE 
CURRENT 
AERIES™  
DATABASE  

The Restore Current Aeries™ Database is used to reinstate a 
backup copy of the Aeries™ database. This option is mostly used 
when the current database has been corrupted and cannot be 
repaired. A restore can be performed of the last backup copy of the 
database.  Once restored, the current database will be erased 
and the backup copy of the database will become the current 
database.  When this option is selected the following message will 
display.  

 

 
 

 To replace the current database with your backup copy, click the 
mouse on the Yes button.  The following message will display. 

 

 
 Type the number in the text box for the type of backup recently 

performed.  Click the mouse on the OK button.  The following 
message will display.  Click the mouse on the OK button. The 
database has now been restored. 

 

 

 
NOTE:  

 
 
 
Remember - ALL data previously entered into the original 
database after the backup copy was created MUST be re-entered 
into the new restored database.  
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CREATE 
AERIES™ DATA 
FROM SASI 

The Create Aeries Data From SASI is used to convert SASI data 
and update the tables in the Aeries™  database.  The tables can 
be created individually or ALL tables can be created at the same 
time. When this option is selected the following form will display.  

 

 
 

 
 This option will display in blue all of the tables to be updated 

from the SASI files that are available for conversion.   
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TO CONVERT 
INDIVIDUAL 
SASI FILES 

In the Complete Path to SASI3 file: field, type the path where the 
SASI files are stored. To convert individual tables, click the mouse 
on the button for the table selected.   

  

 

 
 

 
NOTE:  

 
 
 
When converting tables individually, it is crucial that the order 
of the conversion be performed as displayed. 
 

 The following message will display.  To create the new table, click 
the mouse on the Yes button.   

 

 
 

 The following message will display when the table has been 
created.  Click the mouse on the OK button.   
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 Once the LOC and TCH tables have been created, the remaining 

tables can be converted. It is crucial that the order of the file 
conversion be performed as displayed.      
 

 If there are data problems while converting the SASI files, error 
messages will display.  The following is an example: 

 

 
 

 
NOTE:  

 
It is crucial that ALL data integrity problems be resolved prior to 
utilizing the new Aeries™  database.  Some data problems may 
require repairing the data in the SASI file and re-converting the 
files.   
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CONVERT ALL 
SASI FILES TO 
AERIES™  
TABLES 

In the Complete Path to SASI3 file: field, type the path where the 
SASI files are stored.  To convert ALL SASI files click the mouse 
on the Convert All SASI files to Aeries™  tables button.   

  

 

 
 

 If there are data problems while converting the SASI files, error 
messages will display.  The following is an example:    

 

 

 
NOTE:  

 
 
It is crucial that ALL data integrity problems be resolved prior to 
utilizing the new Aeries™  database.  Some data problems may 
require repairing the data in the SASI file and re-converting the 
files.   
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 As the SASI files are converted the Aeries™ table buttons will turn 

from blue to green.    
 

  

 

 
 

 When all SASI files have been converted to Aeries™  tables the 
following message will display.  Click the mouse on the OK button.   

 

 
 
 All tables that were converted will now display in green. If any of the 

SASI files did not convert successfully the button will still display blue.  
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 If any of the buttons display red the SASI file may be corrupted and 

will need to be recreated.  The file will then need to be re-converted.       
 

 
 
CREATE AN 
EMPTY AERIES™ 
DATABASE FIRST 

To create an empty Aeries database, click the mouse on the 
Create an Empty Aeries™  Database First button.   
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 The following message will display.  To delete the current database and 

create an empty database, click the mouse on the Yes button.  A 
message will display when the database is created. 

 

 
 
CREATE 
AERIES™  
DATA FROM  
SASI-XP 

The Create Aeries Data From SASI-XP is used to convert SASI-XP 
data and update the tables in the Aeries™  database.  The tables 
can be created individually or ALL tables can be created at the same 
time. When this option is selected the following form will display.  
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 This option will display in blue all of the tables to be updated from 

the SASI-XP files that are available for conversion.   

 
NOTE:  

 
 
 
It is crucial that you verify ALL SASI-XP data for data integrity 
and any problems MUST be resolved prior to utilizing the data in 
the new Aeries™  database.   
 

TO CONVERT 
INDIVIDUAL 
SASI-XP 
FILES 

In the Complete Path to SASI3 file: field, type the path where the 
SASI-XP files are stored. To convert individual tables, click the 
mouse on the button for the table selected.   

 

 
 
 

 
NOTE:  

 
 
 
When converting tables individually, it is crucial that the order 
of the conversion be performed as displayed. 
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 The following message will display.  To create the new table, click 

the mouse on the Yes button.   
 

 
 
 

 The following message will display when the table has been 
created.  Click the mouse on the OK button.   

 

 
 
 
 Once the LOC and TCH tables have been created, the remaining 

tables can be converted. It is crucial that the order of the file 
conversion be performed as displayed.     
  

 If there are data problems while converting the SASI-XP files, error 
messages will display.  The following is an example: 

 

 

 
NOTE:  

 
 
It is crucial that ALL data integrity problems be resolved prior to 
utilizing the new Aeries™  database.  Some data problems may 
require repairing the data in the SASI-XP file and re-converting 
the files.   
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CONVERT ALL 
SASI-XP FILES 
TO AERIES™  
TABLES 

In the Complete Path to SASI3 file: field, type the path where the 
SASI-XP files are stored.  To convert ALL SASI-XP files click the 
mouse on the Convert All SASI files to Aeries™  tables button.   

  

 

 
 

 This option will display in blue all of the tables to be updated from 
the SASI-XP files that are available and will be converted. 
 

 If there are data problems while converting the SASI-XP files, error 
messages will display.  The following is an example: 

 

 

 
NOTE:  

 
 
It is crucial that ALL data integrity problems be resolved prior to 
utilizing the Aeries™ database.  Some data problems may require 
repairing the data in SASI-XP file and re-converting files.   
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 As the SASI-XP files are converted the Aeries™  table buttons will 

turn from blue to green.    
 

 
 

 If any of the buttons display red the SASI-XP file may be corrupted 
and will need to be recreated.  The file will need to be converted 
again.      
 

 When all SASI-XP files have been converted to Aeries™ tables the 
following message will display.  Click the mouse on the OK button.   

 

 
 
 All tables that were successfully converted will now display in 

green. If any SASI-XP files did not convert the button will still 
display blue and any corrupted files will display red.    
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CREATE AN 
EMPTY AERIES ™ 
DATABASE FIRST 

If it is necessary to create an empty Aeries database, click the 
mouse on the Create an Empty Aeries™  Database First 
button.   

  

 

 
 
 The following message will display.  To delete the current database and 

create an empty database, click the mouse on the Yes button.   
 

 
 
 The following message will display. Click the mouse on the OK button.   
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GET A DOS 
WINDOW 

The Get A DOS Window is used to access and use the DOS 
commands without leaving the Aeries™  system.  When this 
option is selected the DOS window will display on the screen.  

 
 

 
 
 The DOS prompt is now available.  To return to Aeries™  click the 

mouse on the X in the top right hand corner to close out DOS. 
 

COPY TABLE 
FROM 
ANOTHER 
DATABASE  

The Copy Table From Another Database is used to copy data 
from a table in a different Aeries™  database into the current 
Aeries™  database. For example, the District may use this option to 
copy the new school year calendar to all school databases within 
the district.  When this option is selected the following message will 
display.  
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 Type the three-letter code for the table name in the text field. Click 

the OK button.   

  

 

 
 
 The following selection box will display.  Click the mouse on the full 

path and the full database name.  Click the mouse on OPEN.   
 

 
 
 
 The following message will display if the code table copied to the 

database successfully.  Click the mouse on the OK button.   
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COPY AERIES™ 
DATA FROM 
LAST YEAR  

The Copy Aeries™ Data From Last Year is used to copy the 
previous year’s data and maintenance codes into the current or 
new year’s database. Prior to copying the data from last year 
verify that the Location and Teacher tables have not already been 
created.  When this option is selected the following form will 
display. 

 

  
 
 Click the mouse on the LOC button.  The following message will 

display.  Click the mouse on the Yes button.   
 

 

 
NOTE:  

 
 
It is unusual for elementary schools to have CRS, MST, SMS or 
HIS tables. But if they exist in the database they must be copied 
in the order specified. 
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 To delete the current LOC table and create a new LOC table, click 

the mouse on the Yes button.   
 

 
 
 The following message will display.  Click the mouse on the OK 

button.  
 

 
 
 After the LOC table has been created, click the mouse on the TCH 

button.   
 

 
 
 The following message will display.  Click the mouse on the Yes 

button.   
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 The TCH table has now been copied and the following message will 

display.  Click the mouse on the OK button.    
 

 
 
 If there are user-defined tables that need to be copied, click the 

mouse on the Copy User Defined Tables button. 
 

 
 

 The following message will display.  Type the four letter table 
name in the text box and click the mouse on the OK button. 

 

 
 

 
NOTE:  

The user-defined table selected will be copied to the new database. 
 
 
These procedures MUST be performed for each user-defined 
table that exists in the database. 
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 Next click the mouse on the Copy all Code and Miscellaneous 

Tables button.   
 

 
 
 The following message will display.  Click the mouse on the Yes 

button.    
 

 
 
 The codes and miscellaneous tables will be copied and the 

following message will display.  Click the mouse on the OK button.   
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 Once the maintenance tables have been created the student data 
can be copied to the new database.    

 

 
 
 Prior to copying the student data it must be determine which students 

will be copied into the new database. 

 
NOTE:  

 
 
 
When creating a new year database and copying over last year’s 
data the following flags should be set: 
 
• Inactive students are skipped 
• Highest grade level will be dropped 
• Grade levels will be increased by one 
• Retained or pre-enrolled students remain in the same grade 
 

 These options default as displayed with a black check mark in the 
selection box. Only students pertaining to these standards will copy to 
the new database. To de-select these options click the mouse on the 
selection box.   
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 Once the selection box has been un-flagged the box will no longer 

contain a black check mark and a message will display.  Click the 
mouse on the OK button.  After ALL selections have been 
completed click the mouse on the STU button. 
 

 The following message will display with all selections made. 
 

 
 

 Verify the selections are correct.  Click the mouse on the Yes 
button.  The following messages will be displayed.  Click the mouse 
on the OK button. 
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 After the STU table has been copied the student related tables can 
be copied to the database.  These tables can be copied individually 
or all tables can be copied at once.   

 

  
 
 To copy all tables click the mouse on the Copy ALL Student 

Related Tables Shown Below button.  The following message will 
display.  Click the mouse on the Yes button. 

 

 
 
 The following message will display. To copy Attendance Notes from 

last year click the mouse on the Yes button. 
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 After all of the tables have been copied the following message will 

display.  Click the mouse on the OK button. 
 

 
 
COPY MANY 
STUDENTS FROM 
ANOTHER SCHOOL 

The Copy Many Students From Another School is used to 
copy incoming students from another school into the new 
year’s database. When this option is selected the following 
form will display.  

 

 
 
 This option will mostly be used to copy students into the database 

from a lower level school.   
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 Select a school and school year for the students who will be copied 

by clicking the mouse on the up or down arrow keys.   
 

 
 
 Type the path to the database in the Path field. Once the database 

for the school and year has been located, the database path and 
name will display.  
 
For Example:  
 

 DATABASE C:\EAGLE\SCH06991.MDB EXISTS 

 
NOTE:  

 
 
  
In order to copy student records from another school there 
MUST be access to a copy of the database or the actual 
database through a Networking system.   
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 Prior to copying the student records it must be determined if the 

student data needs updated and which students will be copied into 
the database.  It must also be determined which student related 
tables must be copied. 

 

 
 
 The options available will default as displayed and a black check 

mark will display in the middle of the box.    

 
NOTE:  

 
 
The following are standards for copying students from lower 
level schools: 
 
• Add 1 to student’s grade level 
• Only the highest grade level will be copied 
• New student numbers will be assigned to ensure duplicate 

numbers are not being created  
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 Click the mouse on each circle to flag or un-flag the update options.  

The options selected will contain a black check mark in the box.   
 

 
 
 After ALL tables and selections have been completed click the 

mouse on the Copy button.  The following message will display with 
all selections made. 
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 Verify that the selections are correct.  Click the mouse on the Yes 

button.  The following message will display with the total number of 
students copied.  Click the mouse on the OK button. 

 

 
 
COPY ONE STUDENT 
FROM ANOTHER 
SCHOOL 

The Copy One Student From Another School is used to 
copy all the pertinent records for a single student from 
another school.  Access must be available to another 
schools database through Networking or a copy of the 
schools database.   When this option is selected the 
following form will display.  

 

 
 
 This option will display the schools and the databases that are 

currently accessible through the path and year displayed.  To change 
the path, type the exact path name in the Path: field.  To change the 
school year, click the mouse on the Up or Down arrow key.    
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 Click the mouse on the school where the student currently attends.  

The school will be hi-lited and all students in the database will 
display. 

 

  
 
 Click the mouse on the scroll bar to locate the student to be copied 

into the current database.    
 

 Click the mouse on the student name and the student selected will 
be hi-lited.  Verify the hi-lited student is correct. 
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 Prior to copying the student record it must be determine which 

student related tables will be copied. To view the tables click the 
mouse on the Update/Review Tables to Copy button.     

 

 
 
 The default tables to be transferred will display on the right.  Tables 

that will not be transferred will display on the left. Click the mouse on 
the tables that will or will not be transferred. Click the mouse on the 
arrow to select or de-select the table. After all tables have been 
chosen click the mouse on the Exit button. 
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 Click the mouse on the Update button.  
 

 
 
 The following message will display. 
 

 
 
 To avoid creating duplicate student numbers in the STU table, click 

the mouse on the No button.  The student will be assigned a new 
student number but will keep the same permanent ID number.   The 
following message will display.   Click the mouse on the OK button.    
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UPDATE 
STUDENT DATA 
FROM LAST YEAR  

The Update Student Data From Last Year is used to update 
the current year’s database with information from last year. 
When this option is selected the following form will display.  

 

 
 
 This option will locate a student in this year’s database and erase 

the data for the tables and options selected. The data for this 
student will then be updated in this year’s database with last year’s 
data.  

 
NOTE:  

 
 
 
The buttons under Update Student Data should not be 
unflagged.  The information in these fields should be changed 
manually in the current year.      
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 Prior to copying the student record it must be determined what 

update options need to be performed to the student record and 
which student related tables will be updated.  The default options for 
the student record and tables contain a black check mark.  

 

 
 
 To un-flag the data or tables, click the mouse on the box and the 

black check mark will no longer display and will not be copied over 
with the student record.  Click the mouse on the Update button.   
 

 The following message will display. Click the mouse on the Yes 
button. 
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 The following message will display. Click the mouse on the OK 

button.  The update of the student data is now complete and the 
database must be compacted.   

 

 
 

 After the update has completed, a red check mark will display 
indicating which tables were updated in the current database. 

 

 
 

 For instructions on compacting the database see the     
Compact Current AERIES™  Database documentation. 
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QUERY LETTER 
EDITOR 

The Query Letter Editor allows you to create letters that will 
contain text and merged data from a query statement.  Once the 
letter has been created, a query statement must be generated to 
pull the data from the tables and fields selected.  

 

 
 
 Prior to creating this letter it must determined which fields will be 

utilized from the Aeries™  table(s).  For example, a letter sent to a 
parent guardian will need the PG, AD, CY, ST and ZC fields for the 
letter heading.  These are the following fields: 
 
PG = Parent/Guardian 
AD = Address 
CY = City 
ST = State 
ZC = Zip Code 
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 To create a new query letter, click the mouse on the Add button. 
 

 
 
 The cursor will automatically display in the Letter: field. Type the 

name of the letter in the Letter: field.  The Author: field will 
automatically display the current user’s name.  
 

 Press the Tab key until the cursor displays in the white text box. 
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 When the letter is generated, a school heading for the letter will 

automatically be created with the school name, address, and the 
current date at the top of the letter.  This heading will not display 
in the letter editor but will print when submitted. 
 

 An address heading should be created for the individual receiving 
the letter.  For example, a letter sent to a parent/guardian use the 
following fields: 
 
PG = Parent/Guardian 
AD = Address 
CY = City 
ST = State 
ZC = Zip Code 

 

 
 
 On the first line type [PG] and press Enter.  The cursor will drop 

down to the second line.  Type [AD] and press Enter.  The cursor 
will drop down to the third line.  Type [CY]  [ST]  [ZC] and press 
Enter.    

 
NOTE:  

 
 
ALL field codes MUST have a square bracket surrounding them 
and there must be spaces between each field.    
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 Type the remainder of the letter combined with text and field 

codes.  An example of a letter is displayed below.  
 

 
 
 
 A query function available will insert  [he/she] or  [his/her] in the 

letter for the proper sex but the sex code must be used in the query 
statement.   
 
Example:  If his/her is used and the sex code is F the above 
letter will read “in her efforts”. 
 

 After you have completed the letter, click the Exit button at the 
bottom of the form. 

 
NOTE:  

 
 
 
 
Each field code used MUST be in the query statement or this 
area will be blank when the letter prints.   
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 Once the letter has been created a query can be generated through 

the Query option.  The following is an example of the letter after the 
query has been created and the letters generated.  

 
 

 
                                                            Eagle Point Elementary School 
 100 Eagle Point Way 
 Eagle Point CA, 99997 

 April 5, 2007 
M/M A Abbott 
1234 West Eagle Rock 
Eagle Point  99999 
 
 
Re: Superintendent’s Honor Roll 
 
Dear M/M A Abbott: 
 
I would like to congratulate Alan in his efforts in the last year here at Eagle Point 
Elementary.    Alan has received a GPA of 4.0 and has made the Superintendent’s Honor 
Roll.   
 
 
Sincerely,  
 
 
 
Dr. Birch 
Principal – Eagle Point Elementary 
 
 
 
 
 
 
 

 

 
 
 For instructions on creating a query for letters see the Query 

documentation. 
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UPDATE CODE 
TABLE 

The Update Code Table is used to maintain available codes that 
are used in various fields throughout Aeries™.  After the table and 
field have been selected the following form will display the codes 
and descriptions.    

 

 
 
 The codes added to the COD table will display to the left of the form 

for the table and field selected.  By adding a code to a field, a drop 
down list will display for these codes.   
 
For example, the EC – Ethnic Code field on the Student Data form 
will drop down a list of the ethnic codes and descriptions displayed 
above. 

 
NOTE:  

 
 
 
Care must be taken when adding codes - Aeries™  cannot 
determine errors made when adding codes to select fields.  For 
example, if codes were added to the telephone number field, 
these codes would now display on a drop down listing for 
telephone numbers.   
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 On the right side of the form a list displays of all actual codes 

currently located in the table for the field selected. The form also 
displays the number of times the code has been entered into the 
database.   
 
For example: Code 100 for American Indian, has been entered 5 
times in the EC – Ethnic Code field.  

 

 
 
 The Count field also displays 95 but no code displays under the 

Code field.  This indicates there are 95 blanks that have been 
entered into records in the EC field. 
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 The Code and Count information will automatically default to display 

on the form.  To hide the Code and Count information, click the 
mouse on the Codes actually in STU.EC button. 

 

 
 
 The black dot will no longer display in the circle and the form will not 

display the Code and Count information. 
 

TO ADD A 
CODE  

Click the mouse on the Tables drop down listing. Click the mouse on 
the scroll bar to locate the table.  Click the mouse on the Table 
selected and the table will now be  
hi-lited. 
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 Click the mouse on the Field drop down listing. Use the scroll bar 

to locate the field. Click the mouse on the Field selected. 
 

 
 
 The form will now display the table and field selected.  Any codes 

previously entered into this field will display.  Click the mouse on the 
Add button.  The cursor will display in the Code field.   
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 Type the new Code and Description selected.  Type an Amount 

if needed. Use the Tab key to move through out the fields.    
 

 
 
 After all codes have been entered for the field selected, press 

Enter.   
 

TO CHANGE 
CODES  

Prior to changing a code it is suggested that verification is made 
that this code has not already been added to a record.   The codes 
and the number of times they have been added will display on the 
right side of the form under Code and Count. 

 

 
 

 
NOTE:  

 
 
 
If a code is being changed and has been added to a record, it 
should be determined whether the code will still valid for these 
records. 

 

  

Miscellaneous – Elementary User Manual 
 
 

ELM11 - 48 



Page 49 –Aeries™  Student Information System 

 
 Once the codes have been displayed, click the mouse on the 

Change button.  The cursor will hi-light in the first code displayed. 
 

 
 
 Use the Tab key to select the field to be changed.  The field 

selected will be hi-lited.   
 

 
 
 Type the new data in the field selected.  After all changes are 

complete press Enter. 
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TO DELETE 
CODES  

Prior to deleting codes from a field, it is suggested that verification is 
made that the code has not already been added to a record.   The 
codes and the number of times they have been added will display on 
the right side of the form under Code and Count. 

 

 
 

 
NOTE:  

 
 
 
 
If the code being deleted has been previously entered into a 
record, it should be determined whether the code should 
remain in the field, be moved to another field or cleared from 
the field.   
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 Once the codes have been displayed, click the mouse on the gray 

box to the left of the Code being deleted. An Arrow will now 
display. 

 

 
 
 Click the mouse on the Delete button.  The following message will 

display.  Click the mouse on the Yes button.   
 

 
 
 The Code will no longer display and will not be available in the drop 

down listing for this field.  But if the Code was previously entered 
into any records, the Code and Count will still display on the right 
side of the form.  
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TO PRINT A 
CODE LISTING 

To generate and print a listing of all codes that have been set up in 
the COD table, click the mouse on the Print button. 

 

 
 
 The following is an example of the Table Code listing that will be 

generated.   
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UPDATE 
ABSENCE 
CODE TABLE 

The Update Absence Code Table is used to maintain the codes, 
descriptions and other data used in Daily or Period Attendance 
reporting. When this option is selected the following form will 
display.  

 

 
 
 By adding codes and updating this information the codes are stored 

in the ABS table.  These are one-character codes that get entered 
into the student’s attendance record to represent a type of absence.  
 
Once a code has been used to account for a student’s absence, a 
record is created in the ATT table.  Changes to this code must now 
be carefully reviewed and this code CANNOT be deleted from the 
ABS table. 

 
NOTE:  

 
 
 
To verify whether this code has been added to a record, access 
the Update Code Table program.  For further information, see 
the Update Code Table documentation. 
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ABSENCE 
CODE FORM 

The following are brief descriptions of the fields displayed on the 
Absence Code form. 
 

Absence 
Code 

A one-character code that is stored in the student’s attendance record 
for each day or period absent 
 

Absence 
Description 

A brief description for the type of absence 
 
 

Abbreviation A three letter abbreviation of the type of absence that prints on reports 
 

Types of 
Absence 

• An unverified absence reported by the teacher, for which a reason 
is unknown   (ABS code “A” should be used as unverified) 

 
• An unverified tardiness reported by the teacher, for which a reason 

is unknown    (ABS code “T” should be used as tardy) 
 
• Present - used in positive attendance to show a day (or period) the 

student was present  (ABS code “P” should be used as present) 
 
• An excused absence that has been verified 
 
• An unexcused absence that has been verified 
 
• An excused tardiness that has been verified 
 
• An unexcused tardiness that has been verified 
 
• An excused absence for school activities that has been verified 
 

Count for 
ADA? 
 

Flag as Yes if this type of absence counts toward the ADA 
 

Show for 
Letters? 

Flag as Yes if this type of absence will be included when reporting 
absences in letters to the parents 
 

Show on 
Grades? 

Flag as Yes if this type of absence is to be reported on the grade 
reports 
 

Send to 
Dialer? 

Flag as Yes if this type of absence is to be reported to the phone dialer 
system 
 

Print on 
Reports? 

Flag as Yes if this type of absence will be used on reports 
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TO ADD AN 
ABSENCE CODE 

Click the mouse on the Add button.  The cursor will display in the 
Code field.   

 

 
 
 Type a one-character code in the Code field.  Press the Tab key.  

Type a description of the type of absence code in the Description 
field.  Press the Tab key.   

 

 
 
 Type a three-character abbreviation of the code in the 

Abbreviation field.     
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 Prior to adding the code determine whether or not this code is 

counted in the ADA and which reports will utilize this code. Click the 
mouse on the Yes or No buttons located below the code description. 

 

 
 
 After the type of absence has been determined, click the mouse 

on the button to the left of the Type of Absence.     
 

 
 
 After all information has been selected, press Enter.  The code is 

now accessible for tracking attendance and stored in the ABS table. 
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TO CHANGE 
AN ABSENCE 
CODE  

Prior to changing a code it is suggested that verification is made 
that the code has not already been entered into a record in the ATT 
table.  Use the Locate option to display the Absence Code on the 
form.   

 

 
 
 Click the mouse on the Change button. 
 
 

 
NOTE:  

 
 
 
If the code being changed has already been added to a record in 
the ATT table, it should be determined whether the code will still 
be valid. 
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 The cursor will hi-light the code selected 
 

 
 
 Use the Tab key to select the field to be changed and the field will 

be hi-lited.   
 

 
 
 
 Type the new data in the field selected.  Changes can also be made 

to the variables by clicking the mouse on the button selected.   After 
all changes are complete press Enter. 
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TO DELETE AN 
ABSENCE CODE  

Prior to deleting absence codes it is highly suggested that 
verification is made that the code has not been added to a record 
in the ATT table.   Use the Locate option to display the Absence 
Code on the form.   

 

 
 
 Click the mouse on the Delete button. The following message will 

display.  Click the mouse on the Yes button.   
 

 
 
 The absence code will be deleted from the ABS table.   

 
NOTE:  

 
 
 
DO NOT DELETE a code if the code has been utilized in the 
ATT table.   
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TO PRINT AN 
ABSENCE 
CODE LISTING 

To generate and print a listing of all codes that have been set up in 
the ABS table, click the mouse on the Print button.  The following is 
an example of the ABS Code Table listing. 

 

 
 
ASSIGN HOT 
KEYS 

The Assign Hot Keys is used to designate any letter (A-Z) or 
number (0-9) to any form or report in Aeries™. This will allow a 
program to be accessed using the Hot Key assigned.  When this 
option is selected the following form will display.  

 

 
 

 After assigning a hot key it can be utilized by using a combination of 
the CTRL and ALT keys held down at the same time, and one letter 
or number pressed.    
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TO ASSIGN A 
HOT KEY 

The forms and reports that are available for Hot Key assignment 
are displayed in the right hand corner of the form.  All the forms 
available will be listed first followed by the reports.   

 

 
 
 Use the scroll bar to locate the form or report to be assigned a 

Hot Key.  Click the mouse on the form or report and it will now be 
hi-lited. 

 

 
 
 Click the mouse on a letter or number to be assigned as the Hot 

Key for this form or report.   
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 The name of the form or report will now display to the right of the 

letter or number selected.  For example, Number 8. 
 
After the Hot Keys have been assigned, click the mouse on the OK 
button. 

 

 
 
TO DELETE A 
HOT KEY 

To delete a Hot Key assignment, double click the mouse on the 
letter or number of the Hot Key.  The form or report will now be  
hi-lited.   

 

 
 
 Press the Delete key and the form or report, will no longer display.  

The Hot Key will no longer be assigned to the letter or number.  
Click the mouse on the OK button.   
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STUDENT ID 
CARD SETUP 
AND PRINT 

The Student ID Card Setup and Print is used to create Student ID 
cards with a photograph if there is one on file.  Student ID cards can 
be printed for individual students or all students.  When this option 
is selected the following form will display.  

 

 
 
 
 The Student ID cards can be printed on plain white paper from a 

color printer.  The student’s hair color, eye color, height and weight 
can be printed on the ID cards.  Barcodes can also print on the ID 
cards if the rsWide39.ttf font has been loaded onto your computer. 
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STUDENT ID 
CARD SETUP  

Use the Locate options to display the student on the form.  To 
select the hair color to print on the student ID card, click the mouse 
on the drop down for Hair Color.  Click the mouse on the Hair 
Color selected.      

 

 
 
 To select the student’s eye color to print on the student ID card, 

click the mouse on the drop down for Eye Color.  Click the mouse 
on the Eye Color selected.      
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 To print the height and weight, type the height in inches in the 

Height(in) field and type the weight in pounds into the Weight field.  
The flag to print the student’s picture onto the ID card will default to 
Show photo and will only print if a photo is on file.   

 

 
 
 To print barcodes on the student ID card, click the mouse on the 

Print Barcode on ID Card button.  
 

 
 

 
NOTE:  

 
 
 
To print barcodes the rsWide39.ttf font MUST be loaded onto a 
computer.  
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TO PRINT AN ID 
CARD FOR AN 
INDIVIDUAL 
STUDENT 

Use the Locate options to display the student on the form.  The 
default for printing student ID cards is set to Print ID card for this 
Student Only.  Click the mouse on the Print button.  An ID card 
will be printed for the student displayed.    

 

 
 
TO TAG ALL 
STUDENTS FOR 
ID CARDS 

The Student ID Card Setup and Print gives the option to print 
student ID cards for all students or only select students.  To print 
ID cards for all students, click the mouse on Tag ALL students for 
printing button. 
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  The following message will display.  Click the mouse on the OK 

button.     
 

 
 
 The To be printed field will now display a ‘P’ for all students.     
 

 
 
TAG SELECT 
STUDENTS TO 
PRINT ID 
CARDS 

The To be printed field can be tagged to print ID cards for select 
students.  Use the Locate option to display the student on the form.  
 
Click the mouse on the AddToPrt button.  A ‘P’ will now display in 
the To be printed field and an ID card will print for this student.     
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TO UN-TAG 
STUDENTS 
AND NOT 
PRINT ID 
CARDS  

The To be printed field can be un-tagged to prevent an ID card from 
printing for select students.  Use the Locate option to display the 
student on the form.    

 

 
 
  To un-tag the student click the mouse on the DoNotPrt button.  The 

‘P’ will no longer display in the To be printed field and an ID card will 
not print for this student. 
 

TO PRINT 
STUDENT ID 
CARDS 

After the student’s have been selected to print, click the mouse on 
the Print ID cards for ALL tagged students button. 
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 Click the mouse on the Print button.  An ID card will print for all 

students flagged with a  ‘P’ in the To be printed field and a message 
will display.   Click the mouse on the Yes button.  The following is an 
example of a Student ID Card. 

 

 
 
REMOVE PRINT 
TAGS FOR ALL 
STUDENTS 

To remove the print tags for ALL students, click the mouse on 
Remove ALL tags for printing button.  The To be printed field 
will no longer display a ‘P’ for any student. 
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STUDENT 
PHOTOGRAPH 
SETUP 

The Student Photograph Setup is used to copy student photo files 
from a CD or floppy disc to a computer or network server.  The 
student record in the STU table will then be updated with a 
reference number.  This number will be used by Aeries™  to locate 
the photo file and display the student photograph on the Student 
Data form.   When this option is selected the following form will 
display. 

 

 
 
TO SELECT A 
PHOTOGRAPHER 

The Student Photograph Setup form displays different 
Photographers that may have been used by the school.  By 
selecting a photographer on the form, the paths and file names 
to update the student table will automatically be entered.  

 

 
 
 To select a Photographer, click the mouse on the button to the left 

of the photographer’s name.  The required path and file names will 
automatically display.  Verify the path and file names are correct.  
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 If the photographer used does not display on the form the path and 

file names must be manually entered.  The default photographer is 
School Photographer.   

 

 
 
PHOTO FILE 
TYPE 

To select the type of photo file click the mouse on the button to the 
left of the file type. 
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CROSS 
REFERENCE 
FILE 

The Photographer will create a cross reference file that contains a 
student number or permanent ID and a photo number. This file is 
used to match the student in the STU table with the photograph in 
the photographers file.   

 

 

  

 

 Type the path and file name in the text box of the photographers 
cross reference file. 
 

PATH TO 
PHOTOGRAPH 
FILE 

The Photographer will supply a CD or floppy disc that contains all 
of the student photo files.  The photo files are copied from this path 
or directory to a computer or network server.   

 

 
 

 Type the path or directory of the photo files in the text box. 
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PATH TO 
DIRECTORY 
FOR PHOTOS 

A path to the directory on a computer or network server must be 
designated for the student photo files to be stored.  

 

 
 
 Type the path or directory in the text box displayed. 

 
COPY PHOTO 
FILES 

The photo files must first be copied from the photographers file to a 
computer or network server.   

 

 
 
 Click the mouse on the Copy button.  A message will display with 

the number of photo files copied into the directory of the computer 
or network server selected.   
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UPDATE THE 
STUDENT TABLE 
WITH PHOTO 
FILE NUMBER 

After the photo files have been copied to a computer or network 
server a reference must be created in the STU table for each 
student.  A photo number will be added into the student’s record 
that will cross reference to each individual photo file.     

 

 
 
 Click the mouse on the Update button.  The following message will 

display.   If the photographer’s file contains the student number as 
a cross reference click the mouse on the No button. 

 

 
 
 If the photographer’s file contains the permanent ID number as a 

cross reference click the mouse on the Yes button. A message will 
display with the number of students that now contain a photo 
number in the STU table.   
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 If a cross reference could not be made between the photographers 

file and the STU table the number of errors will also display.   
 

UPDATE 
ERRORS 

The most common reason for errors is due to new students added 
to the Aeries™ database after the photographer’s file has been 
created.  The student’s that were not located will not display a 
picture or a number in the Photo: field. 

 

 
 
 The student’s without a photo will need to be located in the STU 

table and a manual cross reference will need to be made in the 
Photographers file.       

 
NOTE:  

 
 
 
The following is an example of a query that can be generated to 
locate students that do not have a photo file in the STU table: 
 
LIST STU ID LN FN BM IF BM = " "   
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PATH TO 
STUDENT 
PHOTO FILES 

After the update is complete the path to the student photo files 
must be entered. From the Schools Options form, click the mouse 
on the field name Path to student photographs and the field will 
be hi-lited.   

 

 
 

 Type the EXACT path where the photo files are stored and press 
Enter.  The cross reference should now be made between the photo 
files and the STU table.  To verify this procedure has completed 
properly access the Student Data form.  The student records that 
contain a photo number will display the photograph on file.  
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TEST SCANNER  The Test Scanner is used to test the operation of a scanner and 

verify that it can read a scanner sheet successfully.  When this 
option is selected the following form will display. 

 

 
 
 The form will display the settings that are available for the different 

scanners and will display whether or not the scanner is ready to 
scan.  After the scanner feeds the scanner sheet a message will 
display that indicates whether or not the sheet was read 
successfully.  
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TO TEST A 
SCANNER   

Verify that the settings on the left side of the Test Scanner form are 
correct for the scanner being used. 

  

 
 

 
 
 To change the scanner settings, click the mouse on the drop down.  

The available scanner options will display. 
 

 
 
 Scroll down to the setting selected and the setting will now be  

hi-lited. Click the mouse on the setting.   
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 If the scanner is ready to scan, Communications line is open, 

Ready to scan will display. 

  

 

 
 
 A scanner sheet that has been bubbled randomly is needed to test 

the scanner.  Place the scanner sheet into the scanner hopper and 
click the mouse on the Scan a Form button. 

 

 
 
 When the sheet is processed the form will no longer be blank and a 

message Scanner Sheet was read will display.  Use the scroll bar 
to verify the sheet scanned properly.     
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 If the sheet scanned properly red marks will display on the form 

and should match the scanner sheet.       
 

 
 

 
NOTE:  

 
 
 
It is very important that the form be verified for bubble marks 
from the scan sheet to ensure the scanner worked properly.   
 

 If the scanner does not scan properly the message NO DATA 
RECEIVED FROM SCANNER will display.   

 

 
 
 Verify that the scanner setup is correct and adjust the settings if 

necessary.  Re-test the scanner.   
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TEXTBOOK 
ACCOUNTING 

The Textbook Accounting form allows schools to track textbooks 
assigned to students and teachers.    

 

 
 

 For more information on Textbook Accounting see the Aeries 
website documentation. 
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PHYSICAL 
FITNESS 
TESTING  

The Physical Fitness Testing is used to track the results of 
physical fitness tests that are required by the state to be performed 
for grades 5, 7 and 9.  When this option is selected the following 
form will display.    

 

 
 
 The steps involved are to create scanner sheets for the teacher to log 

the physical fitness test scores.  The scanner sheets are scanned and 
the scores are stored in the PFT table.  A file can then be created of the 
test results for the state.  The physical fitness scores can also be 
displayed and updated and reports can be generated.     
 

QUERY 
CONDITION 

This form allows you to add query conditions to select certain criteria 
for reports. 

 

 
 
 To add a query condition to a report, click the mouse on the Add 

Query Condition option. 
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 The following text box will display. Access query is different than 

Aeries™  query.  Access does not require ‘IF’ to be entered into the 
query statement. 

 

 
 
 For example, to select 5th grade students, type gr = 5. The report 

selected to print will now only include 5th grade students. 
 

PREVIEW 
BEFORE  
PRINTING   

The Preview before printing button defaults to display all reports on 
the screen prior to printing.  To send the report directly to the printer 
without previewing, click the mouse on the Preview before printing 
button.   
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PRINT 
PHYSICAL 
FITNESS TEST 
SCANNER 
SHEETS 

The Print Physical Fitness Test Scanner Sheets will generate a 
scanner sheet for each teacher to keep track of the physical fitness 
test scores. To print scanner sheets, click the mouse on the Print 
Physical Fitness Test Scanner Sheets button. The following 
messages will display.    

 

 

 

 
 

 
 
 
 
 
 
 

 
 The grade displayed is the grade level that the state requires to be 

tested.  If the grade is different, type the grade for the students taking 
the physical fitness test.  Click the mouse on the OK button.  
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 The following message will display. 
 

 
 

 Select the order for the scan sheets to print and type the number of 
the sequence in the text box.  Click the mouse on the OK button  
 

 The following form will display.  Click the mouse on the printer icon to 
print the Physical Fitness scanner sheets.  
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 The following is an example of a Physical Fitness scanner sheet. 
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READ PHYSICAL 
FITNESS SCANNER 
SHEETS 

To scan the physical fitness scanner sheets, click the mouse 
on the Read Physical Fitness Scanner Sheet button.  The 
following messages and form will display. 

 

 

 

 
 

 If the scanner is ready to scan the message Communication line is 
open, Ready to scan will display. 
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 If there is a problem with the communication between the computer 

and the scanner the message will display in red.  
 

 
 
 

 Click the mouse on the Config button to try and open the 
Communication Line. 

 
NOTE:  

 
 
 
 
If problems still exist, check the line connection and the settings 
for the scanner. 
 

 To scan the physical fitness scanner sheets, click the mouse on the 
Scan One button.   
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 If the scanner sheet was read, the message Scanner Sheet was 

Read will display.  All physical fitness scores will display for the 
student.  

 

 
 

 Verify the information that scanned is correct. Click the mouse on the 
Scan Continuously button.  After all sheets have been scanned, 
click the mouse on the Exit Scan Program button.     
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DISPLAY AND 
UPDATE 
PHYSICAL 
FITNESS TEST 
RESULTS 

To display or update the scores for the physical fitness test, click 
the mouse on the Display and Update Physical Fitness Test 
Results button.  

 

 
 

 The Display and Update Physical Fitness Test Results form will 
display to allow any updates to the physical fitness scores. 
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TO CHANGE 
PHYSICAL 
FITNESS TEST 
RESULTS 

Use the Locate options to display the student on the form.  Click 
the mouse on the Change button.  The cursor will automatically 
display in the Testing Admin: field.   
 

 

 
 

 Press the Tab key to the field selected.  Type the change in the field 
selected and press Enter. 
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TO PRINT A 
PHYSICAL 
FITNESS 
RECORD 

An individual physical fitness record can be printed for students.  
Use the Locate option to display the student.  Click the mouse on 
the Print button.  The following print will be generated. 

 

 
 
PHYSICAL 
FITNESS TEST  
RESULTS BY 
STUDENT NAME  

The Print Physical Fitness Test Results By Student Name 
will generate a report of the student’s physical fitness test 
results and print in order by student name.  To print a report, 
click the mouse on Print Physical Fitness Test Results By 
Student Name. The following report will be generated.  
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PHYSICAL 
FITNESS TEST  
RESULTS BY 
TEACHER  

The Print Physical Fitness Test Results By Teacher will 
generate a report of the student’s physical fitness test results 
and print in order by teacher.  To print a report, click the mouse 
on Print Physical Fitness Test Results By Teacher. The 
following report will be generated.  
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PHYSICAL 
FITNESS TEST  
RESULTS BY 
MILE RUN  

The Print Physical Fitness Test Results By Mile Run will 
generate a report of the student’s physical fitness test results 
and print in order by the number of miles run.  To print a report, 
click the mouse on Print Physical Fitness Test Results By 
Mile Run. The following report will be generated.    
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SET UP 
PHYSICAL 
FITNESS 
LETTERS TO 
PARENTS 

Prior to printing Physical Fitness Letters to Parents the 
information to be printed must first be selected. Click the mouse on 
the Set up Physical Fitness Letters To Parents button. The 
following form will display. 

 

 
 

 The form will display different categories containing different activities 
performed.  Click the mouse on the buttons for the different activities 
to be printed on the letters.      
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 Type the date that the test was taken in the Date of Testing. This 

date will be used to determine the student’s age at the time of the 
test.  The student’s age will then be used to calculate the students 
Healthy Fitness Zone.   

 

 
 

 To print select students only, type an Access query statement for 
select students.  For example, the query statement entered will now 
only print 5th grade students.   
 

 The default for printing letters will be to Print Preview. To send the 
letters directly to the printer, click the mouse on Print Preview to turn 
this off.   

 
NOTE:  

 
 
 
After selecting the activities to print on the letters the Print 
Letters button must be clicked in order to generate the letters. 
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 To print the letters, click the mouse on the Print button.  The following 

letter will be generated.  
 

                                                    Eagle Point Elementary School 
 100 Eagle Point Way 
 Eagle Point CA, 99997 

 April 5, 2007 

M/M A Abbott 
1234 West Eagle Rock 
Eagle Point,  99999 
 
Re: Alan Abbott 
 
Dear Parent: 
 
The school district conducted Physical Fitness Testing recently.  Your child was tested in the  
events shown below, and achieved the scores indicated.  The Healthy Fitness Zone is a range of 
scores expected for students of the same age and sex.  If a score falls within the Healthy Fitness 
Zone, the student is considered healthy. 
 
Name of Test                                                     Score on Test             Healthy Fitness Zone 
Mile Run/Walk 8:15 7:00 - 9:30 
PACER 0 41 - 80 
Curl Ups 7 24 - 45 
Trunk Lifts 9 9 - 12 
Push Ups 21 14 - 30 
Mod Pull Ups 2 9 - 25 
Pull Ups 4 2 - 5 
Arm Hang 0 15 - 20 
Sit & Reach 7 8 
Shoulder Stretch  /  Pass 
All children should strive to maintain levels of fitness within the Healthy Fitness Zone or above.  
By maintaining a healthy fitness level for these areas of fitness, your child may have a reduced 
risk for developing heart disease, obesity, or low back problems.  Developing good exercise 
habits is important to maintaining lifelong health.  You can help your child develop these habits 
by encouraging regular participation in physical activity.   

Should you have any questions regarding this test, please feel free to contact your child's 
teacher or the school. 

Thank you. 

Mr Joe Brown 
Principal 
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PRINT PHYSICAL 
FITNESS 
LETTERS TO 
PARENTS 

Once the setup for the physical fitness letters has been 
performed the letters can be printed.  To print letters click the 
mouse on the Print Physical Fitness Letters To Parents 
button. The following letter will be generated. 
 

 
                                                    Eagle Point Elementary School 

 100 Eagle Point Way 
 Eagle Point CA, 99997 

 April 5, 2007 

M/M A Abbott 
1234 West Eagle Rock 
Eagle Point,  99999 
 
Re: Alan Abbott 
 
Dear Parent: 
 
The school district conducted Physical Fitness Testing recently.  Your child was tested in the  
events shown below, and achieved the scores indicated.  The Healthy Fitness Zone is a range 
of scores expected for students of the same age and sex.  If a score falls within the Healthy 
Fitness Zone, the student is considered healthy. 
 
Name of Test                                                     Score on Test             Healthy Fitness Zone 
Mile Run/Walk 8:15 7:00 - 9:30 
PACER 0 41 - 80 
Curl Ups 7 24 - 45 
Trunk Lifts 9 9 - 12 
Push Ups 21 14 - 30 
Mod Pull Ups 2 9 - 25 
Pull Ups 4 2 - 5 
Arm Hang 0 15 - 20 
Sit & Reach 7 8 
Shoulder Stretch  /  Pass 
All children should strive to maintain levels of fitness within the Healthy Fitness Zone or above.  
By maintaining a healthy fitness level for these areas of fitness, your child may have a reduced 
risk for developing heart disease, obesity, or low back problems.  Developing good exercise 
habits is important to maintaining lifelong health.  You can help your child develop these habits 
by encouraging regular participation in physical activity.   

Should you have any questions regarding this test, please feel free to contact your child's 
teacher or the school. 

Thank you. 

Mr Joe Brown 
Principal 
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UPDATE  FITNESS 
DATABASE  FOR 
REPORTING TO 
STATE 

The Update Fitness Database for Reporting to State is used 
to create a database whose structure has been defined by the 
state. This database will contain certain student data and 
physical fitness test results for physical fitness reporting.   
 
To create the database, click the mouse on the Update Fitness 
Database for Reporting to State button. The following form will 
display.    

 

 
 

 The default path for the fitness database will automatically display.  If 
the path has changed, type the new path in the text box.  Click the 
mouse on the OK button.  The following message will display.   
 

 The default grade for Elementary schools will default to grade 5.  Click 
the mouse on the OK button.  A message will display and the Fitness 
database has been updated.  Click the mouse on the OK button. 
 

 
NOTE:  

 
 
 
The current grades required for physical fitness testing by the 
state are grades 5, 7 and 9.  This program will not create a 
database for any other grades. 
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QUERY The Aeries™ Query option enables you to create queries from the 
data stored within the database tables. This process generates a 
query statement and collects the data, which will allow you to create a 
report or to update specific data.   
 
The following documentation will provide you with information on 
some of the general functions available to you through Query. 

 

 
 
 
 To begin the query process, click the mouse on the QUERY button.   
 



Page 2 –Aeries  Student Information System  

 
 The following form will display. The various commands can be 

selected by using the mouse or you can type the query by hand.    
 

 
  
 The commands available are: 

 
• LIST performs a display function. 
 
• TOTAL will calculate a total amount and display.   
 
• SKIP will bypass specific records. 
 
• KEEP will select specific records. 
 
• CHANGE will make permanent changes to select records. 

 
NOTE: 

 
 
 
The CHANGE command will perform permanent changes to your 
data.  If this function is performed incorrectly, records may be 
deleted or updated incorrectly.  
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 A text box is displayed at the top of the form.  This area is where the 

query will be entered. Below the text box, messages display 
indicating the steps to be performed.    

 
 

 
  
 
TO CREATE 
A QUERY 

Click the mouse on the command selected. The command will display 
in the text box at the top of the form.   

 

 
 
 A message will display to Enter Table Code.  A listing will display of 

all TABLES that are available and will be outlined with an aqua blue 
border. A 3-letter code will display under the TBL heading.  The 
Table Name will display to the right of the TBL column.   
 

 Use the up and down arrows to display the tables available.  Click the 
mouse on the table selected. 
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 The 3-letter code for the table selected will display in the text box after 

the command previously selected. The next available steps that can 
be performed will display below the text box.   
 

 

 
 

 A listing will now display of all FIELDS that are available and will be 
outlined in an aqua blue border. A 2-letter code will display under the 
Fld heading. The Field Name will display to the right of the Fld 
column.  The fields available will display in the order that they are 
stored in the table.   

 
NOTE: 

 
 
 
After a table is selected only tables that are related to the table 
selected will display.   
 

 To change the order that the fields display on the form, click the 
mouse on any of the following: TBL, Table Name, FLD or Filed Name.  
The fields will now display in alphabetical order. Click on the same 
one a second time will cause the list to be reverse sorted. 
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 Click the mouse on the fields selected and the field name will display 

to the right of the table in the text box.   
 

 
 

 The cursor will also display after the field selected as you click the 
mouse.   
 

TO SORT A 
QUERY 

A query can also be sorted in order by a particular field.  To sort the 
query, click the mouse on the BY option under SORT.  

 

 
 
 Determine the order that you want this query to be sorted and click 

the mouse on the field selected.  The field will display to the right of 
the BY statement.  For example, BY GR will sort the query in order of 
grade level. 
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TO SELECT 
RECORDS 

For this query to utilize only select records, click the mouse on the IF 
option. 

 

 
 
 Click the mouse on a field for record selection. Type the criteria 

necessary for a specific record selection.   
 
EXAMPLE:  For a listing of only female students, type 
   
                       IF SX = F 
 

TO RUN A 
QUERY 

Once the query statement is entered, click the mouse on the RUN 
button.    
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 The following is the definition for this query: 

 
 LIST   

STU   
SN 
LN     
FN     
MN    
ID 
SX      
GR 
BY GR      
IF SX = “F”  

= display on the form  
= from the Student Data table  
= the student Number  
= the students Last Name  
= the students First Name  
= the students Middle Name  
= the permanent ID 
= the sex  
= the current grade  
= In the order of grade  
= only select the female students 

  
In the QUERY statement entered: 
 
 LIST STU SN LN FN ID SX GR BY GR IF SX = F 
 
A query will be created for female only students in grade order 
displaying the Student Number, Last Name, First Name, Middle Name, 
Permanent ID #, Sex and Grade.     
 

 After the query is generated the screen will display the data selected in 
ACCESS form. Compare the data and verify it meets the standards of 
the query that you are interested in. Now that the query has been 
generated, there are several options to choose from. 

 

 
 
 One option is to print a report from this screen in this format by 

clicking the mouse on the printer icon at the top of the form.   
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 After the query is generated there are additional functions available, 

such as, create reports, labels, files etc. from the data accessed. To 
return to QUERY, click the mouse on the lower “X” in the far right 
corner of this form.   

 

 
 

 
NOTE: 

 
 
Click the mouse on the “X” on the same window as Query: 
Select Query.  If you click the mouse on the top “X”, the AERIES 
program will completely close down.   
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ADDITIONAL 
FUNCTIONS 
 

There are buttons in a column on the right side of the QUERY form.  
These buttons are used to perform functions to generate reports, 
labels, files, etc. after the query statement has been generated.   
 

 

The following are the ADDITIONAL FUNCTIONS available: 
 
• NEW will clear the text box area of any query displayed to enter a 

new query statement. 
 
• RUN will generate the query statement and display the data in 

ACCESS.   
 
• REPORT will generate a formatted report from the data 

generated. 
 
• LABELS will generate formatted labels from the data generated.  
 
• LETTERS will generate a formatted letter previously created in 

the Query Text Editor program from the data generated.  
 
• LETTER EDITOR will allow you to setup the letters to be used 

with the LETTERS options 
 
• ENVELOPE will generate a format to be printed on a legal 

envelope from the data generated.   
 
• TO FILE will create a text file onto a disc from the data generated. 
 
• CHANGE will allow you to make quick changes to data in select 

fields. 
 
• SAVE allows you to save the query for later use. 
 
• LOAD will allow you to re-load a query previously saved. 
 
• TABLES will re-load and update data tables. 
 
• RESET will reset the KEEP and SKIP statements. 
 
• EXIT will exit the QUERY form.   
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USING MULTIPLE 
TABLE QUERIES 

A Multiple Table Query uses more than one table to access 
different information.  For example, the query below will create a 
list of students having a medical condition by accessing data 
from the STU and MED tables. 

 

 
 

 
NOTE: 

 
 
 
Schools utilize multiple tables in their query statements due to 
the large amount of data that they accumulate. 
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WHAT IS A 
TABLE 

A table is a file that stores certain data entered into the Student 
Information System.  

 

 
 
 The Query form above displays some of the tables that are contained 

within the Student Information System database.  
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HOW IS A 
TABLE 
FORMED 

The form displayed below is the Teachers form.  

 

 
 
 After you have typed information into the different fields and pressed 

ENTER the information creates one record and is saved in the TCH 
table.   
 
As you keep entering information and creating different teacher 
numbers a new record is created for each teacher. After the first 
record is created, essentially you have formed the TCH table and will 
now store all new records entered.    
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WHY IS THERE 
MORE THAN 
ONE TABLE? 

Instead of creating one large table that contains all of the schools 
data, smaller tables are created. For instance the medical file 
contains the student number, medical code, details etc.   
 
To access the information from the different tables a field is created 
that will create a link between the two tables. For instance, the MED 
and STU tables both contain the student number (SN) field.   

 
 

 
 
 By using the student number field from the STU table you can now 

connect this table to the MED table. If the same student number that 
is stored in the STU table is also stored in the MED table a record has 
been previously created. You can now find out other information about 
the student, such as whether the student has a medical condition. 
 
Having multiple tables saves space due to the fact that you only need 
to add student information if it exists, into select tables and can 
access this information from the other tables. It also helps to eliminate 
double entry of student information, such as, the student’s name, sex, 
grade etc. into both tables.  
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 The Multiple Table Query displayed below will generate a list of 

students with a medical condition. 
 

 
 
 The following is the definition for this Query: 

 
 LIST   

STU  MED               
STU.SN  
STU.LN  
STU.FN  
MED.CD  
MED.CO  
IF MED.CD  #  " "  

= display on the screen 
= using two tables, medical and student data  
= student number from the STU table  
= student last name from the STU table 
= student first name from the STU table 
= medical code from the MED table 
= medical comment from the MED table 
= if the medical code is not blank 
 
 

 This Query will display the student number, last name, first name, 
medical code and any medical comments for students with a medical 
condition.   
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 The following screen will display when you click the RUN button: 
 

 
 
 
 You can now print from this screen by clicking the printer icon 

immediately above the data box or exit the screen by clicking the “X” 
in the upper right hand corner and choosing REPORT from the 
QUERY form. 
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CREATING A 
REPORT 

After generating your query statement, a formal looking report can be 
created by clicking the mouse on the REPORT button. 

 

 
 
 The following box will display.   
 

 
 
 In the Query Report Parameters box, type the report title that you 

want to print at the top of the report. Select the report line spacing, 
Single, Double or Triple spaced.  Click the mouse on the OK button. 
 

 The following report will display. To print click the Printer icon at the 
top of the screen: 
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LABELS 
BUTTON   

After running a query statement, the LABELS button will allow you to 
create different types of labels, such as, mailing labels, student folder 
labels, etc. Listed below is an example of a Query to print address 
labels to the parents of Gate students.  In this example U4 has been 
used as the field that Gate students are flagged. 

 

 
 
 
 
 
 
 
 
 
 

 Query – Elementary User Manual 
 

 ELM12 - 17



Page 18 –Aeries  Student Information System  

 
CREATING 
ADDRESS 
LABELS 

To create address labels or any label containing more than one line, 
you must use the ‘\’ in your query statement.   

 

 
 
 This will force the query to drop down to the next line when printing 

the label.  To have a text expression print on a line, you must place 
double-quotes around the text expression.   
 
Example, “To the Parent/Guardian of:”   
 
The following is the definition for the above query: 
 

 LIST   
STU                        
“To the Parents” 
\ 
NM 
\  
AD 
\ 
CY 
ST 
ZC 
IF U4 = G  

= display on the screen 
= using the student data table  
= creates a text statement  
= drops down to the next line 
= students full name from the STU table 
= drops down to the next line 
= students address from the STU table 
= drops down to the next line 
= students city from the STU table 
= students state from the STU table 
= students zip code from the STU table 
= if the flag is set with G in the U4 field in   
   the STU table for Gate students 
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 To create the query statement, click the mouse on the RUN button.  

The following ACCESS query statement will display. 
 

 
 
 The text expression and the ‘\’ that were entered into the query, 

create their own field for each student record.  The ‘\’ field is read by 
query and forces the program to drop down one line when printing 
labels. 
 

 After you RUN the query statement, close the result window then 
click the mouse on the LABELS button.   
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 The Label Type selection box will display and default to Avery 5160 

labels. Custom labels can be selected to create your own labels.   
 

 
 
 For the default Avery 5160 label, click the mouse on the OK button. 

The following print out will display. Verify the label data is correct and 
will fit on the label size selected. 

 

 
 
 To print the address labels, click the mouse on the Printer icon at the 

top of the screen. 

 
NOTE:  

 
 
 
Please be advised that Aeries will automatically format all labels 
to be printed on only AVERY 5160 laser-printer labels. 
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QUERY LETTER 
EDITOR 

The Query Letter Editor allows you to create letters that will 
contain text and merged data from a query statement.  Once the 
letter has been created, a query statement must be generated to 
pull the data from the tables and fields selected.  

 

 
 
 Prior to creating this letter it must determined which fields will be 

utilized from the Aeries™  table(s).  For example, a letter sent to a 
parent guardian will need the PG, AD, CY, ST and ZC fields for the 
letter heading.  These are the following fields: 
 
PG = Parent/Guardian 
AD = Address 
CY = City 
ST = State 
ZC = Zip Code 
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 To create a new query letter, click the mouse on the Add button. 
 

 
 
 The cursor will automatically display in the Letter: field. Type the 

name of the letter in the Letter: field.  The Author: field will 
automatically display the current user’s name.  
 

 Press the Tab key until the cursor displays in the white text box. 
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 When the letter is generated, a school heading for the letter will 

automatically be created with the school name, address, and the 
current date at the top of the letter.  This heading will not display 
in the letter editor but will print when submitted. 
 

 An address heading should be created for the individual receiving 
the letter.  For example, a letter sent to a parent/guardian use the 
following fields: 
 
PG = Parent/Guardian 
AD = Address 
CY = City 
ST = State 
ZC = Zip Code 

 

 
 
 On the first line type [PG] and press Enter.  The cursor will drop 

down to the second line.  Type [AD] and press Enter.  The cursor 
will drop down to the third line.  Type [CY]  [ST]  [ZC] and press 
Enter.    

 
NOTE:  

 
 
 
ALL field codes MUST have a square bracket surrounding them 
and there must be spaces between each field.    
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 Type the remainder of the letter combined with text and field 

codes.  An example of a letter is displayed below.  
 

 
 
 
 A query function available will insert  [he/she] or  [his/her] in the 

letter for the proper sex but the sex code must be used in the query 
statement.   
 
Example:  If his/her is used and the sex code is F the above 
letter will read “in her efforts”. 
 

 After you have completed the letter, click the Exit button at the 
bottom of the form. 

 
NOTE:  

 
 
 
Each field code used MUST be in the query statement or this 
area will be blank when the letter prints.   
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 Create your query statement and RUN. Close the result window and 

click the mouse on the LETTERS button 
 

 
 

 A list of the letters that have been created in Query Letter Editor will 
be displayed. Click on the letter that you wish to merge your query 
statement into 

 

 
 

 If you are using pre-printed letterhead click Yes, if not click No. 
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 The next display asks about the location of the Date to be printed if 
you want it. The default is center. Click the mouse on the OK. 

 

 
 

 A print preview of the merged letter will display. Click the mouse on 
the printer icon. The following is an example. 
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CREATING 
ENVELOPES 

You may use the ENVELOPE option to print directly to an envelope. 
The example uses the same query and process as for labels.   

 

 
 
 After you RUN the query statement, close the result window then click 

the mouse on the ENVELOPE button.   
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 The following will display.  Select the location that the envelopes will 

be placed in the printer tray.  Click the mouse on the OK button. 
 

 
 

 The following message will display to check the printer line up. If you 
have not printed envelopes before click Yes. 

 

 
 

 After the print preview is closed you will receive the following 
message.  The setup options selected will be the default options for 
all envelopes. 
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SAVE QUERY 
STATEMENTS 

Once you have created a query statement, you can save the query 
and access this query for later use.   

  

 
 
 To save a query, click the mouse on the SAVE button.  The following 

text box will display.    
 

 
 
 

 Query – Elementary User Manual 
 

 ELM12 - 29



Page 30 –Aeries  Student Information System  

 
 Type a descriptive name for the query in the text box, for example, 

Labels – One per family or Export – PTA.  This will help to assist 
you find certain queries alphabetically.  Click the OK button to save 
your Query. 

 

 
 
 

 
REMEMBER:  

 
 
 
When you save a report query, the query name saved will print 
on the heading of your report.    
 

LOADING 
SAVED 
QUERIES 

To LOAD a saved Query statement, click the LOAD button on the 
QUERY form 
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 The following form will display. The saved queries can be displayed 
by the name of the Query or by the Author’s name. 

 

 
 

 If many Query statements have been saved you may want to Sort By 
Author’s name to have all personal Queries listed together.  To 
select the Query and run it, click the Gray box to the left of the Query 
title.  Click the OK button at the top of the box. 

 

 
 
 
 The Query statement will now display on the main Query form and 

can be generated by clicking the mouse on RUN. 
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 The following is a list of helpful Query statements: 

 
Parents who have a different last name than the student 
LIST STU NM GR PG IF PG ; LN 
 
Search for an address with a certain street name 
LIST STU NM PG AD IF AD : “(Type in the street name you are searching 
for between the quotes)” 
 
CBEDS - to find Students who have a missing or invalid Ethnic Code 
LIST STU SN LN FN EC GR SX BY EC 
 
Search for a parent name different than a student’s last name 
LIST STU LN FN PG IF PG : “(Type the Last Name of the Parent you are 
searching for between the quotes)” 
 
List a total number of students by Ethnic Code and by Sex 
TOTAL STU EC SX BY EC SX 
 
Class list by teacher and by sex 
LIST STU TCH STU.SN STU.LN STU.FN STU.GR STU.SX TCH.TE BY 
TCH.TE STU.SX 
 
Students excluded from mailings (example is a user field containing a code in 
Student Data, such as, U4) 
LIST STU SN LN FN TL PG U4 IF U4 # " " 
 
Students with a health concern 
LIST STU MED STU.SN STU.LN STU.FN MED.CD MED.CO IF MED.CD # " " 
 
Class Directory by Teacher 
LIST STU TCH STU.NM STU.AD STU.CY STU.ZC STU.TL STU.PG TCH.TE 
BY TCH.TE 
 
Labels by grade and grid code 
LIST STU FN LN \ AD \ CY ST ZC BY GR GC 
 
Listing of gate students (if flagged in user field such as U7 field)  
LIST STU SN LN FN SX GR U7 IF U7 = G 
 
Search for students with missing health immunizations 
LIST STU IMM STU.SN STU.LN STU.FN STU.GR IF IMM.P1 = NULL 
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SKIP OR 
KEEP 
COMMANDS 

The SKIP and KEEP commands are used to create temporary tables 
that will only contain certain “groups” of data such as a particular 
grade.   
 
For example, a QUERY using SKIP to “NOT include” students in 
grades 4 and 5 would be: 
 
SKIP STU IF GR > 3 

 

 
 
 
 This will allow you to run queries and access student data for students 

who are currently in grades less than grade 4.   
 

THE SKIP 
COMMAND 

Using the SKIP command, the query or student data will not access 
the students selected. In the query option type: 
 
SKIP STU IF GR > 3 
 
Click the mouse on the RUN button. 

 

 
 
 
 

 Query – Elementary User Manual 
 

 ELM12 - 33



Page 34 –Aeries  Student Information System  

 
 The following form will display.  Click the mouse on the scroll bar and 

hold the button down.  Drag the scroll bar to the bottom of the form.  
The grades will only display up to grade 3. 

 

 
 
 Close this screen by clicking the “X” in the upper right-hand corner of 

the result window. The QUERY form will now display. In the bottom of 
the form “Records Are Being Skipped” will display. 

 

 
 
 Any further queries or access to student data will skip all grades 

greater than grade 3. 
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RUN QUERY 
USING SKIP 

To give you an example of how a SKIP statement works, now type the 
following query statement: LIST STU SN LN FN GR BY GR.  Click the 
mouse on the RUN button.  

 

 
 
 Click the mouse on the scroll bar and drag the scroll bar to the 

bottom of the form.  The highest grade to be displayed will be students 
in grade 3.  Close this screen by clicking the “X” in the result window 
right-hand corner. 
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RESET SKIP  When you are finished running queries and/or reports, you must 

RESET query by clicking the RESET button in the lower right corner 
of the form.  

 

 
 
 After clicking the mouse on RESET the message “Records Are 

Being Skipped” will no longer display. Any further queries or data 
accessed will include all students. 

 
NOTE:  

 
 
 
If you do not perform reset, the only data accessible will be the 
data entered in the SKIP command. 
 

THE KEEP 
COMMAND 

The KEEP command will give access to only the students selected. In 
the query option type KEEP STU IF SX = F and click the mouse on 
the RUN button.   
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 Click the mouse on the scroll bar and drag the scroll bar to the 

bottom of the form.  The only students to be displayed are female.  
Close this screen by clicking the lower “X” in the upper right corner of 
the result window.   

 

 
 
 The QUERY form will now display.  In the bottom of the form 

“Records Are Being Skipped” will display. 
 

 
 
 Any further queries or student data accessed will only be for female 

students. 
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ACCESSING 
DATA USING 
KEEP 

To give you an example of how a KEEP statement can also work 
when accessing data, click the mouse on the EXIT button.  

 

 
 
 The Control Panel will display. Notice the message, RECORDS ARE 

BEING SKIPPED displays at the bottom of the form.    
 
 

 
 
 Click the mouse on the Student Data button.  
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 The Student Data form will display and in the middle of the form, 

RECORDS ARE BEING SKIPPED will display.   
 

 
 
 Click the mouse on the Forward button and ONLY female students 

will display.    
 

RESET KEEP  When you are finished, click the mouse on the Exit button. You must 
RESET query by clicking the RESET button in the lower left corner of 
the Control Panel.  

 

 
 
 The “Records Are Being Skipped” will no longer display.  Any further 

queries or accessing data will now include all students. 

 
NOTE:  

 
 
If Reset is not performed the only data accessible will be the data 
entered in the KEEP command. 
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CREATING AN 
ASCII FILE  

To create an ASCII file, a query statement can be generated and the 
file can be copied to your C: drive or to a floppy disc on you’re A: 
drive.   

 

 
 
 Type a LIST query statement in the query text box.  Certain criteria 

can be utilized for specific needs.   
 
The query above is utilizing the user field U4, which could be used, for 
example, to flag students that are excluded from all mailings or 
contacts.  This query will only select students that are flagged in the 
STU table for exclusions.    
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 Once the query has been entered, click the mouse on the RUN 

button.   
 

 
 
 Verify the query statement has the correct data selected and that only 

students were captured for the criteria utilized.  For example, the U4 
field for mail exclusion.   

 

 
 
 Once the data is verified, close this form by clicking “X” in the upper 

right-hand corner of the result window.   
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 After the query has been generated click the mouse on the TO FILE 

button.   
 

 
 
 The following form will display and will allow you to create two 

different types of files. A comma delimited or tab delimited.  A comma 
delimited file will contain a comma between each of the fields selected 
in the query.   

 

 
 
 A tab delimited file will contain a tab spacing between each of the 

fields selected in the query.   

 
NOTE:  

 
 
 
It is important that the type of field be determined prior to 
creating this file especially if you are creating this file for an 
outside vendor.    
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 The default for the type of file is pre-set to Comma Delimited.  To 

change the type to a tab delimited file, click the mouse on the Tab 
Delimited button.  

 

 
 
 To include the field name headings in the file, click the mouse on the 

Yes button.  
 

 The default for the output path will be A: . If the path is different, type 
the drive letter and a colon, for example, C: . In the Name of output 
text file:  type the text file name and .TXT extension.  

 

 
 
 Click the mouse on the Create button. A message will display when 

the file has been created.   
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USING 
CHANGE 
BUTTON   

The Change button can be utilized to make major changes to student 
data. For example, a certain zip code changed for a certain street.   
 
Type a LIST query statement in the query text box.  Click the mouse 
on the Run button.  Return to the Query form.  Click the mouse on the 
Change button. 
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 The following form will display with the fields selected in the query.  

The data can be changed within each one of these fields.    
 

 
 
 To change the fields to DISPLAY only, click the mouse on the field 

headings.  The TAB stop will now bypass these fields. For example, 
First Name, Last Name and Address will be used for verification. 
After all tab stops are set the columns change to navy blue.   

 

 
 
 In this example the only data to be changed is the Zip Code. Press 

TAB and the cursor will move through the Zip Code field. Type the 
changes to the data and press TAB.  After all changes are complete 
click the mouse on the EXIT button.   

 
NOTE:  

 
 
 
Data is changed directly to the database so care must be taken.    
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USING THE 
CHANGE 
COMMAND   

The Change command can be utilized to make massive changes to 
student data.   For example, the following query will change the grid 
code for a specific zip code. 

 

 
 
 

 
NOTE:  

 
 
 
This data is changed directly to the database.  So care must be 
taken when using the Change command.   
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TOTAL 
COMMAND   

The Total command can be utilized to add up a specific series of 
students to create a running total on the screen. For example, to 
determine the number of male and female students for each grade 
type the following LIST query. 

 

 
 
 Take note to the SORT order selected, BY SX GR. These fields must 

be included in the TOTAL query statement.  
 

 Click the mouse on the RUN button. The following calculation will be 
generated. 
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CHANGE 
YEAR OR 
SCHOOL 

The Change Year or School form will allow you to access the 
different databases that have been created in Aeries™.  The different 
databases can hold previous year’s data or different schools data. 

 

 
 
 To access this form, click the mouse on the Change Year or School 

button. 
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 The form will display the database that you are currently accessing 

and the name of the school site.   
 

 
 
 At the bottom of the form the school code, school year and the path to 

the database will display.   
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TO CHANGE 
SCHOOL 
CODE  

To change the school code, click the mouse on the Up or Down 
arrow key to the right of the school code displayed.  

    

 
 

 
 
 If the database exists, a message will display. 

 
EXAMPLE:    DATABASE C:\EAGLE\SCH07991.MDB EXISTS 
 
To change to the database displayed, click the mouse on the Change 
button. The following message will display. Click the mouse on the 
OK button. 

 

 
 
 Once the new database displays, click the mouse on the Exit Login 

button.  The Control Panel will now display.  Verify in the left-hand 
corner that you are in the school code selected. 
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TO CHANGE 
SCHOOL 
YEAR  

To change to the next or previous school year, click the mouse on the 
Up or Down arrow key to the right of the school year displayed.  

    

 
 

 
 
 If the database exists, a message will display. 

 
EXAMPLE:    DATABASE C:\EAGLE\SCH06991.MDB EXISTS 
 
To change to the database displayed, click the mouse on the Change 
button. The following message will display.  Click the mouse on the 
OK button.     

 

 
 
 Once the new database displays, click the mouse on the Exit Login 

button.  The Control Panel will now display.  Verify in the left-hand 
corner that you are in the school year selected. 
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TO SAVE THE 
DATABASE 
INFO 

After you have performed a change and are accessing the database 
you can save the path to the database. 

    

 
 

 
 
 To save the path, click the mouse on the Save DB Info button.   The 

path will now be stored for future access.    

 
REMEMBER:  

 
 
 
To save the database path, you MUST attach to the database first 
and then perform the Save DB function. 
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TO GET 
DATABASE 
INFO 

To access the available databases stored, click the mouse on the  
Get DB Info button.  A box will display at the top right hand corner of 
the form and will display all available databases previously saved.   

 

 
 
 To load the database path, double click the mouse on the school 

selected.  The following message will display.  
 

 
 
 Click the mouse on the OK Button. To return to the Control Panel 

click the mouse on the Exit Login button.   
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TO DELETE 
DATABASE 
INFO 

To delete the databases stored, click the mouse on the Database to 
be deleted.  Click the mouse on the Delete button.   

 

 
 
 The database path will no longer display in the database path box.  
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 The View All Forms option will display all available programs in the 
Aeries™ database.  These programs will include all customized 
programs as well as the programs available through the Control Panel.  

 
 

 
 
 To display these programs, click the mouse on the View All Forms 

button  
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SELECT 
FORM 

The View All Forms will display all programs in alphabetical order.   
At the top of the form the group or table name and a button will 
display.  To display programs that relate to specific tables, click the 
mouse on the button to the left of the table name.    

 

 
 
 The following form will display only programs that relate to the table 

selected.  

  

 

 

View All Forms – Elementary User Manual 
 

ELM14 - 2 



Page 3 –Aeries™  Student Information System 
 

 
View All Forms – Elementary User Manual 

 

 
ELM14 - 3 

 
 
 To select a program to run, click the mouse on Form name.  The form 

selected will be hi-lited.  
 

 
 
 Click the mouse on the OK button. The form or program selected will 

display and can be utilized.  
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 The View All Reports option will display all available report programs 
in the Aeries™  database.  These programs will include all 
customized reports as well as the reports available through Aeries™.  

  
 

 
 
 To display the report programs, click the mouse on the View All 

Reports button  
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SELECT 
REPORT 

The following form will display all report programs in alphabetical 
order.  At the top of the form the option is available to preview the 
reports prior to printing or to add a query condition.  Radio buttons 
also display at the top of the form with a group or table name that 
relates to the report and a button.   

 

  
 
 To display the reports that relate to specific groups or tables, click 

the mouse on the radio button to the left of the table.    
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 The form will display only the reports that relate to the group or table 

selected.  
 
 

 
 
 To select a report to run, click the mouse on Report name.  The form 

selected will be highlited.  
 
 

 
 
 Click the mouse on the Run button. The report selected will be 

generated.  
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