OASIS Thin Client

BEST PRACTICES

NSW Department of Education and Training

19 June 2008



NSW Department of Education & Training

This material has been published by the NSW Department of Education & Training and may only
be reproduced with acknowledgement of the NSW Department of Education & Training. Under no
circumstances may copies be sold. Amendments cannot be made to the text without prior

permission from the OASIS Continuity Information Technology Directorate, NSW Department of
Education & Training.



NSW Department of Education & Training

Table of Contents

(@] VTSRS 3
Understanding the OASIS Thin Client ENVIFONMENT ..........coovoiiiiiiie e 4
ACCESSING OASIS ...t bbbt bbbt bbbttt bt n s 6
Accessing OASIS USING DET POral.........cccooiiiiic et 6
Accessing OASIS using Kiosk Machines / Thin Client DeViCeS.........cccccevvvververesiinieeninsieens 13
FOrmatting OASIS SCIEEM .....voeiiiiecieece ettt e et e s e s teeteaseesbeebeereesbeeteaneenreens 16
Changing OASIS SCIEEN SIZE.......ccuiiiieieitiie ettt bbbt 16
OASIS IN FUIl SCrEeN IMOE ......covveiieieiieite ettt 20
Drive MapPiNg OVEIVIBW .........oiuiiiiiieieieite sttt ettt sttt e bbb e b bt b s e e e e 22
Printing & SaVING IN OASIS ..ottt et te e e st e et e e e e teeaeaneenreens 24
Printing & SaAVING OVEIVIBW ........ccuiiiiieieiieitesie sttt bbbt n s 24
Printing & Saving Files from OASIS Thin Client...........ccooiviiiii i 25
Printing 10 @ FHlE ... 26
PrINTING 10 @ PIINTEE ..c..iiiiieecc ettt ne e teennenreas 27

IO o 0L o (=3 TSRS 29

TO SAVE the FIlE: ..ottt bbbt 30
Posting & Printing BatChes iN FINANCE ..........ccociiiiiiiiee e 32
POSE BALCH = OFUEIS ..ottt bbbt 32

POSE BALCH = PAYMENTS ...t 34

BanK DePOSIT SNEEL ......oveee ettt re e nre s 35
REPIINE PIINTJODS ...t b bbbt 37
Smartbuy® Orders & OASIS SMArtLINK ........ccooviiiiiiee e 38
Processing Smartbuy® Orders using OASIS SMartLinK .........ccccovevviiiiiienienienie e 38
Saving & RefOrmMatting FIlES ........ccviiiiiieii et re e ane s 40
Student ADSENCES MOUUIE..........ociiiiei et te et e s reenaeeneenneas 49
RECONT ADSENCES = 11 ...ttt bbbttt e s 50
MANAGE ADSENCES = 12t bbbt 50
Cash Register / StUAENT CONLIOIS ........viiiieieiicce et ere s 56
RECEIPTING ..ttt bbb bttt b bbbttt een e 56
STUAENT CONTIOIS....c.eiieiiiice ettt b ettt e b e et e nee e 58
RS0 T0 T a1 1Yo o USSR 59
CaNCel STUAENT INVOICE ..ottt bbb e e nee e 61
CANCEI RECEIPTS. ...ttt ettt b ettt e e e e e 61
SEAICH FUNCLIONS ...ttt bbbt st e bbb nbe et e ne e s e e st e e e 62
Family INFOrmMation (E2 - AL) .....ooioiiieieieie et 62
Staff INFOrMation (A3) ...cveiieiecc e et re e er e enes 64
Student INFOrmation (B2 — A2) ..o s 67
NeWw Menu OPtionN SISNTO ...vicviiicecc e e e ereas 67
MiICroSOft WOrd & MaIIMEIGE ........ooviiiiiiiieieee e 69
L] SRR USROS 76
System Check / Keyboard Inactivity MaintenanCe............ccoeererinenininiseseeese s 76

KL Data BACKUP ....c.veceiiieicie ettt ettt e st e et e st e s neentesneeaneens 79
SYSTEIM MESSAGES ...ttt ettt ettt ekttt b e bt s et e ettt b e bt et e b e bt e s e st bt e nn e nn s 79

Q2 SYStEM REDUIAS. ..ot 80
Using Thumbdrives (IMEMOIY STICKS) ......ocoiviiiiiiiiieieieies s 81
SYSEEM MAINTENANCE .....eevieieciie ettt te e te et e et e s te e ste e e e s be e beeseesreesteeneesseenaeeneenneas 83
Abnormal Termination of OASIS uSINg the [X].....cooiiiiiiiiie e 83

Table of Contents
1



NSW Department of Education & Training

Enabling OASIS users to have full access to all fileS...........ccooiiiiiiiiii e, 84
SCreen ColOUIS - OASIS ... ettt sttt ne et ees 85
THIN CHENT CONNECT ...ttt te e et esbeeneesseesreenaeaneeareenseens 87
(O8] AT =0 1] (=T £SO SSRSSPSRN 91
Setting UP 8 CaSh REGISTET ...t 91
Configuring Cash RegiSter PIINTEIS ........ccviiieiieie ettt 96
Testing the Cash ReGISIEr PrINTEN.......c.oii i 97
Printer Driver Update (M3)........ooiiiie ettt te e enreas 98
Correcting Passwords for Kiosk Machines / Thin Client DeVICES.........cccccevvverveierieeneaiiesiene e 99
PASSWOIA ENEIY SCIEEN......ccui ittt et et e s be et e e sa e s beebeeseesteesteeneesreeeeenes 100
Change OPEIatOr SCIBEN ......cuiiuiitiiieeie ettt ettt b ettt b et b bt et et e r e e e nn e 100
MUIIPIE LAUNCRES. ...t ettt st et e et e sne e s teebe e e e saeeneenreas 100
T oT0 )= ] TS 100
ReCONNECHING t0 OASIS ... .o et e et te et e e e e sbe e eeaneesreeeeenes 101
FINANCE ATCNIVE ACCOUNL......cuiiiiieieeie ettt e et e et e s e steenteeneesaeeeeaneenreeneeanes 101
Palm Tree Central RESIOIE ........ciiiieiiiieieiie sttt bbbttt nns 101
BACKUP CRECKS. ...ttt bbbttt 101
VIBWING BAICNES ... .ottt e e te et e e e s te e teeneesneenteaneenreas 101
RepOrt GENErator REPOITS ........oiiiiiiiiii et ne s 101
AddItional INFOIMALION ......oviiiiiiiecee bbbt es 103
BaCK T0O SCNOOI OVEIVIBW .......ciieiiiiiieiiieie ettt sre e e aneesreeeeenes 103
MeSSAgING BEIWEEN USEIS .....ecviiie ettt ettt e e ste e anaesneennas 103
Changing DET Portal PASSWOIT ........c.coiiiiiiiiiiiieeeee e 104
EMailS & AMACNIMENTS .....oviiiiieicieee bbbttt see e 107
Taking a SNapshot OF the SCIEEN........c..oii s 112
TrANSTEITING FIIES ...ttt et e e e s reesteeeenneas 113
EXItiNg the Narrator PrOQIaM........covoiiiiiiiiieieie ettt 117
[ 1= SR 120
QUICKTIXES 1.ttt ettt e s et e e s s e te e st e e s e s beenteeneenteenteaneeaseenseaneenneas 120
Where to find more iINFOrMALtION ...........cooiiiiiiiii e 126
SUPPOIT DOCUMEBNES ...ttt b e bbb e nenne s 126
REIEASE INOTES ...ttt bbbt b et e et bbb b et e e e e e s 127
(@ 0] (701 1TSS 130

Table of Contents
2



NSW Department of Education & Training

Overview

This training manual has been designed to give you a better understanding of the OASIS Thin
Client environment and to assist you in the following areas of:

e Work practices required when working with the OASIS Thin Client environment

e Logging on to the DET Portal and accessing OASIS Thin Client

e Managing OASIS Thin Client sessions

e The advantages of consistent work practices within OASIS

e Using Microsoft Word as part of the OASIS Thin Client package

e New options for saving, printing and formatting within the OASIS Thin Client

e Exporting and emailing school data

e Using school data in Mailmerge files - Library, Admin and Finance areas of OASIS

e System Maintenance in the OASIS Thin Client environment

e ‘“Quickfixes’ — solutions to try before logging a Help Desk call

e Where to find additional information and support documentation for OASIS Thin client

e How to get help - Who to contact and what information is required at the time

OASIS Thin Client Overview
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Understanding the OASIS Thin Client Environment

How did ‘Thin Client’ get its name?

‘Thin Client’ comes from the Technology. The Citrix Client runs on the workstation and only uses screen
and keyboards from a central server therefore is uses minimal bandwidth therefore Thin.

OASIS modules are delivered to
schools via the Internet.

School users are authenticated in H _ St Lanas ot
the DET portal and then passed b4
to the servers at St Leonards.
The folder containing the
authorised OASIS Applications
for the user is then delivered.

School

User @
School

Terminal Servicas

Once connected to the St powFam
Leonards Data Centre users are

protected by the Corporate

Firewall. The Load Balancer Suith (e
then determines which server ]
will process the work for the user T,
in the OASIS server farm. The (odsnPan  ipmagc2
data is backed up on the File

Server cluster.

OASIS Server Farm Al
'HP BL30 dusl pracessor blada 2Gh FC.
sarvars X 48 el

':'.’3': [ w16, 165 —

File Server Cluster
HP BL30 x 2 (cluster FS)

HHH&HB”

Understanding the OASIS Thin Client Environment
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This photograph illustrates a
rack of servers for the OASIS
server farm. When you use
OASIS, all your processing
takes place here.

Your PC or Thin Client device
acts as a dumb terminal to
allow you to input work and
view the results on your
monitor.

If the session is interrupted for any reason e.g. power failure at the school, your work will still be
active on the server at St Leonards. You will be able to resume from where you were up to without
data loss once the power is restored at your school.

In this environment you will be sharing processing capacity on the blade servers with users from
your own and other schools. The load balancers ensure you are allocated to the server that will give
you the best performance. Changes to OASIS have been made to ensure that one user at a school
has minimal impact on other users. For example K1 backups have been simplified so that they do
not use as many resources as they did on a Novell 4.11 server.

This photograph illustrates the
OASIS file data cluster where
the data for each school is
securely stored.

This replaces the need for
schools to make a backup of
OASIS that had to be taken off
site e.g. backup tapes.

In the case of a disaster at the school e.g. fire; the school would be able to resume OASIS work as
soon as they can access a PC that allows access to the DET via the DET portal and the Citrix client.
In practice, if a problem occurs with a server at St Leonards, the users can be notified by a message
that is sent directly to them. Other users at your school may not be affected as they will not
necessarily be allocated to the same server. Logging out and back in usually will allocate the user to
another server that does not have the problem

The servers become the responsibility of the technicians who administer them at the St Leonards
Data Centre.

Understanding the OASIS Thin Client Environment
5
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Accessing OASIS

Accessing OASIS using DET Portal

e The DET Portal is accessible from your computer at your school and at home.

e To log onto the DET Portal from home go to: www.det.nsw.edu.au and click on the DET Staff
Portal link

e Oasis is currently only accessible at your school.

The following steps will guide you through the process to log into the Portal and also log onto
Oasis.

Session 1 - Logging onto the Portal from School:

* Related Information

Teaching and Learning
exchange {Tale)

teach. NS

1. Launch Internet Explorer —»

Premier's Reading
Challenge

2. Toaccess the DET Enterprise Portal: premiar's Speling B

DET internet access

a. type www.det.nsw.edu.au into the Address bar, click on the Go |and email

button, then click on the Portal link Information for
Owvers tudents
OR . . DET Staff Partal
b. type http://portal.det.nsw.edu.au into the Address bar and click |">———"_
on the Go button Abbreviations

2 NSW Department of Education and Training Home Page - Microsoft Internet Explorer

<) e - d \EL] _;\J ) ssarch ‘:;?'\'{Favo'es Q‘} 4~ l-\.’,'.'— ﬂ - _J ﬁ

E v C— 3 0 Y
: Address | https:ffportal.det. nsw.edu.au V| Go  : Links : q

(7
=]
H E | hel
3. The Portal Login screen , ortal help
. . Login Online help
Wi II be dlsplayEd. The N2 Department of Education and UsermEnns (B fenmaiiam) access online help materials for

Training (including TAFE) portal allows ‘ | portal "how to" and troubleshooting

staff and students to access: information,

Password

The Internet, Intranets and email
from anywhere. ‘ |

Appropriate applications, services CANCEL LOG ON
and information,
Forgotten username /
password?

Accessing OASIS Using Portal Login
6
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4. Enter your DET Username (e.g. jane.citizen) and Password to access the DET Enterprise
Portal

. Portal help
Portal login page
Login online help
The NEW Department of Education and 0 o e ) acoess online help materials far
Training (including TAFE} portal allows portal "how to" and troubleshooting
jane citizen
staff and students to access: infarmation,

The Internet, Intransts and email
from anywhere.
Appropriate applications, services
and information.

password?

5. Click on the LOG ON button.

6. The following Acceptable Usage Policy will be displayed. Click on I accept.

=

Logaed in as Brian LINTON Logout

Acceptable Usage Policy

The Department montors use of e-mail and DET online systems.
Using e-mail and DET online systems to seek out, access or send any material of an offensive, obscene,
pornographic, threstening, abusive or defamatory nature is prohibited and may result in disciplinary action

Hote: if you receive:

s offensive material, notify your manager who will assess the material and take appropriste action,

*  unsolicited advertising material from an unknown source, delete it without replying or attempting to remove
wour email address from any maling list, because replying may generate more unsolicited material,

= other inapprapriste material fram sn unknown source, adviss the sender that you do ot wish to receive
material of that type

Further imtormation is avallable in the school and TAFE Internet services acceptable usage policies
By proceeding beyond this point, you are indicating your agreement to follow up the department’s

v

Accessing OASIS Using Portal Login
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7. The following will be displayed.

Logout

Logged in 55 Test Staff 057

DET Intranet homepsoe
Portal Alerts & Notifications

My portal My applications My websites My profile

My portal
\wigicome 10 the DET Staff portal. The portal gives you access 1o your email, internal and external stes, plus

= wide range of useful departmental resources:

Quick links

23 March 2008
DET Staff Portal released today.

EEEEE the main DET Intranet site for online tools, information and Departmerntal LT TR

Online Help.

& help materials for
" and troukleshooting

restrictad ta specified lacstions.
“E3° 1800 338 483

=== your files an DET, TAFE or Schaal's shared drives

My
This application lets
“E5° 1800 338 483

Cortact: =1 IT help Further Assistance

IT Help Services

O 1800 338 463

Moncay - Fridsy

8:30am - 5:30pm

(8:30am - 4:30pm during scheool
wacations)

Conditions of use

& You are now successfully logged onto the DET Portal

L, .j,e NB: Now is a good time to connect your thumbdrive / memory stick to the computer
)

1 NB: Ifthisis the first time you are logging onto Oasis and you are having problems
L‘j” with the following steps go to Changing Portal Password in the HELP section

Accessing OASIS Using Portal Login
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Session 2 — Logging into Oasis:

1. Click on the My applications Tab. A screen similar to the following will be displayed.

Logged in as Test Staff 057 Logout

My portal My applications My websites My profile

My applications DET Intranet homepage

This section lists the sppications that your Portal log-in gives you 8ccess o
Portal Help

Accoun t Administration
nasIs Oniling Helo
Access online help materials for
A portal "howr to" and troubleshooting

intarmation

Further Assistance

IT Help Services

O 1800 338 483

Ponclay - Friday

2:30am - S:F0pm

(& 302 - 4 30pm during school
vvvvvvvv

Conditions of use

2. Click on the OASIS link.

e If you do not have an OASIS link showing see the HELP section

3. The OASIS Thin Client folder with your school name will be displayed. The example below
is for a school located in Northern Sydney Region. Double click the folder to open.

“}MetaFrame Presentation Server - =131 x|
File Edit View Favortes Tools  Help | |','
- ~ n 3
O Back - d - lﬂ @ _|\l | 7 ! Search .. Favarites é““ = ﬁ fi
Address I@j https: ffoasiswi, citrix,det.nsw, edu, aufCitrix Met aFramefsite fdef ault, aspx j a Go | Links >
DEPARTMEN ; -
OF EDUCATION \, )
AND TRAINING 7 5 . B Y )
R A T M=
. . P '
Apphcanons k} '@ G'Day TEST.STAFF.901@DET
& Top @] Up wWelcome to your OASIS Thin Client applications for your school ¢
(). j
@ The OASIS application box contains the 0ASIS systems that you
are authorised to access by the administrator in your school,

MNorthern Sydney
Click on the school folder to display the OASIS systems you can

access.
Log Off |

School Systems Website http://schoalsystems.det.nsw.edu. au

IT Help Services https: Afdetwww. det.nsw.edu, au/helpdesk/

Oasis Message Center

=
‘@1 http:/fportal, det, nsw edu.auf ’7 ’7 ’7 ’7 E ’W
! ."iz e If you do not see your school folder see the HELP section
e e If you get a “Welcome Screen’ requesting another login see the HELP section

Accessing OASIS Using Portal Login
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4. A screen similar to the one below will be displayed.

What is displayed in this screen will depend on what school OASIS systems you have access
to. If you work at more than one school you may see multiple school folders.

This screen is an example of 3 schools this OASIS User has been given access.

Applications Lj, .{’}

ﬂ- Top li(’:l Up

2 @ (@

Falm Tree Palm Tree Test Pro

Central Central Abermain
Seven Public
School

5. The 2 icons at the top of the screen allow you to browse the schools you have been given
access to.

o The @ 1op icon allows you to browse to the top folder

e The l&l up icon allows you to go back one folder at a time, eg. you may be working
at School A and then need to work in School B.

6. The following Client File Security will be displayed the first time you log into your school:

F Client File Security X

CITRIX

Select:

If this screen appears

Full A each time you log in,
/ wil Access see the HELP section

and ®

[ia pau wiant 1o he azked apaind | _— Never ask me again
O Alvayg azk me

A zzever apploahaon & requesting access o your
local clent flos,

Whal azcase da pou want ko giant?
" MNoAccess

™ ReadAccess
* Ful booess

(™ Newsr azk me again T

% Never ask e again then select:

I P B

NB: It is important to make the correct selection above; otherwise you may have restrictions
! AR imposed on your day-to-day operations, eg. you may not be able to access your local drives
&=~ fromyour OASIS module. If this window continues to appear, it is because you do not have
administration rights to your PC. This can be resolved by your local network support eg.
computer co-ordinator, regional technical support.

Accessing OASIS Using Portal Login
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7. After you navigate into a school folder a screen similar to the following will be displayed.

Web Interface []

for Metarframe® Presentatjon Server

Applications 3 ¢, (5 | Welcome TESFS[IAFF.057@DET

& rop & up MetaFrame Presvntation Server Applications
“welcome to your personalized view of your MetaFrame Presentation
Server applications. The applications box contains icans for the
applications that you can use. Click an icon to launch an application.
s S Click Refresh to view the latest applications. Click Settings to change
EERTIISEEREI LD 6 your settings. Click a folder icon ta display its contents. If you have
- - Libréry problems using an application, please contact your help desk or
eXellla S Ty Enfuiry system administratar for more information,
99971 99971 98971

Message Center

The Message Center displays any information or error messages that
may oceour,

¢\ You do not have the MstaFrame Presentation Server Client
= (activex) for 32-bit windows installed on your system. You
must install the client to launch applications,

Select the icon below to install the client.
2 metsFrame Presentation Server Client for 32-bit Windows
Other clients are available from the Gitrix client downloa

ite

In the example above the user has been given access to Administration, Palm Tree Central
Tutorial data and Library Enquiry.

L, .v-‘i;e HINT: OASIS Thin client will remember the school you last logged into and you will return to
—  this school OASIS screen the next time you login.

e The [&lup icon allows you to go back one folder at a time. Click on this icon if
the school you want to access is not available in the current screen.

8. Click on the OASIS Module you wish to enter and the ‘Connecting Citrix MetaFrame’
screen will be displayed.

Connecting to Test Pro Abe... [= |[C1|X]
CitrixMetaFrame:

Connection established, Megotiating capabilities. ..

— Cancel

If you continue to click on an OASIS Module because it doesn’t appear to load the first time,
23" you will initiate multiple launches. Check the task bar to see if this has happened. If you notice
you have more than one session running, close the remaining sessions.

Accessing OASIS Using Portal Login
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9. The ‘School News’ page will be displayed

.3

«Fi> for Help DASIS NEWS Version 101615t

using Windows

<Pglps <PQDA> <[> L[> LESC>

—

l % You will need to press the <Esc> key to get to the OASIS Login screen
(' . x
et

10. The OASIS Login screen will then be displayed. Enter your OASIS password.

=lolx]

Education & Training

o
09,/08/06 Ver Y2K.1 OASIS - PASSWORD ENTRY (300111) Dept.

[{NTER=j
PASSWORD:

Enter Password

11. You will now be logged into your school’s OASIS system. The example below is an Adlib
school.

9/08/06 Ver Y2K.1 0ASIS MENU . Education & Training

LIBRAR’ END OF SESSION
OASIS dB Management Exit to DOS
OASIS word Circulation Logout

Relief Management Acquisitions Change Operator
Census validation Reports Utilities

Back-to-School Periodicals

REPORTS!
Purchases/Payments School1 Information Design Reports
Student Controls Student and staff Run Reports

Cash Register Student Assessment

Reports/setup Timetable Standard Reports
Finance Archive Util Timetable Management

DASIS Librar ADMINISTRATION UTILS|

Finance Utilities Rapid Retrospective Il Student Transfer
Planning Utilities I2 eStudent
orderlink

Student Banking

Select Option OR <Pgdn>

& You are now successfully logged onto OASIS

Accessing OASIS Using Portal Login
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Accessing OASIS using Kiosk Machines / Thin Client Devices

Using the Kiosk Machines and Thin Client Devices as Desktop
Computers

Kiosk User Accounts have been created to allow access to Library enquiry, Library
Circulation and Cash Register. A kiosk login is a generic account that connects to
OASIS. This account is to assist schools with daily work where there are multiple

users, eg Cash Register.

The icon that appears on the desktop will depend on what Kiosk user name and password has been
entered using the Citrix Kiosk Client software.

1. A Library Enquiry Kiosk icon will appear on the desktop for the Library Enquiry.

Double click on the icon to open OASIS Library Enquiry on the desktop.
Library enquiry will begin to load.

2. A Library Circulation Kiosk icon will appear on the desktop for Library Circulation.

Double click on the icon to open OASIS Library Circulation. Login to OASIS
with the circulation password.

3. A Cash Register Kiosk icon will appear on the desktop for the Cash Register.

™ Double click on the icon to open OASIS and login to the Cash Register

F.j,e NB: When you click on the icons, if Citrix doesn’t begin to load or the icon is missing
—=  see the HELP section

Accessing OASIS Using Kiosk Machines / Thin Client Devices
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Examples of Kiosk User Accounts

Cash Register account names Password Login name break down
ACR.12341.0@oasis Oasisbv12 ACR = Admin Cash Register
Library Circulation account names Password

LCT.12341.0@oasis Oasiscg34 LCT = Library Circulation Terminal
Library Enquiry account names Password

LEQ.12341.0@oasis Oasisbtb6 LEQ = Library Enquiry

i" ; "i . NB: Passwords are case sensitive and the above passwords are examples only.

Logging onto a KIOSK Machine:

1. Double click on the OASIS
Icon on the Desktop
(example)

In your school, the name of ’your
school’” will appear below the Icon.

2. The Connecting Citrix MetaFrame screen will be displayed

Connecting to Test Pro Abe... [=|5|X]

Citrix’MetaFrame-

Conneckion established, Meqgaotiating capabilities. ..

e [ o ]

Accessing OASIS Using Kiosk Machines / Thin Client Devices
14



> »

3

]

NSW Department of Education & Training

. .-

X

X

3. The OASIS Login screen will then be displayed. Enter your OASIS password.

ol x|

4. You are now logged into your school’s OASIS system. The example below is

09/08,/06 Ver Y2K.1

an Adlib school.

OASIS - PASSWORD ENTRY (300111) Dept.

[=ENTER==]
PASSWORD:

Enter Password

ducation & Training

&

this document

OASIS dB

OASIS Word

Relief Management
Census Validation
Back-to-School

FINANCIAL MANAGEMENT
PUrchases/Payments
Student Controls
cash Register
Reports/setup
Finance Archive Util

Finance Utilities
Planning Utilities
order1ink

Student Banking

ES

HL

Select Option OR <Pgdn>

OASIS MENU

LIBRAR’
Management
Circulation
Acquisitions
Reports Utilities
Periodicals

ADMINISTRATION
schoo1 Information
Student and Staff
Student Assessment
Timetable

Timetable Management

ODASIS Librar

Rapid Retrospective

. Education & Training

END OF SESSION
EX1t to DOS
Logout

Change Operator

REPORTS]
Design Reports
Run Reports

Standard Reports

ADMINISTRATION UTILS

Student Transfer
eStudent

You are now successfully logged onto OASIS

A you feel the screen size is too small, refer to the next section ‘Changing OASIS Screen Size’ in

' Do not leave your system at the Enter Password screen. You have approx 60 seconds to enter your

password or the system will log you back out to the portal screen.

If you have any problems with logging into OASIS on a Kiosk Machine, or if the Icon does not
¥ appear on the Desktop, see the Help Section for more information, or log a Help Desk call with IT

Support

Accessing OASIS Using Kiosk Machines / Thin Client Devices
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Formatting OASIS Screen

Changing OASIS Screen Size

When you first log onto OASIS the window may appear too small
B

3 T
O Bock iR g h_’_‘_‘J J_"’j A 4 search S '."_'Favnr\tas re) b ﬁ ‘:"}
Address B;l https:jfoasiswi, citriz,det, nsw,edu, aufCitriziMetaFrame/site /def ault fasp:

Bt a Go lLinks ?
[R— Bt
perarTMEnT [
OF EDUCATION
AND TRAINING

OASIS Admin [99951]

= . = D_)Sj
or Help I Uersion 1016151
------------- I(s).

pu are authofised to access by the
WELCOME TO THE OASIS THIH CLIENT VERSIOH RUNHING OH WIHDOUS
DESKTOP FROM A CENTRAL DATA STORE. N access,
This text file can be modified using Windows Hotepad. B

The OASIS Menu option "J3 OASIS MEWS™ will access the HEWS_THT
file directly and allow the DASIS System Administrator to
Recannect modify its contents.

This menu option can only be accessed by the DASIS System
Administrater.

Pallp Pglin £C,
Tt you wish tTo use the latest MetaFrame Presentation
<S¢ you can install it.

Select the icon below to install the OASIS Citrl

5 @ Internet

To resize the window:

1. Right click on the OASIS Header (blue bar)

_imf %]
<Fl>» Tor Help version L0OI615t

<PgUp> <PQDn>

]> £]> <ESC>

Changing OASIS Screen Size
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2. Select Properties in the drop down box

=10 x|

'hrsmn IIIII;E

TODAY'S SCHODL MEWS ====

RIS THIH CLIEHT DERSION RUHMIMG OH WIMDOWS
1TRAL DATh STORE.

1 be modified wsing Windews Hotepad.

Hiche Mouse Poinbar

The OASIS Menu optien “J3 DASIS HEWS" will aceess iLhe HEWS_TRT
file directly and allow the DASIS System Administrator te
modify 15 confents.

This menu option can only be accessed by the ODASIS System
Admaimestrator.

. 1B x|

tan TET&15L

™ Bokd fonks

Fiavshe Fords

E PHOMNE 02 9942 9909,

Seleched Font - Lucada Consols
. Nl e . B Each characha it
C:\WINDOWS> o e

A g 12 ecraen pomls wide e Presentation Server Cl
SYSTEM il 20 soreen pedels high

ASIS Cikrix client

Changing OASIS Screen Size
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4. Click on OK

5. Select the 2" option ‘Save properties for future windows with the same title’.

- 10| x|

Uersion TOTETSE

Ford

‘window Prewew

* Save properies lof fulburs windows with same b

| 0K I Cancal

]
E PHOMNE 02 9942 9909,

Seleched Fonl | Luckds Consols

=& Y 1al " Bl Each chacachess i
C: \WINDOWS> d1 12 scron peo wids me Presentation Server C

SYSTEM B 20 ccreen pevei: high

ASIS Citnix client

Ok | Cance |

Lk

6. Click on OK and the OASIS screen should now be larger in size, but does not fill the entire

screen
B BEIE
j;l
Qe - O (=) @] @0 PO seacn Fipravertes €2 = o i, 3
Address | @] hetps: | joasiswi.citrix. det.nsw, edu, aufCitriMataFramesite/default, aspx - ﬂau Links

— (ol x|
versijon 101815t

WELCOME TO THE OASIS THIN CLIENT VERSION RUNNING ON WINDOWS
DESKTOP FROM A CENTRAL DATA STORE.

This text file can be modified using windows Notepad.

The OASIS Menu option "33 OASIS NEWS" will access the NEWS.TXT
file directly and allow the OASIS System Administrator to
modify its contents.

This menu option can only be accessed by the QASIS System
Administrator.

<Pgup> <PgDn> <[> <> <Esc>

5 Adrin [99951]...

Changing OASIS Screen Size
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Below is an example of how the OASIS screen may appear on your monitor. You will still
be able to see part of your Desktop around the outside of the OASIS screen.

=0l x|

OASIS MENU . Education & Training

LIBRAR END OF SESSION
OASIS dB Bl Management

Microsoft Word B2 Circulation Logout

Relief Management B3 Acquisitions Change Operator
Census validation B4 Reports Utilities

Back-to-Schoo] B5 Periodicals

REPORTS
Purchases/Payments E1l School Information Design Reports
Student Controls E2 Student and staff Run Reports

Cash Register E3 Student Assessment

Reports/setup E4 Timetable Standard Reports
Finance Archive Util E5 Timetable Management

DASIS Librar ADMINISTRATION UTILS
Finance UtiTlities H1 SCIS Download I1 student Transfer

Planning Utilities H2 En/Disable Enquiry I2 estudent

Select Option OR <Pgdn>

Department of Education and Training

—

% You can make the OASIS window smaller or larger by repeating Steps 1 — 6 and selecting a
!«’;” different size font, but you lose the ability to view the complete menu if you make the screen too
large.
! .C;‘i)e The OASIS screen cannot be configured to “fill” the entire screen, but it can be configured to
—==fill almost the entire screen. Additional information on changing OASIS Screen Size and
Font Size can be found in the next section - ‘Full Screen Mode’

—

"'i)e The size of the OASIS window can also be varied by changing the screen resolution in Control
¢ "=~ Panel/Display, Property Settings. Contact your local support for advice and assistance to
change the resolution.

. e

! ) 1, The improvements in functionality in a Windows environment out weigh the issue of
¢ =5 presentation size.

f—

"'i N Users adapt very quickly to switching from OASIS to their other Windows applications on the
& "=, same desktop without the need to reboot or use another PC.

Changing OASIS Screen Size
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OASIS in Full Screen Mode

An additional set of Raster Fonts has been loaded into the OASIS Thin Client System which will
allow a user to select a font size, depending on your computer’s display resolution, to view
OASIS in near Full Screen, leaving only the Windows Task Bar visible at the bottom of the screen.

The table of additional Raster Font Sizes is displayed below:-

Resolution Screen Size Raster Font Size
VGA 640x480 8x15
SVGA 800x600 10x20
XGA 1024x768 12x27

1152x864 14x30
1280x960 16x34
SXGA 1280x1024 16x37
SXGA+ 1400x1050 17x38
1600x900 20x32

SXGA-Wide 1600x1024 20x37
UXGA 1600x1200 20x44
HDTV 1920x1080 24x39

UXGA-Wide 1920x1200 24x44

1920x1440 24x53

QXGA 2056x1536 25x57
QUXGA 3200x2400 40x92
QUXGA-Wide 3840x2400 48x92

To change the size of the OASIS screen:

1. Ensure the OASIS screen is active by checking that the OASIS Header bar is blue.

OASIS in Full Screen Mode
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2. Place the mouse pointer on the OASIS Header and right click the mouse button.

¢ |OASIS Admin [99021]

ol x|

28/06/07 Ver 2007.11

OFFICE
Al OASIS dB
A2 Microsoft word
A3 Relief Management
A4 Census validation
A5 Back-to-School

FINANCIAL MANAGEMENT
D1 Purchases/Payments
D2 Student Controls
D3 Cash Register
D4 Reports/Setup
D5 Finance Archive Util

Gl Finance Utilities
G2 Planning Utilities

OASIS MENU
LIBRARY

ADMINISTRATION

School Information
Student and staff
Student Assessment

OASIS Library

Education & Training
END OF SESSION

Logout
Change Operator

REPORTS
Design Reports
Run Reports

Standard Reports

ADMINISTRATION UTILS
Student Transfer
eStudent

Lookup Standarise

Select Option OR <Pg

= |"0ASIS Admin [99021]" Proper

Options ~ Fert | Layout | Colars |

“window Preview Size

3. Select the Raster
Font option in
the Font window

to display all the

available font o —
sizes ’ g; Lucida Corsole

Selected Font : Terminal
{ C:\WINDOWS> d

4. Highlight the Font
size you require for
your screen resolution

16% 37
17« 38
20x 44
24w 44

1634 /~
[
=

Each character is:
10 screen pixels wide
20 soreen pisels high

ir
SYSTEM _ <DIR

5. Select OK and the following screen will be displayed:-

Apply Properties il

i~ apply properties to cument window only

{* Save properties for future windows with zame title

| k. I Cancel

6. Select “Save Properties for Future Windows with Same Title”

Click OK

OASIS in Full Screen Mode
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Drive Mapping Overview
Explanation of OASIS Thin Client drive mappings

When logged into the OASIS Thin Client Portal all local hard drives, external drives and school network drive
mappings (e.g. H: for Home) will appear with a $ sign after the letter — e.g. Drive H becomes H$ on ‘Client’

The following are examples only and may differ at each individual school site.

|_'f.ﬁ.$ on 'Client' (&:3  In this example A$ is the floppy drive in the computer at the school.

EC$ on'Client' ¢y In this example C$ is the local hard drive in the computer at the school but OASIS has
allocated the letter V:
This is because the letter C: has been used by another hard drive or storage device
connected to the workstations.

At your school there may be 3 different computers logged into OASIS Thin Client and saving files, but the locations for
saving files on each computer may not be the same.

The following examples show the local and network drive letters in Windows Explorer and what they are displayed as
after logging into OASIS.

NOTE:- OASIS does not change the drive letters in Windows Explorer, it only displays them differently.

View from Windows Explorer View from OASIS Thin Client
File Edit View Favorites Tools Hel
Back -~ &J T D search ‘[-_-" Folders|
o v @il i Foders Savein: | 5# C§on Clent' [v:) -
Address “:J My Metwork Places ) Recent
Folders 8 ﬁ @'_DESH':'F'
.
o ) My Docurments
& Desktop My Computer 'J; My Computer

) My Documents
= ¢ My Computer
< talaptop (C)) €9.
& DVD-RAM Drive (D)
2 Programs on MNwschoolhApps' (5:)
2% Shared on Mwschoal' (H:)
2 Images on Nwschool' (10)

=% J% on 'Client' [1:)
=% 'word on 'oasis.det. win'oasizdata’ 939493811
A3 on Client' [}
=2 'w'$ on Client! [:)
=% H% on ‘Client’ [1")
=% G$ on ‘Client' 2]

Saving data to use with Microsoft Word or Excel:

WINDOWS EXPLORER OASIS THIN CLIENT DRIVES CHANGED TO:

Talaptop (C:) C$ on ‘Client” (V:) - saving to V: will save to the computers local hard drive called C:

Programs on G$ on “‘Client’ (Z:) — saving to Z: will save to the schools fileserver drive that is called G:

NWschool\Apps” (G:)

Shared on NWschool H$ on “Client’ (X:) — saving to X: will save to the schools fileserver drive that is called H:

(H:)

Images on ‘Nwschool’ J$ on ‘Client’ (J:) — saving to J: will save to the schools fileserver drive that is called J:

J:) This is the same in both Windows Explorer and OASIS Thin Client as J: is not used by
OASIS.

Drive Mapping Overview
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Retrieving data to use with Microsoft Word or Excel:

Location saved from OASIS Thin Client

Location of saved file for use with Word or Excel

C$ on ‘Client” (V)

computer.

Look in:

O

My Recent
Documents

From MS Word select Open and browse to the C: drive on the local

-_-J My Compuker (J
[ Deskiop
¢ My Camputer
L Jtalaptop (0

i DMD-RAM Drive (D)

Locate the file saved from OASIS and open in Word.

G$ on ‘Client’ (Z:

school fileserver.

Look in:

D

My Recent
Docurments

From MS Word select Open and browse to the Apps (G:) drive on the

h:'l Iy Documents |r‘;

[E Deskiop
j My Cormnputer
=g talaptop (C:)
i DVD-RAM Drive (D0}

22 Apps on Mwschool' (G:)

Locate the file you saved from OASIS and open in Word.

H$ on “Client’ (X:)

the schools fileserver

Look in:

D

My Recent
Dacuments

T

From MS Word select Open and browse to the Shared (H:) drive on

h:i My Docurments
@ Deskkop
-_-J My Campuker
“ge talaptop (C1
?';‘, DWD-RAM Drive (D)
g &pps on Mwschool' (G
=% Shared on Nwschoal' (H:)

Locate the file you saved from OASIS and open in Word.

J$ on ‘Client’ (J:)

school fileserver.

Look in:

D

My Recent
Documents

=

Deskiop

From MS Word select Open and browse to the Images (J:) drive on the

h'j My Dacuments |I
[} Desktop
-j My Compuker
“e# kalaptop (C:)
,:; DVD-RAM Drive (D:)
5% Apps on Nwschool' (G2
Z# shared on Mwschool' (H:)
ég Admin on MwschooliUsersiHo, ..
=% Images on Mwschaal {1:)

Locate the file you saved from OASIS and open in Word.

network.

Note: There may be users who are unable to see the local C: drive on their computers.
This is an Admin rights issue which is determined by whoever administers the school’s

Drive Mapping Overview
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Printing & Saving in OASIS

Printing & Saving Overview

OASIS users can now use Network and Local disk drives, as well as printer connections which have
been setup within a Windows 2000 and XP environment. The process of printing and saving is the
same regardless of the OASIS module i.e. Administration, Library or AdLib.

Note: There may be schools who are unable to save to specific drives mapped on their computers.
This is an Admin rights issue which is determined by whoever administers the school’s network.

SAVING:

3

Lo

When saving a file to the desktop the full path name is included as the file name. If this
!" -= * exceeds 64 characters the file will not be able to be saved to your desktop. You will
receive an error message.

. The file Save/Open dialogue box has been implemented in all OASIS modules, wherever file
& management is applicable.

q"
—

Lo

You can now save Exported files to your local or network computer, or a thumbdrive/memory
stick if this has been installed PRIOR to logging into OASIS

'\.
.3

i

|

>

-= % The convenience of saving files locally now makes it easier to attach them to emails

PRINTING:

“ 1 NOTE: PRINTERS MUST BE CONFIGURED IN WINDOWS PRIOR TO LOGGING
L’;’e INTO OASIS

The user can print to the following:
e Local Printer
e Network printer
e Cash Register (please refer to documentation for OASIS Cash Register Printing)

When a user asks for something to be printed in OASIS a Windows screen is displayed. From this
screen a user can:

e Preview the print job

Change margins and paper size

View multiple pages

Save the print job

Select any available printer displayed in the printer selection window

The printers which have been set up in Windows on your computer can be selected for OASIS printing.

— Setting up of printers is the responsibility of the school - most schools have a
!, - *» Computer Co-ordinator who can install and maintain printers. Other schools rely on
employing outside contractors.

A FINANCE UTILITIES PRINTING - NB: When printing from Finance Utilities select D3
!{. .- = Paper Size and enter 62 as the page length before running reports. This option will paginate
~== your pages better than using the windows options.

Printing & Saving Overview
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Printing & Saving Files from OASIS Thin Client
The following steps will demonstrate how to print and save from OASIS Thin Client. The steps

used in the example below are the same steps used for printing in Admin, Finance and Library. The
example we will be working with is a Roll Class List.

Run OASIS Report

From the OASIS Main Menu:
1. Select F4 Standard Reports
2. Select A1 Roll Class List

3. <A>ll or <S>elected Roll class will be displayed. Press <Enter> to accept the default
<A>1l

4. Group by sex (Y/N): N will be displayed. Press <Enter> to accept the default N
5. Draw cells (Y/N): N will be displayed. Press <Enter> to accept the default N

6. <P>rint OR <ESC> will be displayed on the bottom bar. Select <P>rint. The following
screen will be displayed:

=+ | OASIS Admin [99811] _
<F1> for Help ROLL CLASS LIST

Printer connection:
Paper Twpe:
Options:

E Printer Hame

<Praper <D>efault <Enter> <Esc>

File - allows the user to save the print job to a file
Printer - allows the user to print to a local or network printer available from windows

r 1 The user can use the <D>efault option to select FILE or PRINTER as their default.
g
R

Printing & Saving in OASIS
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Printing to a File [ ROLL cLass LISt

Printer connection:

1. To print to FILE arrow up or down to select FILE and press Paper Type:
<Enter>. :

." Frinter Hame
i
The following screen is displayed:

PALM TREE CENTR

|5, Disconnected Network Drive (k1)
(5 24 on 'Client' {v1)

=\ Files can be saved to

== * your local computer,
external drives or
fileservers

>

File name; | | sae |
Savesstype  |TeutFies [LTT) = Cancel

2. To save, select the location to where the file is to be saved. Your screen will look similar to

the example below. ST 20x]

Savein | 28 CF on Clent' [v:]

L
=
=

esktop
eg . DeSktOp =) My Documents
My Documents Q7 My Computer
Local DriVe 2 whord on 'nazis. det win'oasisdat 53346221

. =% P$ on 'Client' [F:)
Word on Oasis it

Other possible drives:
Thumb Drive
Network Drive

s :
22 1% on Tlient' [
“# T¢ an 'Client' [Z2)

) Shortcuts

=) Support
File name: IPHINT j Save
Save as lyper Iweb Page LI Cancel |

P

e Enter a name for the file in the File Name @and click on the Save button.

! 1 For amore detailed explanation on Saving locations see ‘Drive Mapping Overview’ (previous
¢ "=, section in this document)

—\ A good example of what you could print to file would be the Emergency Contact List, which
L. - # could be saved to the desktop or a thumbdrive for retrieval if there is a system outage. If there
is a power failure, the thumbdrive can still be accessed from a laptop, using the battery power.

Printing & Saving in OASIS
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Printing to a Printer

1. To print arrow up or down to select PRINTER then press <Enter>.

Printer connection:
Paper Tupe:
Pptions:

Printer Hame

2. A screen similar to the following will be displayed showing the output that will be sent to the printer.

T
Il Save | A Print L] Print Preview | & Cancel
18/08/06 PALM TREE CENTRAL SCHOOL Page 1 [
Roll Class List o
Roll Class: 10
wesr 10: eirls Teacher: Mr Simpsen  ____________
meme o see | 1L b LVl b
Beylis o RN A N O S O N S (N A SO S
Eccrs NN e N A N U S O N N A S A
Brock . Lespme O | '
Cossidy =T A N O S O N S (N A SO S
L Melinda P A0 | 10001l b d b
Relly Dama O | '
Quin angela GO N I S I (N TN A S S O
Total Girls Year 10: 7
Year A0 Bo¥S L
Corkett dasem IO I T | |
iy N S O A OO AU OO SO I
SRR T L O N O A OO AU OO SO I
Jebnsten Brett IO I T | |
Bt I == o L U I W O A OO AU OO SO I
Roll Class 10 Total Boys Year 10: 5
Girls : 7
poloy | 13 d
At this stage you have 4 options.
=4 Print -] Print Preview | A Cancel
The options available from this screen are as follows:
|l Save Save: Allows the user to save the job to a specified location.
=4 Print Print: Allows the user to print the job.
] Prink Preview  Print Preview: Allows the user to run a preview of the print job.
# Cancel Cancel: Allows the user to cancel a print job or Close after printing

Printing & Saving in OASIS
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To Print:

3. To print the report, click on the Print button from the toolbar at the top of the screen.

OASIS Print Preview

S Pyint Preview | % Cancel

gl
- 18/08/06 PALM TREE CENTRAL SCHOOL 1
Il Save | = Print ] Print Preview | A Cancel foll Glass List

Roll class: 10
irls

Year 10: Gir. Teacher: Mr Simpson

PALM TREE CENTR

il Save | =Y Print ] Print Preview | % Cancel

18/08/06 FALM TREE
Roll clas Gensal ] Options 1

Roll Class: 10

Yoai 100 eiily ~Select Piinter

T2 HP LaserJet 4000 on zyafryd (From WI_CSt7gsJEN028ph4 WU} in session

PP Laser et 5000 Series PCLA (from WI_CSE7gsIE002EphawLl) in session 5§ N

{23 1TL038 on itfprn1 (from WI_CSt7gs ED028pha L) in session 5

Name Hex Yr

|
Baylis i 10 |

o

| Status:  Ready I~ Prnttofile  Preferences
Location:
| Comment: Auta Created Clisnt Printer \W1_C5t7gsE Do28phdiw Find Printer.. |
Rell
e RN = . SR . -8 .| . . :
L T - fi‘?ﬂf‘ ______ E__}g__‘____l ® Al Murnber of copies: |1 Eﬁ
€ Selecton € CuertPage

" Pages 1  Golate. o
| b immpE
Enter either a single page number or a single | 1 1
2

page range. For example, 5-1

pie | caeed | Ay |

5. Click on the Print button to print the document and the previous screen will again be displayed.

- oNSag _ _ 1o x|

FALM TREE CENTR

[l Save | Print ] Prink Preview | % Cancel

-
18/08/06 PALM BREE CENTRAL SCHOOL Page 1
Roll Chass List
Roll Class; 10 )
Year 10: Girls Teacher: Mr Simpson
wame  mexwr | I N0 L L 0 0
Baylis Lecnie P10 1 N 11 T
Bernard Mardi P10 1IN0 1L T
Brook Leanne P10 1 1N 1 T
cassidy Helem AN
‘bunn Melinda - T R N T R
Relly para P10l [ 1 1 INI [ 1 111
Quin angela S T T N N T
777777777777777777777777777777777777777777777 Total Ginys vear 10: T -

6. If no further copies of the report are required, click on Cancel to return to OASIS

Printing & Saving in OASIS
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To Print Preview:

1. Select the Print Preview option.

=P B 7
Jgi] GAS!S Print Praview

Il save | (=4 ri

] print Preview | % gancel

1g/08/06 BALM TREE CENTRAL SCHOOL I

=1 OASIS Print Preview )

el Save | S print ] Print Preview | A Cancel B GriaLal Teacher: Mr Simpoon

Name gex Yr | | | | | | | | | |
Baylis Leonie F 10 | | | | | | | | | |
Bernard Mardi F 10 | | | | | | | | | |

<Fl= Tor Help 48 3 PALM TREE CENTR

a Print Preview

IR

18/08/06 PLLM TREE CENTRRL SCHOOL
Foll Class List

Eoll Class: 10
irls

Year l0: Gir Teacher: Mr Simpsom

Hame

Baylis Lemie

Bernard Mardi

Brook Leame

Cassidy Helen

Dunn Nslinda
Kelly Tama

Quin Angela

Year 10: Boys

Corbett Jason

Findley Shaan

Grimwood Lemmy

3.

and to adjust margins .
. -
and change paper size ’
1270808 PALM TEEE E:KI\IT“UEP/o Page 1
Boll Class Lif 5U/o
Bt Gaeg 40 25
Heme Bex e 11 |10% T
PP R NI (reol-u A R IR
EBernard Mardi F 10| I I Two Pages l___\____l___l____\___l_
Brock Leanne F 10| I I T T T | | I I | I
Cas=idy Helen F 10 | 1 1 I ] I ] I ] ] I ]
Tnmn Melinda F 10 | I I | I | | | I I | I
Kelly Dana F ol0 1 ] ] | ] | ] | I I | I
Quin Angela F 101 ] ] | ] | ] | ] I | I
Total Girls Tear 10: 7
Year 10: Boys

r_‘iz If the font or page layout is not displaying correctly when in the print preview screen,
¢ "=, refer to steps on how to save and reformat the file before printing.

Printing & Saving in OASIS
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To Save the File:

1. Select the Save option.

% OASIS Print Preview

print L] Print Preview | % cancel

A= 0SS Print Preview

1g/08/06 BALM TREE CENTRAL SCHOOL I
Roll Class List

el SBve | A Print ] Print Preview | A Cancel e e SR -

2. A screen similar to the following will be displayed.

<+ OASIS Admin o PTC Soven [F7971]

B oasis Print Preview
bl Sve | Pt ] Pk Pemen | 2

18/08/06 Fage 1
21|
UG L2
4 on 'Chent (E:)
crnectid Netvork Dnte (K1)

L 0 on Ohent' (3}
Fie name: [erunt =l see |
Swmmhpe  [lieh Page = Cancel |

3. Tosave, select the location to where the file is to be saved. Your screen will look similar to the

example below:
2|

eg Savein | 22 CF on Clent' [v:] j Q2 E-
Desktop ﬁr Desklop
- My Documents
My Docu_ments wr 3 My Compte
Local Dere Iy Computer “ word on 'oasiz.det. win\oasizdata\5338 46221
H =% P$ on 'Client' [F:)
Word on OaSIS of 2 Admin on 'naziz. det win'oasizdatah53304462]
01§ on ‘Client' [U:]
- - . "% on'C '8
Other possible drives: % 5 on Gl 1)
Thumb Drive % U on Clent' [}
- w. 7% on 'Client' [£7]
Network Drive ) Shatouts
IC5) Suppart

File name: [Roll Class 10 j I-‘ Save I
Save asy}/ Iweb Page LI _ Cancel |

P

4. Enter a name for the file in the File Name field eg. Roll Class 10, then click on the Save button.

Printing & Saving in OASIS
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5. Select Cancel from the Print Preview toolbar once the information has been saved. You will then be
returned to OASIS.

OASIS Print Proview
B
Il save | ¢34 print ] Print Previe w

18/08/06 PALM TREE CENTRAL SCHOOL

= OASIS Print Preview

Roll class List

el Save | ShPrint ] Print Preview | A Cancel B ghaes; 40 pencors e
| |
| |
| |

E > _j,e The saved file can be opened from the location it was saved to and used with other third party
—==  programs.

L, .J,e NB: Itis good practice to close the Print Preview window before returning to the OASIS
—= Screen

i -"i There is additional information on Printing & Saving on the School Systems Website — How To’s
¢ "=~ There is also additional information regarding printing issues in the Help Section.

eg.

Blank Print-Screen?

Printing output too light / print quality not good?
Small/Reducing Print or Underlined Print in Posting Batches?
Printing Reports from a Kiosk Machine?

Printers Missing?

Receipt Printer needs to be selected each time you print

a receipt?

Printing & Saving in OASIS
31


https://detwww.det.nsw.edu.au/it/schoolsystems/projects/thin_client/data/thin_client_imp/how_to.htm�

NSW Department of Education & Training

Posting & Printing Batches in Finance

1.

A message will appear at the bottom of the screen if more than one user is attempting to post a
batch in Finance at the same time. The modules the message relates to are:

D3 Cash Register

D4/A3 Post Batches (Orders)
D4/D3 Post Batches (Invoices)
D4/E5 Post Batches (Payments)

In the example below, selecting <R>etry will enable the user to post the batch after the
Order Batch has completed posting.

File Locked by [17] Deb POST ORDER BATCH 00809. <R>etry <Esc>

N~

Selecting <Esc> will enable the user to return to the previous menu and post the batch at a later
date.

The print process for the Post Batches in Orders, Payments and Bank Deposits has been
modified. When <P>rint is selected in these modules 2 print screens will appear.

— To avoid confusion, it is a good idea to wait until both print preview screens appear
L’i” before selecting the print option.

Post Batch - Orders (D1 - A3)

= Select option A3 Post Batch, <P>rint to Printer - 2 print screens will appear (see example
below)

T OMSE Adbwin (VBT =gl x|
01 <F1> Tor Help POST ORDER BATCH 00810 Baradine cCent.
) OASTS Print Praviewy _lolx|

i _iolx]
e v E

The Top Print Preview window displays the OASIS Order.

= Select Print to print the OASIS Order to the printer.

= When printed, click on Cancel to close this Print Preview screen.

Reprint Print Jobs
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=
Baradine Cent.

The Management Report for Order Batch Print Preview screen will now be displayed.
= Select Print to print the Management Report for Order Batch to the printer.
=  When printed, click on Cancel to close this Print Preview screen and return to the Post

Order Batch screen which will display a message ‘Batch Fully Posted and Cleared ...
<Esc>’.

£ DASIS Admin [99E21] =10l x|
01 <F1> Tor Help POST ORDER BATCH 00810 Baradine Cent.

Prepare Printer to Print Orders

y Posted

= Press <Esc> to return to the Purchases/Payments Menu.

Reprint Print Jobs
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Post Batch - Payments (D1 -E5)

= Select option E5 Post Batch, <P>rint to Printer - 2 print screens will appear (see example
below)

_|olx
POST PAYMENT BATCH 02179 garadine cent.

The Top Print Preview window displays the OASIS Payment Voucher and Remittance
Adyvice.

= Select Print to print the OASIS Payment VVoucher and Remittance Advice to the printer.

= When printed, click on Cancel to close this Print Preview screen.

_ ol
POST PAYMENT BATCH 02179 Baradine Cent.
=]

01 <F1> Tor Help

e D
LT LT T

The Management Report for Payment Batch Print Preview screen will now be
displayed.

= Select Print to print the Management Report for Payment Batch to the printer.

Reprint Print Jobs
34



NSW Department of Education & Training

= When printed, click on Cancel to close this Print Preview screen and return to the Post Payment
Batch screen which will display a message ‘Batch Fully Posted and Cleared ... <Esc>’.

_|ol x|
POST PAYMENT BATCH 02179 Baradine Cent.

= Press <Esc> to return to the Purchases/Payments Menu.

Bank Deposit Sheet (D4 -Al)

= Select A1 Bank Deposit Sheet, a screen similar to the one below will be displayed:

EX0ASIS Adkin [99821]
01 <F1> for Help BANK DEPOSIT SHEET Palm Tree Cent.

ACTUAL AMOUNT DISCREFANCY DESCR.

Discrepancy Manac 1t Report

<P>rint  OR

= Select <P>rint, then Printer - 2 print screens will appear (see example below)

BANK DEPOSIT SHEET Palm Tree Cent.

Reprint Print Jobs
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The Top Print Preview window displays the Bank Deposit Sheet.
= Select Print to print the Bank Deposit Report to the printer.

= When printed, click on Cancel to close this Print Preview screen.

-lolx

bl Save | o Prine ] Print Preview | i Canesl

The Bank Discrepancy Management Report Print Preview screen will now be displayed.
= Select Print to print the Bank Discrepancy Management Report to the printer.

=  When printed, click on Cancel to close this Print Preview screen and return to the OASIS
Bank Deposit Sheet screen.

BANK DEPOSIT SHEET Palm Tree Cent.

B

patch Fully

A message ‘Batch Fully Posted ...<Esc>’ will be displayed at the bottom of the screen.

=  Press <E>sc to return to the Reports/Setup Menu.

Reprint Print Jobs
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Reprint Print Jobs
M2 Reprint

All the post batch print jobs will appear in the M2 Reprint option. The display of the print jobs is
unique to each OASIS user who originally printed the job.

= Select M2 and a screen similar to the following will be displayed

c+|0ASIS Admin [99821]

Reprint

select Job To Reprint

10-04-2008 13:35:52 PAYMENT VOUCHER [FOASIS 440714t] T
10-04-2008 :35:48 POST PAYMENT BATCH 02179 [FOASIS 440714t] m
10-04-2008 :35:16 POST PAYMENT BATCH 02179 [FOASIS 440714t]
10-04-2008 :34:46 POST INVOICE BATCH 00515 [FOASIS 440714t]
10-04-2008 122:48 Order No. 002847 [FOASIS 440714t]
10-04-2008 :22:44 POST ORDER BATCH 00810 [FOASIS 440714t]
10-04-2008 129:16 order No. 002846 [FOASIS 440714t]
10-04-2008 129:12 POST ORDER BATCH 00809 [FOASIS 440714t]
10-04-2008 :28:14 order No. 002845 [FOASIS 440714t]
10-04-2008 :28:14 END OF DAY PROCESSING [F30ASIS 440713t]
10-04-2008 :28:10 POST ORDER BATCH 00808 [FOASIS 440714t]
10-04-2008 :28:10 CASH REGISTER CONTENTS [F30ASIS 440713t]
10-04-2008 127:30 order No. 002844 [FOASIS 440714t]
10-04-2008 5275 POST ORDER BATCH 00807 [FOASIS 440714t]
10-04-2008 8275 END OF DAY PROCESSING [F30ASIS 440713t] l

Press <[> <|> <Pgup> <PgDh> <Home> <End> <ENTER> or  <ESC>

= Arrow up (1) or down (4 ) until the print job required is highlighted and press
<Enter>. The print job will be displayed in a Print Preview window.

= To change the paper size, select the Print Preview option.

=10l x|

OASIS Print Pr_view
[ save | =3 PNgt ] Prink Preview

Cancel

= Then select Page Setup

<2} Prink rrevicw

= F'Qgeh— of2 = W |@ @I?S% Y” Help | Close

[~ Paper
Size
N -
. . . Source:
= Edit margins as required [ hutomaticaly Seec =l

7~ Headers and Footers
Header

= Select OK then Print

[~ Orientation
' Partrait 125 Right:  |125
" Landscape 125 Bottam:  |12.5

Pter... |

Reprint Print Jobs
37



NSW Department of Education & Training

Smartbuy® Orders & OASIS SmartLink

Processing Smartbuy® Orders using OASIS SmartLink

After a purchase order has been processed and approved in SmartBuy®, the Purchase Order is
forwarded to the Supplier, and at the same time the Purchase Order is also transferred to OASIS
electronically.

When a SmartBuy® purchase order has been transferred to OASIS a message will be displayed in
the OASIS “System Messages “screen to indicate the delivery of the SmartBuy® Purchase
Order(s).

c+| [Region: 532 South Western Sydney] [ADMIN]

{F1> for Help SYSTEM MESSAGES
2AARE-A5-A3 19:31 Timed Backup [GREEN]1 was succ
2AAG-A5-BA5 22: Timed Backup [GREY] was succe
2808-85-86 22: 36 Timed Backup [MAGENTA]

2AA8-A5-A7 18:53 22 Timed Backup
2AA8-A5-88 17: Timed Backup [
2608 -85-168 13: 2 Timed Backup [PURPLE]
2AAG-A5-18 22: % Timed Backup [RED] was succes
28A8-A5%-13 B84:55 SmartBuy orders are available for processing in OASIS
2ARR AL 345 TZ9 Z0 [1med Backup LSILUEH] was SUCCESSTUL-
-’ (Ag-A5-14 1A:58 SmartBuy orders are available for processing in OASIS

When a user logs into OASIS the background colour of the menu option G3 SmartLink will
change colour every 20 seconds, also indicating SmartBuy® Purchase Orders are ready for
processing in OASIS.

0ASI5S MENU

Standard Reports

0 ¥ ADMINISTRATION UTILS
Finance utilities Student Transfer
% F‘.:tr1n:|irjg|-t.ltﬂ1't'ias eStudent
Smzrtlink
‘ ERN Update
ERN Full Refresh

Select Option OR <Pgdn>

OASIS users that have security access to D1 Purchases and Payments will also have security access
to G3 SmartLink.

SmartBuy Orders & SmartLink
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When G3 is selected a screen similar to the following will be displayed:

E4 DASIS Admin [YYE21]
01 GENERAL - SMARTLINK Version 450704t

PURCHASE ORDER
Al SmartBuy Orders

0
B2 View Batch
B3 Post Batch i
B4 Order Mo Cross Ref

SELECT OPTION <QU> to Exit

SmartBuy® Orders are stored in Option A1 SmartBuy® Orders, ready for processing in
SmartLink.

A summary of the menus is as follows:

A1l SmartBuy® Orders — SmartBuy® Orders are stored here waiting to be processed and
transferred to option B1 Batch Order.

B1 Batch Order — Dissection codes are entered for the orders, ready for OASIS
Finance.

B2 View Batch — Orders are taken off HOLD and checked for errors.

B3 Post Batch — Orders are posted into OASIS Finance.

B4 Order No Cross Ref — Both SmartBuy® Orders and OASIS Orders are displayed for
cross referencing.
D1 Rebuild SmartLink - An option for rebuilding SmartLink data.

When SmartBuy® Orders are processed in SmartLink and posted, they are transferred into OASIS
Finance ready for Invoicing and Payment.

Full instructions on how to process SmartBuy® Orders using SmartLink can be found on the
School Systems Website under Projects - OASIS SmartLink.

Click Here

SmartBuy Orders & SmartLink
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Saving & Reformatting Files

The following steps will guide you through the process of saving files so they can be reformatted in
A2 Microsoft Word, eg. to change font size and/or printer margins

* Process 2 Batch Claim Vouchers as follows:

Supplier Subdissection Description Qty $ Unit
ABC Shop 101-330 Books 20 200.00
Film Australia 201-530 Videos 3 75.00

* Select E4 View Batch and check for errors, then select E5 Post Batch. Print Preview the
Management Report. Select Print for Payment VVouchers then follow these steps:

1. Select Printer as if you are going to print the file

01 <Fl> for Help

<P

A screen similar to the

2. Click on Save.

POST PAYMENT BATCH 00006

A
|

Printer Name

A

FILE
=>PRINTER

>aper <Drefault <Enter> <O>ptions

one below will be displayed.

Palm Tree Cent.

-1

< |l save | Pynt L] print Preview

0af0s/07 o1

# Cancel

Palm Tree Central Sehool Page 1

MEMNRSEHENT EEPORT FOR: PAYHENT BATCH 0000

Stheol Assiseane :

Principal/Delegate

I certify that batch details aze accurate

SUPPLIER: TRENSACTION  TREMS DISSECT INOICED - - ---] PRAID-----
CODE  MRHE FEFERENCE  DRIE  CODE ITEM IESCRTPTION OTY  VALUE (TY  VALUE DISCOINT
BRGAOL Angus snd Beberuson B01-#13 BOOKS 7 2678
PASMENT TYPE : CLAIM GOUCHER e e
CHEQUE Ho. 060017 D&TE: 04705707 454 PAVMENT 0K #4% TOTAL OF PAMENT LINES § 3675 W on
TOTAL THEQE s WAF e e
DIItOmT $ 0w
TOTAL OFFSET 3 o.on
EATCH TOTALS § 3678 W on
EATCH CONTAING 0 ERRUES
Bold Prirted Lines are marked for the Equipment Begister
BIAEAT 0L MARATEMENT FEPORT FOR FATMENT EATTH #0006 Page L

and complete.

=10/
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3. In the next screen click on the ‘Word on Oasis.det.win’ button on the left hand side of the
screen.

21X

Save in: Ixcfﬁ aon Clignt' [+:] / j '..J [?: B

| )4807c7e72d36801 1a5

\"1Detapps
|1 Documents and Séttings

El icons
\LO)ITE

) WINDOWS

File: narne: IF'FHNT j Save

Save as lppe; IWeb Page j Catcel |
E

4. In the next screen click on the ‘PRINTFIL’ folder and then select ‘Open’

21X

Save jr: If:g\v\-"md an '0743.det.win\oasisdata\533\45221j Q [} 2 [

File name: [FRINT =~ Open
=] Cancel

Save as type: IWeb Page

it

Saving & Reformatting Files
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5. Inthe next screen change the file name from PRINT to something related to the file you are
saving. In the example below the(file name will be called “print batch’.

Savein: | PRINTFIL = O E-
COrders
print batch
by Computer
Desktop
My Documents
-
i
“wiord an
‘Daziz. det.win... J
. y
-
—tre
(LA File name: |F'F{INT/ :]/y Save |
V)
Savesstype:  |WebPage = ceneal |
A

6. Click on ‘Save’

7. Click on Cancel in the next screen to go back to the OASIS Screen

[1®l 0ASIS Print Preview

C el save | (Pt ] Print Preview | % Cancel

8. QU back to the OASIS Main Menu

9. Continue to the next step (over page) for instructions on opening the file so it can be
reformatted.

Saving & Reformatting Files
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Opening the File using MICROSOFT WORD

1. Select A2 Microsoft Word from the OASIS Main Menu

09/05/07 ver 2007.04

I hEET e
Al OASIS dB

“ A2 Microsoft word
A3 Relief Managemsnt
Ad Census vaiidation
A5 Back-to-School

D1 Purchases/Payments
D2 student Controls

D3 Cash Register

D4 Reports/setup

D5 Finance Archive Util

OASIS MENU

ADMINISTRATION

ELl School Information
E2 student and staff
E3 Student Assessment

OASIS Librar

Gl Finance Utilities
G2 Planning uUtilities

2. Select File then select Open

Education & Training

END OF SESSION

Logout
Change Operator

REPQRTS
Design Reports
RUN Reports

Standard Reports

ADMINISTRATION UTILS

Student Transfer
estudent

g Document? - Microsof? Word 1O =%
File Format  Tools Table ‘Window Help * X
1 New.. | 8 @ 2, )% <[ Tmeshenroman -~ 12 - | B [E]E ¥ -
|—-’ e LS s DD e D e s . 7

Close
= save Chrl+s
Sawve As...
aly Save as Web Page..
oll File Search...
Weh Page Preview
Page Setup...
& Print Preview
= M- Ctrl+P
Send To 3
Exit
¥
n
: =l
-
- £
R @
.
. 3
= a2 v |
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3. The ‘LOOK IN’ defaults to “Word on ‘oasis.det.win...... ’

Select PRINTFIL folder then select Open

21

FRIMTFIL
; Release MNotes

% on 'Client’
i

i File name: I

Drive (K

Qpen !

=
Files of tvpe: I'ﬁ'" Files j Cancel

:

4. In the next screen (similar to the one below) select the required file then select Open

Look in: J@PHNHL\ jl@vglaXDETTﬂﬂlﬁv
order batch
@ Orders

Desktop print batch

[

My Documents

5

My Computer

Z$ on 'Client’
(M)

x File name: I LI Open |+

Drrive (K Files of bype: I":"" Filos j Cancel

:

Saving & Reformatting Files
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5. The document is displayed in “Web View’ when it is first opened.

5 rin bt sirotiiord =lslx

File  Edt View Inssrt  Format  Tools Table Window  Help Type aquestion forhelp = X
HEHS SR FE BRSD- R vﬁ A4\ Courier Hew -u - Bz [E] H-%-A- i
R B R T T O A O G Y i TR € BRI o D T A i O T O T T T

Palm Tree Central Schaool
122 Palm Road
Palm Tree Central N3W 1000

PAYHENT VOUCHER CHEQUE No. 001414
LANTER (AUSTRALIA) FTT LTD

F.O. BOX 498

PORT MELEOUENE VIC

3207
ALBN: 39 001 565 953

DATE : 08/05/07

QRUER Mo UISSBCI..ITEN COUE Qi uwi zesun Wiy tozn
CLATN  4ED-TILGERWIRE feevies Agesement - Invelce 124813 1 EmcH 7.3 EERT)
CLATN  483-980,85% @sr 1 mmen 5.76 5.6

s 5 331

“

Incurring of the expenditure is approved.

............................ S
Principal / Delegate Officer Date
I certify that
1. Stores/service have been received
satisfagtorily as ordered. e
z. Rates and calculations are correct &
in accordance with approved order. SEmE A
3. Payment authorised. SEmE A

+
@

“

There not approved on purchase reguest/order.

6. Change the view to Print Layout (this view displays how the document will print).

Select View then select Print Layout

Ea print &etch - Microsoft Wor

File  Edt | Wew | Insert Formai Tools Table Window Help

N EE tormal S A RN W= L vE A4 Courler New - 10
E‘ ENE w.@ ebLevol RN TR RS RS RIS RIS - S R RE LRI )Y
[ erint Layout |
Toolars

alm Tree Central School

] 122 Palm Road

] Header snd Footer Tree Central NSU 1000
zoom...

PAYNENT M CHEQUE No. 001414

LANTER (AUSTRALIA) FTY LTD
F.O. BOX 495
PORT MELEOURNE  VIC

3207
ABN: 39 001 566 956

DATE : 08/05/07

OQRMER. Mo DISSECY. ITEN COUE  UBSCRIETION Qv owrr Tesup ey

CLATN  4B0-750, 3FRUARE.  Stevice geiewedb - Livoice 120919 1 oBam 5197

CLATN  4EE-990.,@5% sz 1 oBam 5.6
rran 5§

»

Incurring of the expenditure is approved.

............................ Sood/oooiooa
Principal / Delegate Officer Date
I certify that ;
1. Stores/service have been received
gatigfactorily as ordered. Slgned 3 ..o
2. PRates and calculations are correct &
in accordance with approved order. BAGNEA 1 cevenenananeiaiaiaas
3. Payment authorised. BAGNEA 1 cevenenananeiaiaiaas

* There not approved on purchase request/order.

=64
Page Sec At Ln ol REC TREK EXT owR ([
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7. Change the margins.

Select File then select Page Setup

) Darument4 - Microsoft Word

£ ile |

Edit  View Insert Format _¥6ols  Table Window  Student Tools  Help

Open... Chrl+o

Save As...

Page Setun.., K

[ a Print... Chr+P

LU\ Saving a file to edit 2

2 U:\1 Saving  File to edit
3 XNESDY,. 182 Prinking & Saving

11124 Back ko School Edited
...\12a Back ko School Edited

...\12 Back to School Overview

...1100 Back ta School DU
3

R R T P T PR R S PR IY- TR T

BEtAN

S

[

ElEET

Ppraw~ i | Autoshapes N\ N [ O A 4

Page 1 Sec 1 1/1 AL 2.5cm Ln 1 ol 1 REC | TRE | E=T |OVR| English (Aus

8. Change the Top, Bottom, Left & Right margins to 2 cm

21X

Bioktom: |2 5‘
Right: |2 E‘
L =

GQutter:
Crientation
Porktrait Landscape
Pages

Multiple pages: Mﬂ

Preview
Apply bo:
Whaole document j

Default, ., | /m Cancel

9. Select OK

Saving & Reformatting Files
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10. In the examples below you will notice that there needs to be page breaks inserted

RN - TR R - AN R RN - N - R W O SRS F O I - T IO E O RS LA | i |

Falm Tree Central Zcheeol
1zZ Falm Road,
Falm Tree Cerntral NEW 1000
AEN:

FATMENT 7 OUTCHEER CHEQUE Ho. 001414

= Centzral Schyol
12E& Palm Road
Falm Tree Cerntral [HEW 1000

RFEMITTANCE ADVICE

LANIEE [ATSTERALIA) FTY LTD
P.0. EOX 495
FORT MELEOTENE WIC

07
AEW: 23 001 585 955

11. To insert a page break place the cursor at the end of the last line of the previous page
(in this case after the word “order’ in above example and after the amount ‘5.76’ in the
example below)

Atrached is a cheque as a Voucher Payment of § 63.33, being for i

Reference Description of Payment Total

1244919 Service Agreement - Invoice 1249189 57.

Palm Tree Central School
122 Palm Foad
Palm Tree Central N3W 1000

PATMENT VOUCHER CHEQUE Ho. 001415

ST JOMN AMEULANCE AUSTRALIA
(N

& HUNTER STREET

SURRY HILLS NSW

2010

ABN: 84 001 738 370

12. Hold down the CTRL key and press the ‘~'Enter’ key to insert a page break or from the
Toolbar select Insert, Break, Page Break, OK . Repeat where required in the rest of the
document.

Saving & Reformatting Files
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13. To change the font size: (the sample below is for Payments)

a. Hold down the CTRL key and press the ‘A’ key to select all of the text in the document

(or from the tool bar select ‘Edit, Select All)

b. Select Format and then select Font

v Saving a file ic edit 2 - Microsoft Word

Student To

i Fle Edit Wew Insert | Format | Tooly Table  Window
P 5 ) A B |
P A4 Normal - Arial :=  Bullets and Mumbering. ..

1 NN TS

Borders and Shading. ..

El Change Case... [r—
RN
- z‘!_i Styles and Formatting.. .
. d dow
N i"h Reveal Formatting...  Shift+F1 act Fa
"
- A Object...
5 s Font
- il
N Font
-
c. Change the font size to 8 or 9 then select OK
Font | Character Spacing || Text Effects |
Fant: Fant skyle; Size:
firial |Bold [z
A | |Reua B ~
arial Black. | | Ikalic a 1=
#rial Marrow
Arial Marrow Special Gl Bald Ttglic
#rial Marrow Special G2 bt
Font color: Underline skyle; IInderline color;
| Aukomatic v| |(n0ne) v | Aukomatic
Effects
[ strikethrough [] shadow [] Small caps
[J pouble strikethrough [ cutline [ all caps
[] superscript ] Emboss [ Hidden
[] subscript [ Engrave
Preview
OK
Thiz is a TrueType font, This font will be used on both pringer and screen,
Default,.. [ Ok ] [ Cancel ]

NB: To reselect different font sizes repeat Steps 9a to 9c.

14. RESAVE the file before printing it

Saving & Reformatting Files
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Student Absences Module

The Student Absence Module has been modified to only display official attendance codes for selection
when entering new absences. (See end of this topic for more information). These codes were provided in the
*Student Attendance in Government Schools Policy” document. Further documentation regarding this policy
can be found at the following web address:

https://detwww.det.nsw.edu.au/policies/student admin/attendance/

For those schools that wish to record further details on a student’s non attendance at school, a new field has
been added to allow schools to enter codes and descriptions that are not included in the official list. These
codes are for school use only and are not counted as valid absence reason codes for official reports. This
lookup file can be edited in E1/N5 School Comment.

Student and Staff menu looks as follows:
OASIS - STUDENT/STAFF INFORMATION version 231100t

PERSONNEL FILES SYSTEM FILES SYSTEM UTILITIES

Family Information
Student Information
staff Information

Bl staff Keys
B2 Non-Staff Keys

Default values

3 System Parameters

Casual Personnel
Student Pre-Enrolment

CLASS FILES

Class-Students Maint
calc. Teaching Loads
Ro11\ Class-Students
Student-Line Report
Bulk ¢lass Creation

ACTIVITY FILES _
Student-Activity Main
Student-Sport Maint

Please read
important information
below before proceeding

STAFF ABSENCES
Record Absences
Find & Assign Casuals
Purge Absences

STUDENT ABSENCES
Record aAbsences
Manage Absences
Long Absence Report
Student Absence Util

HL K8Turning STudents

SELECT OPTION <QU> to EXit

“ 1 Student Absences: Options I1 to 14 are now the
!«'3" available options for recording or editing student
absences

A2 Student Information — Related - Absence
This option is NO LONGER available for either recording or editing of absences.
Absences can only be viewed in this option.

Managing Student Absences Module
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Record Absences - 11
This option for Absences has not changed. It can still be used to record Absences

Manage Absences - 12

1. Upon selecting 12 Manage Absence from the Student and Staff Menu a screen similar to the
following is displayed. (You will notice that the students appear in alphabetical order with the
Student ID to the left of the name).

¢ OASIS Admin [46221]
<F1l> for Help

Manage Absences Palm Tree Cent.
A1l students
Student Name
Bayli Ky11
Baylis, Leonie
Bender, Martin
Bernard, Jodi
Bernard, Mardi
Born, Linda
Born, Dani
Born, Wayne
Brook, Gregory
Brook, Leanne
Bryant, Gerald
Buckman, Shane
Byron, Kathy
Byron, Shamus
Campbell, Glenn
Campbell, John
Campbell, Kerrie
Carmody, Erica
Carmody, Jason

><PgDn> <ENTER> <?> <S>el <P>rt <0>rder E<X>port <Esc>

At the bottom of the screen there are various options. Options <S>el & <O>rder allow you to select
additional information which can then be sorted into order.

2. When <S>el is selected a screen similar to the one below will be displayed.

<F1l> for Help

Manage Absences

Id Student Name

82094 Baylis,
FEVARER
Bende
Berna
Berna

87065
79023
80009
78010
85027
79065
76054
76077
78011
80006
79067
85033
85032
79051
77034
76028
83014
82012

Kylie
Leonie

Select Required

BARCODE
Fam_cCode
Surname
Given_Name
Pref_Name
Sex

DOB

COB
Religion
Nationality
Home_Lang
Other_Langl

Carmod

<]> <> <PgUp> <PgDn>

Field Selection
Fields

student ID

Student Barcode

Family

surname

Given Names

Given Name Preferred

Sex

Date of Birth

Country of Birth

Religious Inst Group

Nationality

Language Spoken Home

Other Language

<Enter> <C>Tear ATl

<F1l0> or <Esc>

Managing Student Absences Module

50



NSW Department of Education & Training

3. Arrow down to ‘Roll_Class’ and press <ENTER>. A number 1 will be displayed beside ‘Roll_Class’

Field selection
Select Required Fields
Indigienous Aboriginal/Islander
Other_sch OTHERSCH
Prev_sch Previous School 'a
Intake_Erc Source of Inﬁake PO
Aust_sch Date Aust Sch Entry *=
Enrol-Date Date Enrolled —d  Enter on
schT_Yr scholastic year a field to select it
Std_schl_yr Standard Schol. Year
1 Roll_class Rol11l Class a_nd tOdeseIeCt_the
field, enter on it
Bursary Bursary (Y/N)
Residence Residential Status
AUS_Arrive Date Arrived in Aust

4. Select F10 and a screen similar to the one below will be displayed with the Student’s Roll Class beside
their name.

Manage Absences Palm Tree Cent.
ATl students

Student Ro11_cClass

Baylis,

Baylis, Leonie

Bender, Martin

Bernard, Jodi

Bernard, Mardi

Born, Linda

Born, Dani

Born, Wayne

Brook, Gregory

Brook, Leanne

Bryant, Gerald

Buckman, Shane

Byron, Kathy

Byron, Shamus

Campbell, Glenn

Campbel11, 3John

Campbell, Kerrie

Carmody, Erica

carmody, Jason

ort <Esc>

<Fl> for Help Manage Absences Palm Tree Cent.

Id Student Name Rol1_Class A

82094 Baylis, Kylie 5/6
87065 Baylis, Leonie 10
79023 Bende order Selection =————= 0

80009 Bernal| Select Required Fields
78010 Berna

85027 Born, BARCODE
79065 Born, Fam_Code
76054 Born, Surname
76077 Brook Given_Name
78011 Brook Pref_Name
80006 Bryan Sex

79067 Buckm DOB

85033 Byron COB

85032 Religion
79051 Nationality
77034 Home_Lang
76028 Oother_Langl
83014

82012 carmod

<|> <]> <PgUp> <PgbDn> <A>scending <D>escending <C>lear All <F10> or <Esc>

" 1 Multiple levels of ordering can also be selected, eg. a user may want to order by Scholastic Year
L‘i" first then by Roll Class if both fields were selected in Step 3.

Managing Student Absences Module
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6. Arrow down to ‘Roll_Class’ and press <ENTER>. A number 1 will be displayed to the left of
‘Roll_Class’ and Ascending will be displayed to the right of ‘Roll_Class’.

<Fl> for Help Manage Absences Palm Tree Cent.

Id Student Name Ro11_class i
87065 i i 10
79023 order selectiol
80009 Select Required Fields
78010 Home_Lang
85027 other_Langl
79065 Other_Lang2
76054 Indigienous
76077 other_sch
78011 Prev_sch
80006 Intake_Sre¢
79067 Aust_Sch
35033 Enrol_Date
85032 Schl_yr
79051 std_schl_yr

77034 * Rol1_class Ascendin

76028 —m:_
83014

82012 carmod

<|> <]> <PgUp> <PgbDn> <A>scending <D>escending <C>lear All <F1l0> or <Esc>

7. Arrow up to ‘Surname’ and press <ENTER>. A number 2 will be displayed to the left of ‘Surname’
and Ascending will be displayed to the right of ‘Surname’.

<F1> for Help Manage Absences Palm Tree Cent.

Id Student Name Ro11_Class i
82094 Baylis, Kyl

87065 Baylis, Leonie 10

79023 Bende order selectio
80009 Berna| Select Required Fields

78010 Berna Stucode

85027 Born, EARCODE

79065 Born, Fam_cCode

76054 2 Sdrname Ascendin
76077

78011 Pref_Name

80006 Bryan sSex

79067 Buckm DOB

85033 Byron COB

85032 Byron Religion

79051 Nationality

77034 Home_Lang

76028 Other_Langl

83014

82012 carmod

<|> <I> <Pgup> <PgDn> <A>scending <D>escending <C>Tlear All <F10> or <EsSc>

8. Press F10 and a screen similar to the one below will be displayed, with the Student’s Roll Class beside
their name, but this time sorted by Roll Class 1%, then Student Surname 2"
: —ol x|

<F1l> for Help Manage Absences Palm Tree Cent.
A1l students
Student Name Ro11_cClass
Baylis, Leonie
Bernard, Mardi
Brook, Leanne
cassidy, Helen
Corbett, Jason
punn, Melinda
Findley, Shaun
Grimwood, Lenny
Johnston, Brett
Kelly, Dana
Matthews, Craig
Quin, Angela
campbel11, John
Do, Viet
Earnshaw, Joy
Fox, Brad
Hooker, Matt
Lang, Graham
Ly, Chan

9. Select <F>ir.|1ld

Managing Student Absences Module
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10. Type in the student surname ‘Carmody’ and press <ENTER>. A lookup window will be displayed.

<F1l> for Help Manage Absences Palm Tree Cent.

All/students —m—m—m—ueun—eoa—
Id Student Mame RO11_Class A
87065 Baylis, Leonie 0 ./
78010 Bernard, Mardi 10

78011 Brook, Leanne 10

77021 Cassi —_—|| 83014 Carmody, Erica Mar
78012 Corbe Enter student Na
78013 Dunn, 810157 cassidy, David Andrew
78014 Find1| CARMODY 85003 cassidy, Diane

78015 Grimw 77021 cassidy, Helen

78016 Johnst 79020 Cassidy, Joseph

78017 Kelly, Dana 79015 Connor, Martin Ray
78018 mMatthews, Craig 79011 cook, Julia mary

78019 Quin, Angela 80005 Corbert, Michael lames
77034 cCampbell, 3John 78012 Corbett, Jason

85076 Do, Viet 79010 Cuthbert, Edward James
77018 Earnshaw, Joy 85076 Do, Vviet Linh

77062 Fox, Brad 79009 Doolan, Mark Allen
77024 Hooker, Matt 80014 Doolan, Richard Stephen
77027 Lang, Graham

86030 Ly, chan
I ———..

Please wait...

11. Arrow to the required student (in this case ‘Jason’)

12. Press <ENTER>. The student’s name is displayed at the top of the page.

o | OASIS Admin [46221]

<F1> for Help Manage Absences Palm Tree Cent.
—_— AT11 Students

Id Student Name Rol1_cClass
82012 " Carmody, Jason

83014 carmody, Erica

81015 cassidy, David

82001 Farley, Jordan

83005 Farley, Paula

82002 Fender, Helen

83011 Fender, Howard

84017 Gregoriou, Helen

82005 Jones, Sally

88017 King, Mand

82007 Larson, Michael

83013 Larson, Mary

83003 Lawson, Sonia

82008 Lawson, Joel

82011 Mayer, Laura

83004 Mayer, Vincent

82016 McKinnon, Beth

82003 Sinclair, Vicky

83001 Sinclair, Billy

<F1> for Help Manage Absences Palm Tree Cent.
— [82012] Carmody, Jason =—

Date Period From Reason comment Notice St/End

17/12/93
11/11/93 W
10711793 w
09711793 W
11710793
24/09/93
19/07/93
02/07/93
12704793
31/03/93
02/02/93

<F>ind <A>dd <E>dit <D>elete <B>lok <[><|> <R>eason <L>ong Abs <P>rint <ESC>

Managing Student Absences Module
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Description of Headings on the Absence Page

Date:

Absence Period:

The date on which
the student was absent - the
default value for this field
is the current date

<F1> for Help

Manage Absences
[82012] cCarmody, Jason

Reason Comment

T1/11/93 w
107117937 w
09/11/93 W
11/10/93
24/09/93
19/07/93
02/07/93
12704793
31/03/93
02/02/93

L7/12/93 i/ ___\____________________X

Palm Tree Cent.

Notice St/End
i

An indicator on
whether the absence
was for part of the

day or a whole day. /

Time of Absence: A time

range, containing the starting
and ending times for a partial
Absence. This field can only

<F>ind <A>dd <E>dit <D:elete <B>Tok <[><|> <R>eason <L>ong Abs <P>rint <ESC>

/

Reason: The cause of the
absence, available from a
lookup window accessing the
lookup files Student Absence
Reason.

\

Comment: School specific
code and description for a
comment, available from a
lookup window accessing the
Absence Comment.

be edited if the Absence Period

is set to P for Partial.

Within this module you also have other options displayed at the bottom of the screen

Manage Absences Palm Tree Cent.

[82012] Carmedy, Jason
Date Periocd From Reason comment Notice St/End
is/2/93 | X
11/11/93 W
10/11/93 W
09/11/93 W
11/10/93
24/09/93
19/07/93
02/07/93
12/04/93
31/03/93
02/02/93

<F>ind <A>dd <E>dit <D>elete <B>lok <{> :l> <R>eason <L>ong Abs <P>rint <ESC>

[g -c:‘i * )
¥ = Toprinta
student’s absences

enter on the student
and select <P>rint

e <F>ind - Find a specific date

e <A>dd - Add an absence

e <Exdit - Edit an absence

e <D>elete - Delete an absence

e <B>lok - Highlight a selection of absence dates and delete them
e <R>eason - Enter a reason for the absence

e <L>ong Abs - Enter date range for absence period

e <P>rint - Print absences for student

e <ESC> - Escape to previous Menu

Managing Student Absences Module
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IMPORTANT

= * outlined in the Attendance policy. These codes are locked therefore cannot be

r \ The absence codes have changed to only include the official absence reason codes
YR
modified in any way.

Codes are as follows:

A = Unjustified - Counted as absence for statistical purposes
S = Sick - Counted as absence for statistical purposes

L = Leave - Counted as absence for statistical purposes

E = Suspended - Counted as absence for statistical purposes

Blank = Counted as absence for statistical purposes only

M = Exempt Not counted as absence for statistical purposes

F= Flexible Not counted as absence for statistical purposes

1 Inthe conversion process the school’s data was scanned and all absences with valid reason
¢ "=~ codes remained unchanged, those that had invalid reason codes were modified to display a
blank reason code and the reason displayed under the school comment field.

\ E1 - N5 Absence Comment: A new lookup file added to allow the school to enter
+ == * school related comments. This lookup file can be edited in the same way all other
lookup files are edited.

Instructions as to updating unexplained absences
should be discussed with your HSLO.

Managing Student Absences Module
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Cash Register / Student Controls

Receipting

OVERVIEW: A new filtering option using function key ‘F12 has been added in the Cash
Register under option F2 Receipts/F2 Student to allow receipting of “enrolled students”,
“pre-enrolled students” and “left students”. Pre-enrolled students may now be receipted through F2
students or by continuing to select F8 Registered students where filtering is not required.

The F12 key is a toggle and each key press will toggle to a different co-hort of students (enrolled
students, pre-enrolled students and left students). The co-hort being receipted is indicated at the top
left hand corner of the receipting screen.

Students without a letter beside their name on the right hand side of the lookup window, indicate
enrolled students within E2/A2 Student Information

Student Mame HINRNEEERE N | L indicates a student who has left, viewed
in Returning Students E2/H1

P indicates a pre-enrolled student, viewed
in the Pre-enrolment module E2/A5

Process:
e Select F2 Receipts

Select Process

Receiptsf Sustem @Balance JReqgisterf Check 82 Select
Funct ion@ReqisterfiContentsflifccounts Account WAccount | S

Cash Register & Student Controls — Receipting
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e Select F2 Student

Bulk Bulk tudent § Print

e Enter an enrolled student name in the dialogue box or press function key F12 to select a
student with a different enrolment status

} Who Is To Pay?

Enrolled Students

Enter Student Name

|
<F12> Change Student Filter

e Select F12to toggle to a Pre-enrolled (Registered) student

Pre_Enrolled Students

<+ DASIS Adwir (35611
87 <r1> for Help

Enter Student Name

|
<F12> Change Student Filter

Cash Register & Student Controls — Receipting
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Select F12 to toggle to a Left Student

Left Students

= [ASIS A min [39811]
A1 SFi2 tor nes

Enter Student Name

]
<F12> Change Student Filter

NOTE: Itis not possible to receipt a left student if there are no outstanding invoices for that
student.

Student Controls

OVERVIEW: A new filtering option using function key, F12 has been added into D2 Student
Controls option Al Student Selection to allow invoicing of “enrolled students”, “pre-enrolled
students” and “left students”. Options G1 to G4 are still available for invoicing Pre-enrolled
students.

The F12 key is a toggle for the different student co-horts, and to a different status of enrolment.

Students without a letter beside their name on the right hand side of the lookup window, indicate
enrolled students within E2/A2 Student Information

Student Mame HIRNEEERE N | L indicates a student who has left, viewed
in Returning Students E2/H1

P indicates a pre-enrolled student, viewed
in the Pre-enrolment module E2/A5

Cash Register & Student Controls — Receipting
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PROCESS

Student Invoice

15/11/87

STUDENT [NVDICE
A1 Student Selection
A2 Invoice Entry
A3 List Batch
R4 Post Batch

CANCEL INVOICE
D1 Batch Cancellations

81 ADMINISTRATION - STUDENT CONTROLS

ADMIN FEE RELATED
B1 Course Fee Setup
B2 Set Exempt Students
B3 Set Course Subdiss.

=10l x|
Version 311224t

COURSE INVOICE
C1 Student Selection
C2 List Batch
C3 Post Batch

CANCEL RECEIPT
F1 Batch Cancellations

F2 List Batch
F3 Post Batch

D2 List Batch
D3 Post Batch

(REGXSTUDENT INVOICE
G1 Student Selection
G2 Invoice Entry
G3 List Batch
G4 Post Batch

SELECT OPTION  <QU> to Exit

e Select A1 Student Selection

e Enter an enrolled student name in dialogue box or press function key F12 to select a student
with a different enrolment status

-+ DASIS Admin [93811]
81 <F1*> for Help

STUDENT (INVOICE)Y SELECTION BATCH 88846

Enter Student Name

Cash Register & Student Controls — Receipting
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e Select F12 to toggle to a Left Student

<+ [DASIS 1]

81 <F1> for Help STUDENT CINVOICE) SELETION BATCH 69846

<F12* Filter: LEFT STUDENT INVOICE
Enter Student Name

e Select F12 to toggle to allow invoicing on all students

#1 <F1> for‘e[p STUDENT (INVOICE) SELECTION BATCH B@8/6

<F12> Filter: ALL STUDENTS: Current, Pre-Enrolled, Left
Enter Student Name

— ——

Once the required student selections have been made, the invoicing process continues unchanged
through options A2 — A4.

Cash Register & Student Controls — Receipting
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Cancel Student Invoice

Allows selection of all students irrespective of their enrolment status

e Select D1

Roll Class Sch¥r

Student Surmame = <F>ind <Pglp> <PgDn> <1> <1> <Enter> <Esc>

Once the required student selections have been made, the cancelling invoice process continues
unchanged through options D1-D3.

Cancel Receipts

Allows cancellation of all student receipts (apart from prepaid) irrespective of their enrolment
status.

Cash Register & Student Controls — Receipting
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Search Functions

Family Information (E2 - Al)

The search facility in Family information has been modified to allow the user to search for a family
by family name (surname of the last entry on the mailing title), student name or pre-enrolled
student name.

e Upon selection of <F>ind a screen similar to the following is displayed;

|
<F1> for Help FAMILY INFORMATION Palm Tree cent,

i TASIS Adein (981 1]

(If enter is pressed on a blank field the user will be prompted for the student name.)

e The user can either enter the full surname or part of the surname; a lookup table with the
closest match to the name highlighted will be displayed as below;

1 TASIS Adein (981 1]

<F1> for He P FAMILY IMNFORMATION

<> <> <F>ind <ENTER>

e Move the highlight bar to the family by using up or down arrows and press ENTER.

Search Functions — Family & Staff
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To search for families via a student name press enter on a blank prompt to enter family
name and a screen similar to the following will be displayed,;

¥ OASIS Adein (9381 1] a0l x|

<F1> for Help FAMILY INFORMATION Palm Tree cent.

Enter the full surname or part of the surname; a lookup table with the closest match to the
name highlighted will be displayed as below;

1 ASIS Admin (99811 a0l x|
FAMILY INFORMATION cent.

<> <|> <F>ind <ENTER> <ESC>

Move the highlight bar to the student by using up or down arrows and press ENTER.

To search for families via a pre-enrolled student name press enter on a blank prompt to
enter student name, a screen similar to the following will be displayed,;

5 ASIS Admin (9811 a0l x|
<F1> for He o] FAMILY INFORMATION Palm Tree cent.

Enter the full surname or part of the surname; a lookup table with the closest match to the
name highlighted will be displayed

Move the highlight bar to the student by using up or down arrows and press ENTER.

Search Functions — Family & Staff
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The prompt for Pre- enrolled student name will only appear if there are students entered in
Student Pre-enrolment module.

Please note:

This search method has been incorporated throughout OASIS, therefore whenever there
is the facility to search for a family the above mentioned processes will need to be used.

Staff Information (A3)

The majority of information about staff is maintained in OASIS. The only items that are not
maintained in OASIS are:

Title Given Names Surnames
Serial Numbers Date of Birth

As part of the migration to ERN the 3 digit Staff code in OASIS has been converted to a 9 digit
number. The find option for Staff in OASIS will now operate on the Staff Surname.

Finding Staff

The Staff Personal Information has been modified to allow the user to search for a member of staff
by surname.

e Upon selection of <F>ind a screen similar to the following will be displayed;

7 DASIS Adein [99811]

<F1> for Help STAFF PERSONAL INFORMATION Palm Tree cent.

If enter is pressed on a blank field the user will be prompted for the Staff Name.

e Enter the full staff surname or part of the surname; a lookup table with the closest match to
the name highlighted will be displayed

Search Functions — Family & Staff
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5 ASIS Admin (9811 a0l x|
<F1> for He o] STAFF PERSONAL INFORMATION Palm Tree cent

E a-h

28761240 TE murray, Pauline Frances
TE -

| <]> <F>ind <ENTER> <ESC>
e Move the highlight bar to the staff member by using up or down arrows and press ENTER.

e To search for staff member via a Staff Code press enter on the blank prompt to enter staff
name and a screen similar to the following will be displayed;

5 ASIS Admin (9811 a0l x|
<F1> for He o] STAFF PERSONAL INFORMATION Palm Tree cent

e Enter the full Staff Code or part of the code; a lookup table with the closest match to the
code highlighted will be displayed

e Move the highlight bar to the staff member by using up or down arrows and press ENTER.
Please note: All new Staff members must be added in ERN.

Note: Information added and maintained on Staff Members in ERN will flow back to OASIS and
the additional information kept on staff can be maintained using A3 Staff Information.

When a new member of staff is added in ERN and it flows back to OASIS, the staff member
will need to be allocated a Staff Type within OASIS;

T — Teaching or AN - Ancillary

Please note:

This search method has been incorporated throughout OASIS, therefore whenever there
is the facility to search for a member of staff the above mentioned processes will need to
be used.

Search Functions — Family & Staff
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Staff — Search and Add Functionality

In the example below, the operator is assigning a staff member to the Agriculture Department.
At the prompt for the “Department Head 1.D.” the operator has a number of Options, these include:-

e Press Enter on a blank “Department Head 1d” and the Staff Lookup window will be
displayed, the teacher at the top of the list will be displayed.

« Enter the Staff members Surname or part there of and press enter, the Staff lookup window
will be displayed and the staff member with the closest matching surname will be
highlighted. The operator can then scroll up and down the list to select the correct staff
member.

r‘t Note: This is the preferred option to find staff.
AN

e Enter the Staff Code (9 digit Number), the Staff lookup window will be displayed
with the staff member with the closest matching Staff Code highlighted. The operator can
then scroll up and down the list to select the correct staff member. highlighted for selection

| DASTS Aderin [99821]

<F1> for Help DEPARTMENT

Agriculture

<|> <F>ind <ENTER>

The Staff Member Lookup window has the following options

<t ><|> allows the operator to scroll up and down the list of Staff

<F>ind allows the operator to search for a staff member in the list by name
<Enter> accepts the highlighted staff member

<Esc> closes the lookup window without accepting the highlighted staff member

The new Staff Search and Add Functionality can be found in the following options within the
School Information Module:-

A2 Keys

A3 Assets Register

Bl Department

B2 Subject/Course/Class

B3 Composite Classes

B5 Class Teacher Maintenance
H2 Sport

M3  Special Activities

The new Staff Add and Search Functionality can be found in the following options within the
Student and Staff Module:-

e Bl  Staff Keys e F1 Student-Activity Maint
e G1  Record Absence (Staff) e G2  Findand Assign Casuals

Search Functions — Family & Staff
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Student Information (E2 — A2)

Student Personal Information, Medical Details and Other Parent details have been made READ
ONLY and can only be viewed from OASIS.

The function of enrolling and maintaining Student Information is now undertaken in ERN.
Information added and maintained on students in ERN will flow back to OASIS and will be able to

be viewed from A2 Student Information. The migration to ERN converted the Student Id to 9
digits.

New Menu option <I>nfo

A new menu option <I>nfo has been added to the student information screen which will allow the
user to preview student’s information prior to the lookup standardisation and ERN migration.

Upon selection of E2-A2 the following will be displayed on the bottom status bar.

£F*ind {NXext <P rev {Drelete <{Rrelatd enr<{0XIlmnt fa<M>ily <?> <{Ezc*> <I*nfo

Upon selection of <I>nfo the following two screens will be displayed.

* The first screen will display the information * The second screen will display the
listed in OASIS prior to the information listed in OASIS prior to
Lookup Standardisation the ERN migration

A0t

Please note:

The first screen will need to be minimised for the second screen to be displayed.

If there is no pre-migration data the following will be displayed;

Nothing to Display <ESC» F

Student Information & <Info> Menu Option
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Leaving Student

The management of students leaving the school is undertaken in ERN. Before you process a leaver
in OASIS the work practice should be to check that a student has NO OUTSTANDING
FINANCIAL TRANSACTIONS against the student in OASIS.

This may be achieved by selecting the <L>eave option from the <R>elated option bar from within
Student Information.

e A Student with no outstanding Financial Commitments

If a Student has no outstanding financial transactions the following dialogue box will be displayed

when <L>eave is selected.
/

FINANCE STATUS
This Student has no outstanding Financial Transactions.
The Student can be Teft in ERN.

oK

This student can be processed as a Leaver from the School via ERN

e A Student with outstanding Financial Commitments

If a Student has outstanding financial transaction the following dialogue box will be displayed when
<L>eave is selected.

The school will need to take the appropriate action to collect outstanding monies owed for and
cancel the transactions prior to leaving the student in ERN.

Note: The <L>eave option no longer processes the student as a leaver in OASIS. It is only used to
check the status of Financial Commitments of a Student.

Leaving Students & Financial Transactions
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Microsoft Word & Mailmerge

This module will explain the method of inserting information exported from OASIS into a Word
Document which can then be used in MailMerge. In the example below we want to add the
student’s class to the ABS_NEW_Compulsory School Attendancel letter. To enable the student’s
class to be selected the “student class field’ MUST be included in the OASIS report which was used
to export the data. For this example the Long Absence report was run and saved with the name
“AB2011006™.

To insert student’s class:

From OASIS Main Menu select;
1. A2 Microsoft Word then select
o File then Open

7} Document1 - Mirrosolt Word _|=] x|

1 - X

Ol uew.. o LS9 -C- B ORMG DT ws - @ i - 6 [E]E Y- B

j T L S T T T S TR ERRT TR R I IERT Th) =] ¢ Gettiog Started -
— N | (IS

~ Gl e Microsoft Office Onlline
o Conrect bo Mirosoft Office

e as Web Page. Oedoe.

BY Fie Sesrct.. Gt e Lt ravers abend ey
We Page Prévies .r\.m.-.gwm thes kst
f— e

o, Pk Preew Search for:

3 e ey 5]
Sengd To Exampls: ring moes than one cogy™
Ext : o

_::l 5 Open...
: B T T ——
H &
= =
maEsma |
Pae | Sec 1 m & 25%m Llnl T 1
2. Open the MAILMERG folder
21x
Lookjn: Iz ‘Word on 'oasis.det.win'l,oasisdata...j @D - Q [y £H ~ Tools ~
) ADMIN
@ |CIFINANCE
Desktop  \ [CILEARN
gLIBRP\R\"
MAILMERG
) OFFICE
My Documents  |=) OTHER
) OWFILES
ra [LJPRINTFIL
jg [LT)Releass Motes
My Computer
———t
% on 'Client'
]
ot File narne: || LI Open ||~ |
Drive (K:) Files of bype: ’
LYpe: Al Files - Caneel
[ E| &=

Microsoft Word and Mailmerge
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3. Select the ABSENTEE file required then select Open

2| x|

=] B 1@ X i 3 - Toos-

E,.'I" ABS_MEW_Compulsory School Attendancel
W1 ABS_MEW_Compulsory School Attendance?

€

Deskkop

My Documents

Iy Computer

4 on 'Client’
()

i File name: I =] Open I
Drive () Files of type: [ Fies = C"‘”CB'_I,
4

A screen similar to the one below will be displayed

Bl s o ndaneel - Microsaft Word = x|
(e B Yew Fowt Foma Joos Tae Wndow bep Tyoe queston for bl v X
DEHG A PO AR I-C- S OFNG DT 0% -6 w0 - [E][E]E - B
(30 o8 B H | rewadred- |2 B 358 H 4 L AT |

L LB B tA b Bt bt Tt 8t detmeren o m s

I Motice 1 - Compulsary Schoal
(Print on school leterhead and retain photacopy with attendance records)

ABSENTEE NOTICE
COMPULSORY SCHOOL ATTENDAMNCE

uMaikmerge_Dates

«Mailing_Titles
wStreet_Murmbers sStreel_Names
whddresse  «Ppstcodes

Dear «Mailing_Titlen

Reguiar attendance at school is imMporant for students to reach their potertial, The
school is required to record the reason for any absences as away of ensuring that
students are absent fram school only when they are sick or have anather good
reason for missing school.

our chid, «Student_Narmes was absent Ireem school on wAbsence_Penods and no
explanation has been received, Please assist us by completing the attached form

Page | Sec 1 m A 2Sm Inl Qo REC TRE EXT OVE Engishifes G

4. From the Tool Bar select Tools, then Letters & Mailings, then Mail Merge

10 wdancel - Microsalt Word .IJ.EI!I

(Print an school | tendance records)

Microsoft Word and Mailmerge
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A screen similar to the one below will be displayed. You may have to select Starting Document
then Select Recipients at the bottom of the screen to get to the next Browse

5. Select Browse

L T AR N b1 I K SCCOEC Ty T

2K 4

¥ Motice 1 - Comp ¥ School
(Print on schaal letterhead and retain photacopy' with attendance recards)

- ABSENTEE NOTICE
COMPULSORY SCHOOL ATTENDANCE

aMailmerge_Dates

+ «Mailing_Tilen
- wStreel_Murnbers sStreet_Marmes
[ whddressy  «Postcodes

Dear aMailing_Ten

ReQuisr attendance at School is important for shedents to reach their potental. The

& school is required to record the reason for any absences as away of ensuring that
- students are absent from school only when they are sick or have another good
El reason for missing school

‘o child, «Student_Narmes was sbsent from school on vabsence_Penods and no
explanation has been received. Please assist us by completing the attached form

Ea@sma

Page | Sec 1 m A 2Sm Inl Qo nec me By oow  GF

6. A Select Data Source screen will be displayed. Click on the down arrow in the Look in
window

R aps_MEw_Computsnry Seheol Anendanen? - Micrmat Word =]
Be E% Yew foer Foma ok Tabk Wndwe e nlahet + %
BN R T NN A R R N R W e B I A B
o e B B E eewodreks | = B T, BN 4 P W2 . B
2| 1 Mail Herge .
Y
Gk | reipienl s

& Ui s mabitig ot
St from Oukhook ot acts

[ Desao - Typs & new ket
Bbsantes Notic B = My Corrputer bt
(Prnt an schoal Ligg a0 cadsling Ret
o Beabtogs = Pgon'Tent (71) Liu rewres: ard ackcrons from &
2 e on ‘vasis, det winjoass.. fi cn i ot b
/ s 3 trowse...
bl — 32 Chon 'Cent' ()
i My Documents 32 %o e’ ()
U o ek 1)
- i’ 2 T4on Clent' (71)
5 ) My Documents
= My Computer |y Shortous
" 5 o Suppert
e 51 FIP Locatiors.
- wMailing_Talen | Chen 5] tubdpotty FTR Loxations
- aStreet_Number o
- whddressn  «P ;
: S P "2 tewsors. | S |
% Deear Maiing T o ol by s sorces =] [_coel I

2 LB

7. Inthe next screen select Word on “oasis.det.win...... > and click on Open

, T

I 8 Py Cu:umputer/
A% on 'Client' (A:)

“# word on 'nasis,det.win'oasisdatal2ast 99061 Y admin' (K
Admin on 'oasis,det,winloasisdata) 2990199061" (R

Fal's SN ad PN LA W TR
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8. Then select the MAILMERG folder and click on Open

1
IE Vs\nrd on 'oasis det.winoasisdata..., j @

A0MIMN
KIDMAP
LEARM
LIBR&RY
MAILMER.G
CFFICE
CTHER

9. Select the file containing the data then click Open (in this example the

file “AB201006’ contains the required information). Note that the icon beside this file is different to the
others — ie. Test File.

Select Data Source

@ @ABS_NEW_CDI‘HDL"SDW Schoal Attendancel
Deskbop | 1.0.BS_NEW_Compulsnrv Schoal Attendancez

My Documents

L
My Computer
—dl
% on 'Client
(i

% )
=g File narne: I
==

Drive (k)

;I Tew SOUrCe. .. | Qpen I
Files of type: IAII Data Sources j Cancel I .
£

10. A Mail Merge Recipients screen (similar to the one below) will be displayed. Select OK

Mail Merge Recipients X |
To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow nesxt to the column heading. Use the check boxes ar
buttons ko add or remove recipients from the mail merge,
List of recipients:
o hddress | =] Postrode |~ Maimerge Date =] Student Id
C
SIMPSOMH,.. 2999 24/08/2007 79011 Julia Mary <
« | | 3
Select Al | Clear all | Refresh |
Eind... | Edit... | yalidate |
F
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11. Place your cursor in the document where you would like to have the student’s class
displayed. (eg: For this exercise we want to place the student’s class above the Mailing Title)

Absentee Notice 1 - Compulsory School
(Print on school letterhead and retain phetocopy with attendance records)

ABSENTEE NOTICE

COMPULSORY SCHOOL ATTENDANCE

«Mailmerge_Dates

aMailing_Titlex
«Street_Mumbers «Street_MNames
«Addressy  «Postcodes

Dear «Mailing_Titlex

Bl aps_HEw_Computsory Sehool 7 “endance - Micrasafl Word
B Ede Yew [t Fomat | Joos | Tabh Wndow e

12. From the Tool Bar select Tools, then Letters & Mailings, then Show Mailmerge Toolbar
NE WG 7;”‘.7 P S———

=2l
T 2 - X
’ SO EW S D o -G et 7 0 [E]E 2 |
Ao D EE MM‘:“ Besnarch... Ak ! bW 126 0 B l

..=---1---: ] i - T [re— =
Wiord Court.,.. |
(e eilal

Shared Workspate...
T e Sefect recipients
e S BB T : :::r:::ﬂ:km
Qtions... = Erveriopes ared Labedi. .. o
Absentee Motit L Lettar Wigaed..,
(Print on school letterhead and retain photocopy wuraucmeane recorosy i e kil Mixt

Curranitly, your racpeents are

selected fro:

[¥MAILMERG\AE201006. TX] In "AB201
T Select 8 difeet b

o' Cotrecpent kst

- ABSENTEE NOTICE
COMPULSORY SCHOOL ATTENDANCE

.__ T g e . . . B - %
Traert terge P Lt S File Edit  Wiew \Insert Format Tools Table  ‘Windo

DNEHS SQIVE LB I
AE = 2 S| dsertwordField~ | 52 2 b

. Motice 1=C: I

: (Frnt on schaol and retain with records) Urg

b Currmiithy, yous recpenEs A

et from:

[ AL MERGI AR 006. 1] In Al

‘-‘ ABSENTEE NOTICE 21 Sehect o diferent ek,
COMPULSORY SCHOOL ATTENDANCE = £k recinRit...
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14. Select Roll Class then Insert

x|

Insert:
 ad
Eields:

Mailmerge_|
Student_Id

iress Fields {* Database Fields

ate ;l

Mailing_Title
PO _Box
Street_Mumber
Street_Mame
Address
Postcode
Days_fbsent

Match Fields. .. |

15. Select Close.

Insert Merge Field il

Inserk:

" address Fields {¢" Database Fields
Fields:
Mailmerge_Date ;I

Ahsence_Pexjod
MMailing_Title
PO _Box
Street_Number
Street_Mame
Address
Postcode
Davs_Absent

Makch Fields. .. |

EIET
. x
D & W\ A7 B4 L XD -0 BT % - diped fi 0 - B[] B
A3 \0 0 0 msetwodhed- |2 @ 28 H 4t b W3 N
o] il v - x
el el
e ——
C T
Sabact Fram Outkock, contacts
Metice 1 - Compulsary Scheol et
B (Fyint on schoal letterhead and retain photacopy with attendance recards) Uge a0 eodsling Bet

Ty, YOUr raCRNnRs B
salacted from:

[HMATLMER| 5201005, T] In “AB20L

ABSEMNTEE NOTICE T] Select o difforonk k...

COMPULSORY SCHOOL ATTENDANCE o Edk recplent bst....

eMailmenge_Dates

sMag_Tilen
IS wStreet_Mumnbers sStreet_Narnes
wAddressy  aPostcodes

17. Save the file (NB: Accept YES to overwrite the original file to keep the changes)
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e To view the results click on the | . | button

INETES
© Fle Edit Wew Insert Format  Tools  Table  windefy  Help Type a question for help » X
DEHSERIPE ¥ Bay - c- 8EORESITY 0w @ wedBin -8 [F]=2- E
(20 30 8 mevodref- (2 AP A K (1 WG D]
] ...1‘“‘2-“‘3‘.-}*—-——‘(u-s-lw-v-nl-e‘wle-n-m‘-wu“l-lz";13-‘-1,4"_ 2| MailMerge v x
Select recipients

e The Student’s Roll Class and details will be displayed in the document preview.

=lglx|
B\ Bt Yew ot Fomat ook Tabe Wndow  tep b X
il EA TR ARR - R ORNG DT s -6 e - 6 ]2 B
A\F D 0D memvodred- [E]d 8K 40 WY D BAS]E
I Bt 2 i3 4 s 6t g s w w0 R 2] | e erge =
(eelal
Sedeat revipsents
& Uk o maitiveg st
" Sebect from Outkook. contacts
Typé & ntw bt
- Metice 1 - Compulsary Schosl *
3 (Print on schaol letterhead and retain photocapy with attendance records) Lise v eochubivng Bt
51 Curritily, your reckesiEs e
= salacted from:
by [\MALLMERGIAB20100. T] In “AB20L
: — - T Select adiferenti
. COMPULSORY SCHOOL ATTENDANCE = Cdtreciuent ket ..
B
T 240572007
: [
- Mr Carrmady
s 23 Sade St
= SIMPSOM 2909
%‘ Regular attendance at school is important for students ta reach their potential. The
- school is required to record the reason for amy 3HSEnces as 3 way of ensuning that
El students are absent from school onby when they are sick or have another good
= reason for migsing school =l Stepaof6
o ; S hiats ke your lettar
N “four child, Jason Faul Carmody was abzent from schood on 0801171893 - 1171141983 = Frevious: Starting document:
sa@md

Page | Sec 1 W A8dm LM Cdl REC TRE EXT OVR Enghhis  GF

e To view the next record click on the arrows

]2 %2Bl(K <t " M

Lo

e To cancel out of the preview click on the | < | button again

e Save and close the file when you have finished making changes.

e To complete the merge, click on the “Merge to New Document’ button

Ao 3 3 5 rsetwodreid~ |52 3R BN 41 » WG :;;”gch._-"é!

F"'t For more information on the Mailmerge process, go to the ‘School Systems Website’
)

e http://schoolsystems.det.nsw.edu.au
e OASIS Thin Client Implementation
e Detailed Support Documents
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Utilities
System Check / Keyboard Inactivity Maintenance

There are 2 new system functions which have been incorporated within the OASIS Thin Client System to
help manage the delivery of OASIS Services within the school environment.

The new Options are in 03 System Check/ Keyboard Inactivity Maintenance from the OASIS Menu.
Selecting O3 will display a screen similar to the one below with the following information:

e The System Check Timeout

e The Global Timeout

e A list of Operator Names

e The Module that is being accessed by the operator

Within this screen you have 2 areas where you can modify information to manage OASIS at your school.

1. Routine System Checks (System Check Timeout)

This option will allow the OASIS System Administrator to force all OASIS users back to the OASIS menu
so that the system will check itself and clear the OASIS Transaction Log File.

The default time set for the “System Check Timeout” is 9:00 hours; in essence the system will not force
users back to the OASIS menu during the day.

e |DASIS Admin [99041]
System Check / Keyboard Inact ¥ Maintenance [OK]

System Check Timeout: 9.00 [Hours] |

Global Timeout 30

Operator Name Module Timeout [Min]

Test User 2 R Reports
Test User 1 F Finance
Test User 4 * Softmenu
CONTRACTOR

Installer

Test User 3

Test User 6

Test User &
Test User 9 0

[=felofelale)e)e)

(= &

‘ system Check 1lhour<Fl> 2<F2> 3<F3> 0.5<F5> Off<F6> Now<F9> or <ESC> to Exit
d

/

The OASIS System Administration may force users back to the OASIS Menu during the day by
selecting one of the options on the bottom of the screen, eg.

1 Hr <F1>: Users are forced back to the OASIS Menu on the Hour.

2 Hr <F2>: Users are forced back to the OASIS Menu every 2 Hours.
3 Hr <F3>: Users are forced back to the OASIS Menu every 3 Hours.
0.5 Hr <F5>.  Users are forced back to the OASIS Menu every 0.5 Hours.

Now <F9>: Implement a back to the menu when requested.

Off <F6> : Turns the system check off — Back to 9:00 Hours
r . System Checks check the Log Files in OASIS for your school to make sure everything is
¢4 okay.

System Check / Keyboard Inactivity Maintenance
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2. Keyboard Inactivity

This option will allow the OASIS System Administrator to set time(s) for Keyboard Inactivity across the
OASIS system. An operator will be returned to the OASIS Menu if they have not touched the keyboard
within an OASIS Module for the period of time set for Keyboard Inactivity. (Arrow T to highlight the
Global Timeout option for editing if it is not already highlighted).

Example 1: The System Administrator sets the Global Keyboard Timeout to 30 minutes, as displayed in
the screen below:-

©+|DASIS Admin [99041]
System Check / Keyboard Inactivity Maintenance [OK]

System Check Timeout: 9.00 [Hours]

Global Timeout 30
I Operator Name Module Timeout [Min] [

Test User 2 R Reports
Test User 1 F Finance
Test User 4 * softmenu

CONTRACTOR
Installer

Test User 3
Test User 6
Test User 8
Test User 9

oooooooo

o o

System Check 1lhour<Fl> 2<F2> 3<F3»> 0.5<F5> Off<F6> Now<F9> or <ESC> to EXit

Any OASIS session that is open within a module and has no keyboard activity for 30
minutes will be automatically returned to the OASIS Menu.

An added feature has been incorporated into the Keyboard Inactivity function where the System
Administrator may override the Global Keyboard Timeout setting by applying a Keyboard Inactivity Time
directly to an Operator

Example2: The System Administrator sets the Global Keyboard Inactivity time to 20 minutes.

The System Administrator also sets the Keyboard Inactivity on
the operator Test User 2 at 40 minutes and the operator
Test User 4 at 10 minutes

| DASIS Admin [99041]

System Check Timeout:

Global Timeout
Operator Name Module Timeout [Min]

Test User 4 S Student & Staff
Test User 2 R Reports

Test User 1 F Finance
CONTRACTOR

Installer

Test User

Test User

Test User

Test User

Test User

COoO00o0COoOO0Co0

System Check lhour<Fl> 2<F2> 3<F3> 0.5<F5> Off<F6> Now<F9> or <ESC> to Exit

System Check / Keyboard Inactivity Maintenance
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All OASIS users except Test User 2 and Test User 4 will be returned to the OASIS Menu if
they do not use the keyboard in an OASIS Module for a period of 20 minutes

o0 If Test User 4 does not use the keyboard within an OASIS Module for a period of 10
minutes the session will be return to the OASIS Menu.

o Test User 2 will not be returned to the OASIS menu unless the user does not use the
keyboard in an OASIS module for a period of 40 minutes.

Display Modules for Operators

This option will allow the OASIS Administrator to view what modules different OASIS users are currently
using. The screen below displays a number of users logged into OASIS and the modules in which they are
currently working.

¢+ |DASIS Admin [99041]

| system Check Timeout: 9.00 [Hours] |
l Operator Name Module Timeout [Min] l

system Check 1lhour<Fl> 2<F2> 3<F3> 0.5<F5> Off<F6> Now<F9> or <ESC> to Exit

system cCheck / Keyboard Inact fy Maintenance

Global Timeout E{] |

Test User 2 R Reports
Test User 1 F Finance
Test User 4 * Softmenu
CONTRACTOR
Installer
Test User 3
Test User 6

est User 7
Test User 8
Test User 9

CoOoooooo

‘

N
G

:

]

]

=
¢,

The Menu Option O3 System Check /Keyboard Inactivity Maintenance will only be
accessible to an operator who has an appropriate security level. Contact the IT Service
Desk on 1800 338 443 for more information on the appropriate security level.

It is important that this access is only available to one person to manage for each system,
Eg. one person for Admin, one person for Library, or one person for Adlib.

A non-logging module is an area where a user cannot enter data. eg. E2 Student & Staff from the
OASIS Main Menu is a non-logging module. When a user selects a module within the Student

& Staff Menu where they can enter data, they are then in a logged module and details would
appear in the Module window above.
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K1 Data Backup

The backup utility has been streamlined to avoid high volume network traffic in the afternoons and
minimise interruption to a school’s working day.

Nightly backups with a rebuild will be automatically processed from St Leonards, therefore the
option to process a <L>ater backup is no long necessary and has been removed.

When logging into OASIS each morning there will be a system message indicating that the previous
evening backup was successful.

&+ OASIS Adlib [99931] / _ o]
<F1> for Help S?ETEH_HESSHEES lersion 241000%

: up was successtul.
To07- ﬂ5 m 1? 22 hﬂ TIMEd Backup [ﬁﬂLﬂ] was successful.
2007-05%-06 12:35% 0% Timed Backup [GREEM] was successful.

System messages

When the school’s OASIS is logged into for the first time each day, a System Message screen will
be displayed with information on the status of OASIS Backups and SmartBuy Orders ready to be
processed in SmartLink.

It is important to read this information. Once read, the system messages can safely be deleted.

The messages should be checked as it will also indicate when a nightly backup has failed. In this
case the operator should complete a K1 backup. If this is not successful, contact the IT Service
Desk on 1800 338 483 for assistance.

System messages should be deleted from time to time when the message is no longer required. If a
check is needed on the last successful backup colour, this can be viewed by a system administrator
in L3 System Parameters G2 Transactions.

Backups may still be processed when necessary during the working day. For example:

e Inthe library a backup is necessary before and after a SCIS download or before refresh of
students.

Using Thumbdrives / Memory Sticks
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e In Administration, a backup is necessary during Administration and Finance rollover and
any other situation deemed necessary.

It is NO LONGER NECESSARY to complete K1 backups as a matter of routine at the end of
each working day.

Background

OASIS data for schools is now held centrally on servers at St Leonard’s Data Centre. This
eliminates the need for schools to manage the server tape backup process. This process was
essentially for disaster recovery. Should the school be unfortunate enough to have such a disaster,
e.g. fire or flood, then the schools data would still be safely stored at St Leonards.

As there is no longer any need to store data with external media, the decision was also made to
remove the need for schools to complete K2 CTR backups. Combined with the removal of
fileserver maintenance as an issue for the school, there should be considerable time saving.

Having an effective K1 automatic backup each working day enables fast and efficient data recovery
with minimal data problems should an error occur, eg. losing internet connection. The data is
processed on state of the art servers at St Leonards. The data is held in a secure and stable
environment on servers that are managed by professional network and server technicians.

The school data is protected from viruses and there is much less chance of data corruption if a
problem such as a power failure occurs at the school. Not only is the data stored at St Leonards, but
your work is processed there. If you have a problem at the school on your PC, the session is still
active on the servers at St Leonards.

Q2 System Rebuilds

A Q2 system rebuild is completed each night as part of the automatic Nightly backup. This
eliminates the need to be processed during operational time. The advantage of this is that OASIS
users at the school do not have to log out so that a rebuild can be completed during the school day.

It also allows systems resources on the servers to be available to all users, rather than being
consumed by unnecessary rebuilds or backups.

Individual module rebuilds may still be completed from time to time as part of normal maintenance
eg. E1/C1 in Admin, D4/L1 in Finance, B4/N1 in Library and F1/H2 Report Generator.

Using Thumbdrives / Memory Sticks
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Using Thumbdrives (Memory Sticks)

To enable thumbdrives to be accessed via OASIS they must be connected BEFORE logging onto
OASIS from the Portal.

1 Agood practice is to plug the thumbdrive into the computer as soon as, or before, you log
& =% onto the Portal.

r » Note: There may be schools who are unable to save to thumbdrive on their computers.
4

- % This is an Admin rights issue which is determined by whoever administers the school’s
network.

Removing a Thumbdrive correctly

To remove a thumbdrive from the computer it needs to be disconnected via Windows first, or you
risk the possibility of damaging it.

1. On the bottom right hand corner of your screen left click on the Safely Remove Hardware
icon

Remiove Hardware

2. A message similar to the one below will appear just above the icon asking ‘Safely remove
USB Mass Storage Device ..........

- BE 4
Safely remove IUSE Mass Storage Device - Drive(D:)
LS5 L [P Lid = I'ls -3 ._—b F=TE iy

|Saksly Remave Hardware
O D e 208

3. Click on the message above and you will then get a message saying that it is now Safe to
Remove Hardware.

i) safe To Remove Hardware =

The 'USE Mass Storage Device' device can now be safely
removed from the system.

4. Once you have received the above message you can safely take the thumbdrive out of the
computer

Using Thumbdrives / Memory Sticks
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SYSTEM

MAINTENANCE

System Maintenance
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System Maintenance

Abnormal Termination of OASIS using the [X]

Selecting [X] in the upper right-hand side of the title bar of an OASIS Thin Client window has will
cause an abnormal end of an OASIS session message to appear on the screen. This is not the
correct way to terminate OASIS.

e The screen below is the message displayed on ADMIN, LIBRARY and ADLIB systems.
Selecting OK returns the user to OASIS

< |DASIS Admin [99061]
10/12 /06 OASIS REPORT Version 120703t

FILE CURRENT REPORT
Al Retrieve Cl specifications
A2 Save C2 Clear Report
A3 Delete
Ad Transfer

CURRENT REPORT
OASIS: INVALID LOGOUT

Please exit OASIS cortectly, using 'C2 Logout' on the OASIS Menu

HS5 Rebuild System

SELECT OPTION <QU> to EXit

e The screen below is the message displayed on Library Enquiry in both Library and ADLIB
systems. Selecting OK returns the user to Library Enquiry Screen.

o | DASIS Library Enquiry [99061] R
<F1* for Help ERQUIRY |oasis: INvALID LOGOU

exit OASIS correctly using the F10°key

<+ <PFqUp> <PgDn> <1> <l1> <Enter> <I*nclude <A>dvanced <Esc>

Enabling Full Access
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Enabling OASIS users to have full access to all files

Some users are prompted to select the Client File Security every time they log into OASIS.
Operators need to have local administrator access to their workstations when this is first setup. If
you are prompted continually with the Client File Security follow the steps below.

1. Right click on the Citrix Program Neighbourhood icon m at the bottom right hand corner
of the screen.

One of the following two dialogue boxes is displayed.

2 ) Applications
Application Refresh
T 4 | OpentCannection Center onnection Capter
& Int - -
ropetties
e W e G S, B LUSE AM O R Log off
Disconnect,
Reconnect
About
Close
* Left click on Open Connection Centre * Right click on Connection Centre

from the list of options offered

F Program Neighborhood Connection Center.
ICA, ti & )
SIS Bt FA Client File Security P§|
i} @%ULBTDACPSW Q@mmw 1 . -
B 04515 Admin [33021] - \\Remate, 12€ Eull Screen cITR!x
Properties Server applications currently have the selected
lewel of access to local client files. To change
Logaff this, select a different level and click OK.
File Security | Access level
| " Mo Access
Luadio Security R
Scanner Security Dia pou want to be asked again?
™ Always azk me
Application " _Masearask-rra~again for this site
* Mever ask me again
< ¥
1 Server uzed. 1 Remaote Applications Help Cancel
3. Left click on File Security 4. Operators should have Full Access

and Never ask me again

In cases where the access level has to be continually set up after following steps above, the
Regional team should be contacted and so they can organise to set up the workstations so that the
user is given full access.

Enabling Full Access
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Screen Colours - OASIS

A new system function has been added to allow for personal screen colour selection within OASIS.
Different colours can be selected for OASIS Menu, OASIS Sub Module menus or both.

From the OASIS Main Menu Page 2:
1. Select option L2 System Parameters

2. Select E3 Set

OASIS - System Parameters Version 262708t

SYSTEM FILES
sacurity

SCREEN CODES
Monochrome
Colour

Set

SYSTEM CONTROLS
Rebuild

SELECT OPTION <QU> to EXit

The following Screen will be displayed:-

[ DASKS Aedlear [590%1 100 x]
=<Fl> for Help SCREEN COLOURS MAINTEMNANCE i

<Mrenu  M<0>dules  <Lxibrary Enquiry <Escx>

There are 3 options to select from - <M>enu, M<O>dules, <L>ibrary Enquiry.

OASIS Screen Colours
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<M>enu will allow an operator to select a colour scheme for the main OASIS Menus.

M<O>dules will allow an operator to select a colour scheme for the OASIS (sub menus) Modules.

<L>ibrary Enquiry will allow an operator to select a colour scheme for all OASIS Enquiry users

As an example we will change the screen colour for OASIS Modules.

3. Select M<O>dule and the following screen will be displayed:-

<Fl> for Help

SCREEN COLOURS MAINTEMAMCE

TOP OF SCREEM
MENL HEADIMNG

Al Options On Menus - 1
AZ HighTlight Coalour.

A3 Aanother Menu Option
other Input Fields Text

(LInput Colour))

UNCTIO
KEYS

BLIMK

BOTTOM OF SCREEM

<C>0py <M>odi

4. Use the Arrow up (1) or down (4) to move the pointer to display the different colour schemes

which can be selected

5. Press [Enter] on the desired colour scheme (This will change the colour scheme for the OASIS

Modules)

6. <ESC> back to the previous Menu

7. <QU> to exit back to the Main Menu

Y To change the colour scheme for the main OASIS Menus or all OASIS Enquiry users

& =% repeat these steps after selecting the appropriate option.

OASIS Screen Colours
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Thin Client Connect

O1 Thin Client Connect

A new system function has been incorporated within the OASIS Thin Client System to allow the
System Administrator to view and manage the Citrix connections for you OASIS Application.

From the OASIS Main Menu Page 2:

= Select O1 Thin Client Connect.

A “User Management” screen similar to the following will display all of the staff in your
school that are currently connected to the OASIS system via Thin Client.

The display has two Columns; “Inactivity” and “User Name”.

=& User Management

A Cancel L Refresh

=]

Log off selected users

Inactivity

x | Uszer Mame |

£ 0k00m

& oh15m

Dizconnected

Idle

Active

a

teststaff. 001

teststaff. 004

teststaff. 005
teststaff. 002

| Inactivity

| The “Inactivity” Column has three possible states for a user; Active, Idle and

Disconnected. In the example above Teststaff.005 and Teststaff.002 are Active; Teststaff.004 is
idle and Teststaff.001 is disconnected.

UserName  The “Username” column will display the name of the user logged into Thin Client. The
name is the user name that you logged into via Portal. In the case of Kiosk account the Kiosk user
name will be displayed.

Active

d teststafl 005

& teststalf. 002
Idle

£ 0 15m beststalf 004

Dizconnected

£ Oke00m

teststalf 007

Active: Shows the users that are currently connected to OASIS
and actively using OASIS.

Idle: Shows all the users that are currently logged into OASIS but are
not using OASIS.

Disconnected: Show all the users that are logged into OASIS but for
some reason have been disconnected from the Thin Client Environment
at St Leonard’s, i.e The system has a session open for the user at St

Leonards but the Client at the school has been disconnected. This could be caused by a number of reasons;
loss of Network connection, loss of power, someone not logging out of OASIS correctly.

Thin Client Connect
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User Management Options

. & Cancel Cancel: Closes the User Management Display

U Refresh Refresh: Selecting Refresh will check the system for the status of all
users connected to your OASIS system.

Jelogoff selected users T gg0ff Selected Users:  This option allows the System Administrator to

highlight a user and log them off the OASIS
Thin Client System.

Do not Log off Active or Idle users that are currently running operation sessions in QASIS.

??? When can | log-off a User from OASIS Thin Client?

1) Users who are disconnected and cannot reconnect to their session using the reconnect
button on “My OASIS’ web page.

2) An Active or Idle user that has a “hung session’.

Example

28 Usor Management =1olx|

noCapeel I Refresh | Jia Log off selected users

| nactivity | |zer Mame |

Dizconnected

b3 0:00m teststaff. 001
Idle

8 0h15m teststaff.004
Active

a teststaff. 005

& teststalf.002

In the example above teststaff.001 has been highlighted by moving the mouse pointer to that user
and right clicking the mouse button. To deselect the user, move the mouse pointer to an area on the
screen that is not another user and right click the mouse button.

Thin Client Connect
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e‘ Ensure all other users in this area of OASIS e.g. Admin, are at the main OASIS
menu. Logging out a session while other operators are in modules can have
detrimental effects on school data and/or cause a data recovery including data loss.

After right clicking on the user, a “Log Off selected users “button will become active.

<k Log off selected users

Left click on the “Log Off selected users “button and the following message will be displayed:-

x

3 Are you sure you want to log off the user "teststaff,001"7 (Selecti ng “Cancel” W| I I
| terminate the process)

T Cancel

Select “OK” to log the selected user off the OASIS Thin Client System.

The “User Management” screen, as displayed below, shows the user teststaff.001 has now been
logged off.

¥ User Management ;lglil

- moCapeel L) Refresh e, Log of f selected users

| nactivity | |zer Mame |
Active

a testataff 005

2 teststaff. 004

2 teststaff.002

Thin Client Connect
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In some circumstances users can lose their connection with the OASIS servers. In this
case, the session can still be active on the server, but the school user is unable to access
the session. The presentation to the user will be a hung screen in a module or a hung
Print to Screen job.

A

s

=

»

Check that there is a response from the keyboard i.e. that the session is blue and

active as illustrated below /
_|=] x|

Dept. Education & Training

HII I 11}
0ASIS Word

Relief Management
Census Validation
Back-to-School

C? Logout
C3 Change Operator

i B LT Bl LIT B aMIH v 112
E1 Schoo nformation
E? Student and Staff
E3 Student Assessment
E4 Timetable

E% Timetable Management
0ASTS Library

urchases/Fayments
Student Controls
Cash Register
Reports/fSetup
Finance Archive Util

g1
F1 He51gn Reports

FZ Run Reports
Fi Standard Reports

ahMTH 0 iH |
I1 Student Transter

12 eStudent

Finance Utilities
Planning Utilities
Orderlink

Note that a grey bar at the top of the window means the window is inactive as

illustrated below. \

11/02/0F Ver 2006.30

-0l x|

Dept. Education & Training

OASTS  HEHU

HD 1
OASIS Word

Relief Management
Census Validation
Back-to-5chool

G2 Logout
C3 Change Operator

A H LG HG LT H aMIH Y 12

E1 Schoo nformation

urchases/Fayments
Student Controls
Cash Register

ReportsfSetup
Finance Archive Util

Finance Utilities
Planning Utilities
Orderlink

E? Student and Staff

E3 Student Assessment
E4 Timetable

E% Timetable Management

BPPOL
F1 “351gn Reports

F2 Run Reports
F& Standard Reports
||?|

I1 Student
I? eStudent

1T 1
ranster

The OASIS window can be activated by clicking with the mouse inside the menu.
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Cash Registers

Setting up a Cash Register

The Cash Register must be turned on and attached to the workstation.
To install the Cash Register Driver:

Click on Start on the Task Bar

Go to Control Panel

Double click the Printers and Faxes

On the left pane Printer Tasks click on Add a printer

& Printers and Faxes

Eile Edit VMew Favorites Tools  Help

Q- © 2 LI

Aiddress |5 Printers and Faxes

I - B Iy B B =
| Printer Tasks ‘,é ‘\\:é ‘;:é _5‘1” =} :;2 g g 2.‘.
Generic f Text HP CLJZ840  HP CL1Z840  HP LaserJet 15011P4 on 1501 on ITLOSE on

Only PCLE-Bl.. PCL6-Bl.. M3035MFP ... ITFPRM1 | ITFPRML

5] See what's printing

=, R j | ™ 1
Select printing = Pt p -
I oo e H 8 B B
i3 Pause printing ITL0400n Kyocera Microsoft Metgear HP

R 5 thie it ITFPRML  F5-CSO02SM KX Office Doc... Laserdet 22...
(=

W Delete this printer
&3 Set printer properties

See Also

@ Go ko manufacturer's
Wweb site:

Other Places

B Control Panel
Sy, Scanners and Cameras
(23 My Documents

12} Py Pickures
i My Computer

Status: Ready Documents: O Location: Unit 11, Level 2

In following screen:
e Select Local printer attached to this (NB: Cash Register must be a local printer )

e Untick ‘Automatically detect and install my Plug and Play printer’

Add Printer Wizard

Local or Network Printer
The wizard needsz to know which tppe of printer ta zet up.

S&lect the option that describes the prirfersou want to use:

oig and Play prinker

() A nebwork printer, or g pnnter attached to another computer

i To zet up a netwark printer that iz not attached ta a print server,
\‘) uze the “Local printer'’ option.

[M Mest = I [ Cancel ]

e Select Next

Setting up a Cash Register
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In the following screen select ‘Use the following port:” then select Next

Add Printer Wizard

Select a Printer Port

Computers communicate with printers through ports. [Qa—’

rew port.

(#) Use the following port: | [IEERE [Recommendead Printer Port)

MHate: Most computers use the LPT1: port to communicate with a local printer.
The connector for thiz port should look zomething like this:

+

B
- (=
e

(") Create a new part;

¢ Back ” ﬂe:-:t>']l Cancel

In the following screen select ‘Generic:” in the left hand pane and select
‘Generic / Text Only” in the right hand pane then select Next

Add Printer Wizard

Install Pri
The manufacturer

nd model determineg which printer sofbware to uze.

Belect the manufacturer and model of your printer, 1F your printer came with an installation
dizk, click Have Disk. [Pyour printer is naot lizted, consult vour printer documentation for
compatible printer zoftwars,

M arufacturer # | Printe ~

Fuijitsu G eneric / Text O rily

EEE ) | | ¥ Generic IBM Graphics Spin

G:zﬂﬁer .:N" Fenernic !BM Graphics‘t Jpin wide —

Hewlett-Packard . J b5 Publizher Colar Printer 3
£ iz driver is digitally signed. Windows Update Have Digk. .
[EF This driver iz digitally sighed Windows Upd Have Digk,

Tell me why driver signing is imporkant

[ <Eack/u Mewt » ]l Cancel ]

Select Next

Setting up a Cash Register
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¢ Inthe following screen select ‘Keep existing driver:” then select Next

Add Printer Wizard

Use Existing Dnver
A driver iz already installg
driver.

f for thiz printer. ¥ou can use or replace the existing

Genenc / Textdnly

ant to keep the existing driver or uze the new one?

(®)feep existing drjver (recommended}

() Beplace existing driver

< Back ” ﬂe:-:t; ]’ Cancel

e Inthe following screen accept the default printer name and select NO for default printer.

Add Printer Wizard

Mame Your Printer
You muzt 3ssign a name ta thiz printer.

Type a name for thiz printer. Begause some programsdt not suppart printer and server
name combinations of more thak 31 characters, it best to keep the name as short az
pozszible.

Printer name:

‘ Generic / Text Only

Do you want to useAhis printer az the default printer?

Oe
(&) Mg

[ <Emk/u—vﬂext> ]l Cancel

e Select Next

Setting up a Cash Register
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¢ In the following screen select ‘Do not share this printer’ then select Next

Add Printer Wizard

Printer Sharing ‘{4

Y'ou can share this printer with other network, uzers. '::'9

(®Da nat share this prinkes

{7 Share name: / |

< Back ” Mest ¥ Cancel

¢ Inthe following screen select “No — to print test page’ and select Next

Print Test Page
To confirm that the prirger is installed propery, you can print a test page.

< Back ][ Next>*][ Cancel

Setting up a Cash Register
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e In the following screen select Finished

Add Printer Wizard

Wizard

You have successt

“'ou gpecified the follpwing printer zettings:

£ Text Onlby
<Mot Shared:

Marne:
Share narne:
Part:
tdodel: Generic ¢ Text Only
Drefault: Mo
Test page:

To cloge thiz wizard, click Finish.

Completing the Add Printer

lly completed the Add Printer YWWizard.

<Back || Finish

i [ Cancel

Notes:

Setting up a Cash Register
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Configuring Cash Register Printers

1. Log onto OASIS via DET Portal.
2. Select D4 Reports Setup
3. Press Enter on 01 General Account

4. Select L4 Cash Register Printer

SYSTEM UTILITIES
L1 Rebuild

L2 Parameters
L3
L4 Cash Register Printer

5. The Cash Register Printer Configuration screen (similar to the one below) will appear. Delete the Printer
Name and press Enter

01 <F1l> for Help CASH REGISTER PRINTER

6. The following screen is displayed. Arrow down to Cash Register 1 or Cash Register 2 and press Enter
(there is a guide at the end of this section to help you choose which one ypu will need to select for your receipt
printer)

01 <Fl> for Help CASH REGISTER PRINTER

Printer connection:
Paper /Type:
] options:

A
[ Printer Name
o ——————————

Configuring Cash Register Printers
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7. The Printer Name ‘CASHREGISTER 1 or CASHREGISTER 2’ will appear next to Printer Name:

3y 0
01 <Fl> for Help CASH REGISTER PRINTER

8. Press ESC to return back to Reports\Setup menu

9. Select QU to return to OASIS menu

Testing the Cash Register Printer

1. Select D3 Cash Register
2. Select F2 Receipts

3. Select F9 Test Print

—\ Which Receipt Printer to choose?
x

-

—== The following options are a guide only. If the receipt printer does not work properly after selecting the option
below, log a Help Desk call.

Receipt Printer Model Select:
Citizen CBM100 (Thermal) Cash Register 1
Citizen IDP3221 (Thermal) Cash Register 1
Citizen IDP3540 Cash Register 2
Citizen IDP3550 Cash Register 2
Star Receipt Printers (Dot Matrix) Cash Register 2
Epson Receipt Printers (Dot Matrix) Cash Register 2
Epson Model M188A Cash Register 1

=1 Receipts not printing correctly? eg. too short / too wide
PR
L'; _ . o
e The printer codes will need to be modified. Log a Help Desk call.

Configuring Cash Register Printers
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Printer Driver Update (M3)

A range of Cash Register Printer drivers has been added to enable updating of the default file or
Cash Register printer drivers if driver corruption occurs. This eliminates the need for the drivers to
be modified in L3 System Maintenance.

From the OASIS Main Menu Page 2:

1. Select option M3 — A screen similar to the one below will be displayed.

Update Printer Driver

1 FILE
2 PRINTER
3 CASHREGISTERL

4 CASHREGISTER2

Select The Driver to Update <ESC>

2. Arrow down () to select the driver to be updated (eg. Cash Register 1 or Cash Register 2)

Update CASHREGISTER2 Driver

1 CASH Citizen IDP3550

3 CASH Citizen Receipt Printre IDP 3540 Cash Drawer

4 CASH Star Receipt Printers (Dot Matrix)

5 CASH Star Receipt Printers (Dot Matrix) with Cash Drawer
6 CASH Star Receipt Printers SP models

7 CASH Star Receipt Printers SP models with Cash Drawer

& CASH Epson Receipt Printers (Dot Matrix)

9 CASH Epson Receipt Printers (Dot Matrix) with Cash Drawer

Select The Driver to Update <ESC>

/
3. Arrow up (1) or down ({) until the required cash register driver is highlighted
4. Press <Enter>,
Press <Enter> again.

Cash Register Printer Drivers
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Correcting Passwords for Kiosk Machines / Thin Client
Devices

Correcting incorrect username and password in Citrix Client.

1. Right Mouse click on the Citrix icon that is located in the system
the bottom right hand side of the computer

tray at

2. Select Properties

3. Asimilar screen to this will appear.

4. Remove the tick from Save Password

5. Click Apply then OK to close the screen

6. Double Click on the Citrix Icon in the system tray

7. The Citrix Login screen similar to the one below will appear

FA Program Neighborhood Agent Logon E‘

CITRIX Program

8. i?e-enter Username NeighborhOOd
\ Agent
|
9,

Re-enter Password M
\ Uzername: ﬁCT.42851 D@omsis
m xxxxxxxx

10. Click on Save Password \ Domain [
™ Save Passwaord

Cancel
|

{ 1 Ifyou have any problems with logging into OASIS on a Kiosk Machine, or if the Icon does not appear
&

;" on the Desktop, log a Help Desk call with IT Support (go to the Help Section for more information)

Correcting Passwords for Kiosk Machines
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A

. .-
=

»

— Password Entry Screen

By typing EXIT or QUIT at the password prompt you will end the OASIS session.

—

=4 Change Operator Screen

T—

If a user selects C3 Change Operator but does not enter a password at the password entry screen within
approx 1 minute, the system will automatically logout the original user.

AN
¢

Multiple Launches

When a user clicks on the OASIS icon for their school in the Applications box, an instance of
OASIS will be launched. Some users may click multiple times, and each one will create an
instance of OASIS.

If an OASIS session has been launched and either of the following screens is left untouched, the system will
automatically log off the session after approx 1 minute.

= School News messages — esc isn’t pressed
= OASIS Password entry screen — a password isn’t entered

r \
(; .- x
~ Recoveries

If your OASIS system prompts for a recovery accept YES. Check to see how may unrecoverable errors
there will be before continuing.

= |f there are less than 100 unrecoverable errors, continue with the recovery
= If there are more than 100 unrecoverable errors, log a help desk call so that your data can
be checked before a decision to continue with the recovery is made

Ensure that all users return to the OASIS Main Menu at the same time regularly throughout the day to save
their work to the log file. By doing this there is less chance that there will be loss of data in the event of a
recovery.

*** If in doubt or unsure of what to do, Log a Help Desk call for assistance (see Help Section).

System Maintenance - Misc
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A

=

If a user’s session is lost, by clicking on the Reconnect button the session will be found again.

Reconnecting to OASIS

C
('. CP x N .
! —  Finance Archive Account

If you are experiencing problems accessing or running reports within the Archive Account, a rebuild in
D4/L1 (Archive Account) is strongly recommended before logging a help desk call. If you remove or restore
an Archive Account, data will not be available to view until a rebuild in the Archive Account has been
performed.

—

AN
b Palm Tree Central Restore

An option in N1 - School Utilites / A - Refresh OASIS Tutorial Files from MASTER Tutorial is available for
you to restore Palm Tree Central data as required.

—.
> Backup Checks

Each morning when you log into OASIS, check that the message to say that the nightly backup was
successful. If this message is not displayed, go into L3 System Maintenance - G2 transactions and check
to see when the last successful backup was done. If no backup is displayed for the previous night, do a K1
backup immediately.

—.
5 Viewing Batches

The practice of viewing Batches has not changed — only the method (print preview). This is still an essential
part of processing financial transactions.

—

5 Report Generator Reports

SAMPLE Reports in Report Generator have been updated and modified to work with OASIS Thin Client.

USER Reports may not work correctly and may need to be modified by the school

System Maintenance - Misc
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Additional

Information

Additional Information
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Additional Information

Back To School Overview

e Modification in OASIS now allows the transfer of valid data for Back to School directly
to HPA (Hermes’ Precisa Pty Ltd)

e The A5/E5 Menu now has an option to electronically transfer the data to HPA via an
FTP (File Transfer Protocol) data link

e An acknowledgement will be displayed after the successful transfer of the data

e OASIS will allow you to print the Back to School Principal’s Authorisation Form which
needs to be signed by the Principal and then faxed to 02 9311-9916

e A User Guide with up-to-date operating instructions can be found on the School
Systems website:

& https://detwww.det.nsw.edu.au/it/schoolsystems/index.htm
& QOASIS Thin Client Pilot

< Documents

& Back to School (under Admin heading)

Messaging Between Users

Messaging between users is operational on the OASIS system. Messages can be sent across the
network to other users on the OASIS system you are accessing by selecting - N3 Send Message
(OASIS Menu 3). A dialogue box will be displayed show all the users logged into OASIS. By
default all the users will be selected.

Send OASIS Message _ (O] x|
Send to: Mezzage to zend;
v teststaff.031 ToAll DASIS Users,
v teststaff. 027
W teststaff.098 The system ......|

LCancel | (] |

\

You are able to Select and Deselect users to whom you wish to send the message by clicking on the
users. If the checkbox is ticked the user is selected to receive the message. Type your message and
click the Ok button to forward the message to all selected users.

Back to School Overview & Messaging Between Users
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Changing DET Portal Password

Login to the Portal with current DET user name and password.

1. To access Portal type https://portal.det.nsw.edu.au in the Address bar

@Eﬂack . > \ﬂ \ELl _:‘1 /'._\’Search :j:«“ Favorites &)

Address | ktps:/fportal.det.new. edu.au

The following login screen will be displayed.

=
. Portal hel
Portal login page &
Login Online help
The_ NSW .Depar.‘trnent 7 (= Ty R Username (&.0. jane.citizen) Accass online help rmaterials for
Training (including TAFE) portal allows | | partal "how to" and troubleshaating
staff and students to access: information,
Password
The Internet, Intranets and ermail
from anywhere, | |
Appropriate applications, services _ _
and information.
Forgotten usernarne /
password?

2. Enter your DET Username (e.g. jane.citizen) and Password to access the DET Enterprise Portal.
=)

Portal help

Portal login page
Login Online help

The NEW Department of Edytation and Access online help materials for

) | portal "how ta" and troubleshaoting
inforrnation.

Usernare (e.q. jane.citizen)

|jane.cit\zen

Password /

The Internet, Intranets an
fram anywhere.

Appropriate applications, services
and information,

password?

3. Click on the LOG ON button.

Changing Portal Password
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4. The following Acceptable Usage Policy will be displayed. Click on I accept

Logged in as Brian LINTO) Logout

Acceptable Usage Policy

The Department monitors use of &-mail and DET online systems

Using e-mail and DET online systems to seek out, access or send any material of an offensive, ohscene,
pornographic, threatening, abusive or defamatory naturs is prohibited and may result in disciplinary action
Fote: if you receive:

®  offensive material, notify your manager who wil assess the material and take appropriste action,

s unzolicite:
your emai

o] aclvertizsing material from an unknown source, delete it without replying or attempting to remove
il address from any mailing list, because replying may generate more unsolicited materisl,

&  other inappropriste material from an unknown source, advise the sender that you do not wish to receive
mterial of that type

Further information i= available in the school and TAFE Internet services acceptable usage policies

By proceeding beyvond this point, you are indicating yvour agreement to follow up the department’s

policies in this r.

egard.

5. Select My profile tab. The following screen will be displayed:

My portal

My applications My websites

Change My

DET User ID Password

Change/Create My Secret Question and Answer

¥iew/Update My Personal Attributes

¥iew My Roles

My Profile Help

6. Select Change My DET User ID Password

Changing Portal Password
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The following screen will be displayed:

3 My Portal - Microsoft Internet Explorer (ST
I
o

Ble Edt View Favorites Tooks Help
Qoak - © - [8) @ € POsearch SrPavoriees €@ -2 w0 - | JIED B
&) haps: /iportal st det rew.edu.auportafpage?_pageid=38, 1,38 362558 _dad=portalf_schemas=PORTALBacton=changePassword ~ B

Logged in &5 Test Stalf 050 Legout

typortol | Hyapplications | My mebsites m

To change your DET User 10 Password, please fill in the form below.

Change My BET User 1D

Existing Password: |

Mew Password:

My Profile Hele Cantirm Passwaord d:

Submil | [ Clear
WARNING! Changing your DLT User ID Password will also change the following passwords:

* ¥our Metwork User ID Password for the “statf” dom.ain
1f your desktop operating system Is other than Hs Windaws XP, you ulll need
Io log nu: and then log back into your desktop with your new password
s Seruices B e

Wk pplicable ta you).
ovell Bieectory

I applicabile bo you).

v

IMPORTANT:
Fease note that changing your Netwark User 10 Password an your deskiop sutside
the DET Enterprise Portal will NOT automatically change your DET User 1D Password.
S0 to keep your Fasswords synchronised, you should always change your DET
User 1D Password in the DLT Enterprise Fortall

HINT: ¥ou should use letters andfor numbers and for special keyboard characters.
Preferably all three for greater security.

DET Password Policy:

® Minimum length is & characters

* Mawimum length is 32 characters

+ Mised cases are allowed and encouraged

- nlnl!anum:m:s are allw:d und en:eur«"gm‘ld 1
v encasraged

* Special keyhe
® Hullsfblanks a

Cancal | cgck this button to cancel current operstion. i

& SdLocal ntranet

/
7. Read the notes below the password change screen.

1y profile

8.
To change your DET User ID Password, please fill in the form hi’/ your eXiSting DET Portal
Existing Password: paSSWOfd.

New Password:

Confirm Password:

= Your\Network User ID Password for the "staff' domain.
If you\ desktop operating system is other than M5 Windows XP, you will need

Your Wek Services Password (if applicable to you).
Your Novd|l Directory Password (if applicable to you).

11. Select the Submit button to make the change.

12. Close Internet Explorer.
13. Re-launch Internet Explorer and login back into the Portal with your DET User ID and new

password.

= enter your password.

In Existing Password: type

In New Password: type a
new password that meets the
standard mentioned.

. In Confirm Password: type
to log opt and then log back into your desktop with your new password. the new paSSWOrd again.

i/ . \ The new password may not take affect immediately and you may need to wait 5 minutes and re-

= % Your Network User ID Password, Your Portal Password, Your Novell Directory Password (if applicable

to you)

E % Changing your DET User ID Password at the DET Staff Portal will also change the following passwords:
/ -

IMPORTANT: Please note that changing your Network User ID Password on your desktop outside the DET
Staff Portal will NOT automatically change your DET User ID Password. So to keep your Password

synchronised, you should always change your DET User ID Password in the DET Staff Portal!

Changing Portal Password
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Emails & Attachments

Files can now be saved from OASIS and sent as attachments to emails. The following
information is a guide as to how to find users and how to attach files. More detailed
information can be found at the following web address:

http://www.westernsydney.sreg.education.nsw.gov.au/email hints.html

Learning Technologies

Western Sydrey Region

Home K12 ICT Skills Teacher Rs Palicies Email Hints

Email Hints

Early Stage One

These POF files can be downloaded and used with staff and students to encourage the use of
ernatling features. These task sheets meet various reading outcornes.

Stage One
Stage Two

Stage Three
Sending an Ernail

Distribution Lists
Calendar

DET Ernail Quick Hints
Email Rules

Stage Four
Stage Five
Stage Six

Creating a Signature
Attachments

Using the Options
Read Receipt

PowerPoint Presentations
Email Features
Sending Email

Recefing Email

Finding a User’s Email Address:

There are 2 types of email addresses.
There is the ‘education’ email account which most SASS & Teaching staff has,

eg. John.smith@education.nsw.gov.au

and there is the ‘corporate’ email account which most Principals and DET Support staff have,

eg. John.smith@det.nsw.edu.au

If you need to find a person’s email address, type their name in either of the following ways:
Lastname, firstname OR firstname lastname

then click on the ‘check names’ icon.

=send| ol A | & v 4 @\P" ¢4 |2 options... | @) Help

Emails & Attachments
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~ 1 Ifthe name appears underlined in BLACK then the person has been found. If the name
c’;," appears underlined in RED then the person has not been found.

) |
|

Subject:
|Norma| #l Al.ﬂrial V..||1EI Vl A B I U

= 1= =
= =

il
il

R R

]

LA
i

) ;\‘ More detailed instructions on how to find a person’s email address can be found by clicking on
& "=~ the following link:

http://www.westernsydney.sreg.education.nsw.gov.au/Documents/gal.pdf

Attaching Files to Emails:

1. To add an attachment to an email click on the Attachments button

‘2 Untitled -- Message - Microsoft Internet Explorer

.—.
1=
=
e

JCHM SMITH

—— |
o | |

Subject: | |
Attachrments:

|Nu:urma| ¥| Al.ﬂ.rial V_'”ll:l \"| A B I U

e

= i? + T Md

Tl
il
11

]

) = =
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2. Click on the Browse button to find the file you want to attach

‘A Attachments -- Web Page bizlog

Choose a file to attach:

| \h Browse. .. J

Add the file ko the list

Current file attachments

Remove

Close

3. Navigate to the required file and click on Open (in the example below the file HOW TO — Backups will
be selected)

Choose file

Loak, i | |E| My Documents

My Daka Sources
My Music

My Fecent (4 [y Pictures
Documents i

ty Computer

My Metwark.  File name: | ;I \ Opetr |
Places
Filez af type: |,-'i'-,|| Files [*.7] LI Cancel |
A

Emails & Attachments
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4. The file will now be displayed in “‘Choose a file to attach:” Click on the Attach button.

‘3 Attachments -- Web Page Dialog

Choose a file to attach: .
IC:\Documents and Settings |y Documents\HOW TO - Backups.doc [ Braowse.] |

Add the file to the list

Aktach
Current file attachments

Femove

Close

5. The selected file will now be displayed in ‘Current file attachments’.

2 Attachments -- Web Page Dialog

-@ Help
Choose a file to attach:
| |[ Browsze. . ]
Add the filetothelist
Akkach
Current file attachments
] D HOW TO - Backups.doc Remaye

; Close

6. When you have finished attaching files click on the Close button. Note — you can attach more than one
file to an email. To do this repeat steps 2 to 4.

Emails & Attachments
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7. The attached file will now be displayed next to ‘Attachments’.

—— |
Ce | N |

Subject: | |
/4
attachments: || 1 pow TO - Backups. docf 383KE)
Mormal v | A | arisl v/l 10 v|&\5\r u

Wl =
H i— €=

ifand =
= =

]

il

En
i

T T

i

8. Type your message in the body of the email then click Send

) ‘;‘g If the selected file is not displayed next to repeat steps 1-4 above as you may have
¢ =4 forgotten to click on the button in Step 4.

Emails & Attachments
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Taking a Snapshot of the Screen

To take a “snapshot / screen dump’ of the information on your screen follow the steps below.

1. To take a snapshot of the ENTIRE screen:
e

- o]

Hold down the CTRL key and press
the ‘Print Screen’ key

— Paste snapshot into Word
Document or Notepad

Account - <Fxind  <A>

in 18 cd i
e v T g Ve T AT A [ | ) gt G | O ey . ) it [ERE e

Hold down the Alt key and press the
‘Print Screen’ key

— Paste snapshot into Word
Document or Notepad

Account - <F>ind <A

Taking a Snapshot of the Screen
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Transferring Files

There may be times when you may wish to transfer files either from or to the folders on the K: drive
of the OASIS system.

As an example, there is a document on the local hard drive called ABSENTEE NOTICE.dot. This
document needs to be transferred to the Admin folder on the K: drive.

& C:\Absence Motices
L) Back - ‘J:r p Search Folders Elv

fddress |5 CiiAabsence Maotices

. [
File and Folder Tasks =

: — ABSEMTEE
Iim Rename khis File NOTICE. dat

_ﬁ- Miove this File
[ Copy this file

r "im Please note: If you are transferring files from/to a memory stick, it must be
&=

. Inserted into the workstation before clicking on the OASIS link in the Portal.

1. Log into OASIS as normal . The example below has been logged into OASIS Admin.

2. From the OASIS Menu 2 select Option J2 — Explorer.
o) =10 x|

29/05/07 ver 2007.04 QASIS MENU - 2 . Education & Training

ANCE BACKUP UTILITIES ADMINISTRATOR ONL
J1 Notepad Data Backup Update system

|| 32 Explorer sSystem Parameters
J3 0Oasis News CTR Utility System Maintenance

Initiate Recovery

M1 Printers school Utilities

OASIS Update
Send Message Keyboard Inactivity
Initialise Operators Maintenance Utils.

SYSTEM UTILITIES
Ql system Check
Q2 Rebuild Data

Select Option OR <Pgdn:>

Transferring Files
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A screen similar to the one below will be displayed.

: Word on 'oasisuat. detuat.winwasisdatat9% 9129921 W dmin’ (Kf:]

_ o] x|
File Edt ‘iew Tools Help | -
;\_) Back - -\_,J - L.@ /’__j Search i Folders = k7 x n ‘ v
. Add el ~| By
Window 1 ress [ 5
K: drive 0 0o o o B b b
LEARM LIBRARY  MAILMERG CFFICE CTHER. OWFILES PRINTFIL

3. Double click on the Admin folder (not the name) as this is where the file needs to be saved to.
A screen similar to the one below will be displayed)

File | Edit ‘iew  Tools

Help
QBack - \,_) - l_'ﬁ} ,..-':j Search i Folders
W'ndOYV 1 Address |5 k:\ADMIN
K: drive
MEWS

4. Repeat Step 2 by selecting OASIS option J2 — Explorer a second time. You may need to resize
the windows so you can see them both side by side.

: Word on 'oasisuat. detuat.winloasis datai99 919992 1 Widmin' [Kf:]

10| x|
Fle Edt Wiew Toos Help | o>
;\_‘)Back - \_}J - L.ﬁ; /__j Search i Folders = x g | -
Window 1 Address 3 cy adll > I
= B B © O D B
LEARN LERARY  MAILMERG  OFFICE OWFILES  FRINTFIL

5. Click on the drop down arrow next to the address bar o display the local drives.

Transferring Files
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A screen similar to the one below will be displayed.

:-: Word on 'oasisuat. detuat.winoasisdatat9 9949 9921 Whdmin® (K

File Edit Wiew Tools Help

OBack v O -

Window 1 Address |58 k)
K: drive [ Desktap

D El My Docurments

LU =% E4 on 'Client' (E:)
‘ég Weord on ‘oasisuat, dgtuat, winloasisdatal 99919992 1 Admin' (K
- C$ on 'Client’ I{'u'

I (37 X &

pﬁearch ”..-- Folders

In the example above, E$ on Client (E:) is a local mobile drive, and C$ on Client (V:) is
the local hard drive. (NOTE: In order to have access to local drives you need
administrator rights to the computer you are using)

6. Double click on C$ on Client (V:) as shown in the above example.

7. Double click on the Absence Notices folder in the next screen

= CS on 'Client’ (¥:)

File Edit Wiew Tools  Help

@Bac} - |
Window 2

V: Drive (C$) Mdres# £ Vi)

@DDD

Absence Detapps Documents
Motices and Settings

pSearch “__ Falders

The Absentee Notice document template is to be copied to the Admin folder on the K:
drive.

'™ /bsence Notices

File Edit Miew Tools  Help

Window 2 Oaack . Q .

V: Drive (C$)

pSearch [{ Folders

&ddress I[E] Wi Absence Motices

]

ABSEMTEE
MOTICE

Transferring Files
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8. With both windows open, it is possible to drag files from one window and drop the files into
the other window, or copy and paste files using the Edit/Copy then Edit/Paste option from the

Toolbar.

& Absence Motices _J_

File Edit  Yew Tools Help
@Back - I“} - iﬁ |).:.] Search [ Enlder | | k‘ I_‘_E-‘ x q ‘ 'v
Address |IE| i) Absence Motices Window 2

= V: Drive (C$)
F\BSENEE
MOTICE

File Edit Wew Tools Help

& ADMIN

@Back - @ - l@ | (Moo [F= e

I3 3 X 9|

5

Address |5 K:\ADMIN

Window 1
K: drive

MEWS

A similar process is used to transfer files to a local drive which have been saved to the K:

drive folders

The file ABSENTEE NOTICE will now appear on the K:\ADMIN drive

I& /\bsenve Notices

File Edit View Tools Help

@Back - @ - lﬁ’: |fn] Seart

| Folders | ISR X n ‘ '

Address Ilff] 'u':'l,\bsence Motices

Window 2

AESEMNTEE
NOTICE

V: Drive (C$)

File Edit Wiew Tools Help
Gz - q T windowt |2 X 9
Address |E| K1\ A0 K: drive

MNEWS ABSENTEE

MOTICE

Transferring Files
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Exiting the Narrator Program

Some users accidentally press the Windows key and the letter U together which activates
a speech program called ‘Narrator’. The 2 screens below appear on the user’s screen.

Utility Manager
=
T~ 7’ Marrator
Magnifier iz nat running
Marratar iz running ) )
On-Sereen Keyboard is not unning Marrator can read aloud menu commands, dialog box

options and mare.

Announce events on screen

Options for Magnifier Fead wped characters

Stop [] Move mouze pointer to the active item

[ Start automatically when | Jog in [] Start Marrator minimized
[] Start automatically when | lock my desktop
Start automatically when Utiity Manager starts [ HE||:I J [ Yoice J [ E wit J

[ Help J [ 0k J [ Cancel J

To “turn off” Narrator do the following:

1. Select Start > Programs > Accessories > Accessibility - Narrator

Deborah A Took  lek Trpe 8 questonfor bel =K
e ¥ P 0% |
Intermet LN s i i — BE-lEE -
intemes Soplorer | ] e e Ducuemere
5] Emai i Open Ofiee Docuert
] Tontt 8165 Ol @ oo oo e i N T =
Micrenolt Ditice | g
Frontiage 2003
i ] Acosss (M
|2 coevtator - :
[3] roso et ] 8 e
I Irderiidon WD »
Eﬂnmmﬂ 0 tebertdon WDV Cinakor 3+ () St Took
) amen w0 adress Book.
ﬁm” @) Mcrcsolt dffice o B coiser
) Merosoft Sudent ol B Command Frompt
dkarﬂrmh?.ﬂ ) oo sl B o
- C AT . bt
@ﬁmﬂ"’“ﬁ @ o< v
0 o vl W Frograe Compatiley wizard
g)m.a.. 0 sensie ]9 wrdvenk
M menp & Tow Windes
@wvmuser I Svmankes Cherk Seouriy * f§ £ wndoss Explorer
) Tucpant vl 2 wordbad
@“*"M Tl Adoka Rasder 7.0
@ rosre Dplesr
W narrwrng Buonetinti fon Seucterte.
o Mosmele Ausidaren
(D Wirckours HedSa Player
B Windows Move Maber

TSN & sompoameirin
lsace (6]
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2. Remove the ticks from the following options:

* Announce System Events and the Read Typed Characters

A LIE

Marrator can read aloud menu commands, dialog box Marratar can read aloud menu commands, dialog box

opti :
< Announce events on sCeen
Fiead typed characters

[ ] Annaunce events on screen

N

Read typed characters

[ ] Move mouse painter o the active iem [ ] Move mouse pointer to the active item
[ ] Start Marrator minimized [] Start Marratar minimized
[ Help ] [ Waice. ., ] [ E xit ] [ Help ] [ Yaice... ] [ Exit

3. Click ok then exit

When this program is turned on it can cause problems in OASIS when a user
is trying to enter QU or C2. It prevents the user from entering the second
character of the command. This can also be overcome by holding down
either the Ctrl or Alt key while pressing the second character of the
command.

Exiting Narrator
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Help |
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i,

?
@ Help

Quickfixes = Whatcan 1 doif? ...............

Problem

| have no OASIS Link in the Portal

| get asked if I want to save the file
‘launch.ica’

(indicates that the OASIS Thin Client for 32-bit
Windows file is not installed on the computer)

When | click on the OASIS icon | get a
‘Welcome Screen’ prompting me to log
in with a ‘username’ and ‘password’

I have no school folders in My
Applications box

| keep getting the Citrix Security Login
Access Screen

OASIS doesn’t load when I click on the
school icon

Try these steps

(if the 1% option doesn’t work then try the next option etc...)

Check with the Principal to see you have been ticked in
AMU

Download and save the form from the School Systems
Website - https://detwww.det.nsw.edu.au/it/schoolsystems/
Type in the required information, resave the form and send
the form as an attachment from the Principal’s email
account to the email address on the form

Log a Help Desk Call

Say No. Go to My Applications in the Portal, click on the
OASIS link and then click on the link down the bottom of
the OASIS Applications page called:

2 0ASIS Thin Client for 32-hit Windows

This will install the Client onto the computer you are using.

** NB: You need to have Admin rights to the computer to be

able to successfully install the 32-bit Client

Change your Portal DET User ID Password in My Profile
Do not change your Password from outside of Portal as it
will not synchronise with OASIS. Go to School Systems
Website for detailed instructions.

Log a Help Desk Call

Click on the refresh icon ——|applicatiors—»3 |, &
in the Applications box 7 '

Click on the “UP’ iconw -

the Application box
Log a Help Desk Call

Contact the Computer Co-ordinator at your school to check
you have full Admin Rights to your local computer.

There is more information on this included in this booklet
You can find more information on the School Systems
Website

Log a Help Desk call

Sometimes there may be a short delay in the Citrix Client
loading. If you keep clicking on the OASIS school icon
you will eventually get multiple launches. Check the task
bar at the bottom of the screen to check if you have more
than one OASIS session. Close down all but one session.
Make sure you are clicking on the icon, not the words
Log a Help Desk call

HELP ! Quickfixes — What Can | do If ?
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The icon on my Kiosk Machine / Thin 1. Log aHelp Desk call

Client Device has disappeared

| get a password error message when 1. Instructions on how to rectify this are included in this

trying to log onto my Kiosk Machine / booklet

Thin Client Device Log a Help Desk Call

| have forgotten my OASIS password 1. Contact the person at your school who manages OASIS to

have your password reset

| get a message to shut down OASIS 1. Log out of OASIS using the C2 Logout option from the
roperly after | click on the ‘X’ in the OASIS Main Menu

'F[JOpprigP?; hand corner Information on this is included in this booklet

My screen has disappeared 1. Check your task bar at the bottom of the screen to make

sure the session hasn’t been minimised

2. If you had not entered your OASIS password the session
has timed out.

3. Did you have a power failure?

4. Go back to your OASIS Application page in the Portal and
select Reconnect

5. Check O3 Option to see if you are still showing as logged
on

6. Try logging back in.

7. Log a Help Desk call

=

If a user doesn’t enter their password within approximately
60 seconds at the OASIS login screen, the OASIS session
times out and closes down.

2. Try logging back in

The OASIS screen disappeared after |
enter C3 change operator

When | try to type QU or C2 (examples) 1. Press Shift, Ctrl, Alt on the LH side of the keyboard, then
| get funny characters instead Alt, Ctrl, Shift on the RH side of the keyboard
2. Hold down the Shift key and press the required keys, eg
Shift QU or Shift C2
3. Hold down the Alt key and press the required keys, eg Alt
QU or Alt2
| have a Casual / Permanent staff 1. Download and save the form from School Systems Website
2. Type in the required information, resave the form and send

member who requires access to OASIS

. the form as an attachment from the Principal’s email
on a regular basis

account to the email address on the form.

HELP ! Quickfixes — What Can | do If ?
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Users won’t go back to Main Menu
when they aren’t using OASIS

The size of my screen/font is too small

| don’t like the colours of my OASIS
screen

How can I try and prevent a lot of
unrecoverable entries if my OASIS
requires a recovery?

My keyboard stopped responding

The Receipt Printer won’t stop printing

The Receipt Printer needs to be selected
each time | print a receipt?

N

Information on this is included in this booklet under
““System Check / Keyboard Activity”

You can find more information on the School Systems
Website

See sections on ‘Changing OASIS Screen Size’ & ‘Full
Screen Mode’ in this booklet

You can find additional information on the School Systems
Website

In OASIS select option L2 System Parameters, E3 Set.
Within this module you can change the colour scheme of
your OASIS.

You can find additional information on the School Systems
Website

Try and make sure EVERYONE goes back to the OASIS
Main Menu at the same time several times during the day.
Once this happens the LOG file is written, and in the event
of a recovery the log file is included. The Log file cannot
be written until ALL users are returned to the Main Menu
at the same time

If you have a disconnected session the Log File cannot be
written until it is logged off — Log a Help Desk call

Check your OASIS screen is active — make sure the top bar
is blue, not grey

Press Shift, Ctrl, Alt on the LH side of the keyboard, then
Alt, Ctrl, Shift on the RH side of the keyboard. Press a key
to see if it is responding

Check connections

Contact Computer Coordinator at your school to see if they
can resolve the issue

Log a Help Desk call

Clear buffer - hold down both printer buttons, turn off
printer then turn back on while still holding down both
printer buttons

Cancel print job through Windows

You can find more information on the School Systems
Website

From the OASIS Main Menu go to D4 / L4. Delete the
current printer name and press enter. Select the printer
required. Do a test print in D3 Cash Register.

You can find more information on the School Systems
Website

HELP ! Quickfixes — What Can | do If ?
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The Receipt Printer is slow to respond
when | select Print Receipt

The printer won’t print

| want to print Management Reports
from the Kiosk Machine / Thin Client
Device

| select print and get a message ‘no
printers installed’

The printing output from my printer is
too light / print quality not good

I get Small/Reducing Print or
Underlined Print in Posting Batches?

| want to be able to print Spine Labels?

When | select “Print Screen’ it is blank

ok w

N

wn

=

=

Check to see if the printer has been set up as a ‘Generic’
Printer in Windows

Check in D4/L4 that Cash Register 1 or Cash Register 2 is
selected

Update the printer drivers for the Receipt Printer
Information on this is included in this booklet

The printer codes may need modifying — Log a Help Desk
Call

No printers — save the file, try and rectify the printer
problem then open the file in A2 Microsoft Word and print
Select the option M2 Reprint and see if the print job is
available to reprint after you have rectified the printer
problem

Log a Help Desk Call

You MUST have a printer connected to this machine to be
able to print from it. The option for Network printing of
receipts in OASIS Thin Client is no longer available.

Save the file first and check that the printers are displaying
in Windows.

Shutdown the computer and reboot

Select the option M2 Reprint and see if the print job is
available to reprint after you have rectified the printer
problem

Log a Help Desk Call

Contact the Computer Co-ordinator at your school to
investigate possibilities for this happening

Check the printer settings in Windows.

Download the latest Printer Drivers for your printer
Log a Help Desk Call

Print Preview the file before printing. (This is a good habit
to get into as it will show you what the print job will look
like)

If there appears to be abnormal print quality, save the file
before continuing. Once you have saved the file you can
post the batch then open the file in A2 Microsoft Word and
edit the format before printing

Information on this is included in this booklet

You can find more information on the School Systems
Website

You can find more information on the School Systems
Website

Check the data in OASIS that you are requesting. This is
usually a sign that there is no corresponding data for the
request

HELP !

Quickfixes — What Can | do If ?
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| can’t save files to my thumbdrive /
memory stick as it doesn’t display in the
window

Backups — Are they still required?

| have data missing

| can’t view data or run any reports in
my Archive Account

| keep getting a window popping up

called “Narrator” and can’t QU in
OASIS

My User reports don’t print correctly —
the formatting is all wrong

I want to log a Help Desk call?

=

2.

Make sure the thumbdrive / memory stick is plugged into
the computer BEFORE clicking on the OASIS link in
Portal

Regular K1 daily backups are no longer required.

It is still advisable to do K1 Backups for SCIS Downloads
and Admin/Finance Rollovers

You can find more information on the School Systems
Website

Ensure all users are back at the OASIS Main Menu
Do Rebuilds, eg. For Admin - E1/C1, then D4/L1, then Q2
from the OASIS Main Menu

Do a rebuild in D4/L1 Archive Account, then retry viewing
the data in the Archive Account
Log a Help Desk call

Hold down the shift key and press the letter U
This window is activated when a user presses the Windows
key and the letter ‘U’ at the same time.

Information on this is included in this booklet

Modify the User report (if you are familiar with the
process)

Modify a Sample report to suit your needs and then resave
it as a User report

Use a Sample report which will give you the information
you require

When logging a call have available information such as:

Your portal login name

School Code

School Name

Full description of the problem you are having
Any error messages you are receiving

Whether the problem is in Admin or Library
Alternative contact person if you are not available

* X X X X X *

Phone 1800 338 483

HELP ! Quickfixes — What Can | do If ?
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Where to find more information

Support Documents

ON the OASIS Welcome Page there are links to:

e ‘How Tos’
e Detailed Support Documents
e School Systems Website

& My Oasis - Windows Internet Explorer

& https:f oasiswi.cltriz. det.nsw.edu. auj Citrix/Met aFrame sitsjdef alt. aspx v &
v o - B B - [heae - Gok - @@

Applications @)
& 1o @l up
Public High
School School
SmartLink Release (Rglease Date: 24/04/2008)
SmartLink is a new OASIS Wodule which facilitates the processing of smartbuy® Orders into OASIS
Finance. The SmartLink manidal is available from here. For further information regarding smartbuy® click
here.
During peak times log your OASIS Rall here. An incident will be logged and you will receive the details by
return email.
New QOASIS Thin Client users
Click here for appropriate support documewts
Tip of the week
Reconneet l [ Log o Click here for the most current and topical su, t document
For more support documen€s click HOW TO and or Detailed Support Documents. Click on School Systems >
to view the whole of the supp - e.
Check the DASIS Message Centre below for details of new updates and scheduled outages.
Contact IT Help services on 1800 238 483 for assistance by phone
I 0as1s Thin client for 32-bit Windows
v
& Intemet F 100% v

*** The School Systems Website is regularly updated ***

so it is important that you keep checking
it for new information.

Where To Find More Information — Release Notes
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Release Notes

School Systems Website Release Notes

RELEASE NOTES
Admin
E1 Schoo]l INFOrmation ..............ooovvuiiiiiiiiiiiee et e e e e V5.1
[ (o] | I O F= 1T V5.5
ES FEeS / SChOIASLIC YBAIS ..occovveiic ittt V5.5
LOOKUP TaBIES ... V5.5
E2 Student & Staff Information.................ccccuvvviiiiiiiiiiiie, V5.1
AL Family Information..........ccccooiveiieiii i V5.3, V5.4.1, V5.5
A2 Student Information (inc Related AbSence) ........cccccevevvvveieceincnnn, V5.1, V5.2, V5.3
........................................................................................................ V5.4 ,V55
A2 New Menu Option <ISNFO ..o V5.5
A2 Centrelink OPLiON .....ccviiiiice e e V5.5.1
A3 Staff INFOrmMation ......veiiiiieii e V5.5
A3 Staff Add & SEAICN ..veeviieeeee e V5.5
A3 Staff Restore Missing DetailS.........cccovveviieciiiiic e V5.5
AB Student Pre-enrolments ........ceeoiviiiiiie i V2,V4,V5.1
B4 Change of ENrOIMENT........cccoiiiiieie e V5.5
B5 ENrol Pre-ENrolmMent........cocueiiceii ittt V5.5
C2 DEfAUIE VAIUES ...ttt ettt rrae e V5.5
D3 ROl Class — StUABNES ......cocviieeiieiiie ettt V5.5
E2 Student Table Edit (inc Edit Internal Units) ........cccoeeevivevinniiniinninnnnns V5.4, V5.5
LSRR 1010 (=T 0| T TR V5.4.2, \V5.4.3
Student Attendance / ADSENCES ..........oovveiicieecee e V2, V4
11 RECOIT ADSENCES ....citeeiieieteeee et e et ee ettt e e e s e e e et e e e e e s re e e e e e e s e eaenrareees V5.2, V5.3
12 MANaQE ADSENCES ....ocvveveiiieiecie ettt V5.3
13 LoNg ADSENCE REPOIT........oiiiieiiiiisiirie e V5.2
14 Student ADSENCE ULITILY ..oc.eoveieeiieeceee e V5.2, V5.3
15 ManNage ADSENCE ......ocvveieciieie ettt V5.1, V5.2
E3 Student Assessment
E2 Copy StUAENt CIASSES.......ccuviiiiiiieieieieiseeie e V5.3
C2 Student SUMMArY ShEEt........ccccie i e V5.3
O O 1171 £ 1 1) <R V5.4
N2 Student ADSENCE REASON ......cociveveiiiiiiiie et V5.1, V5.4
N5 ADSENCE COMMENT......eveiiiiitiiie et V5.1
AS BacKk t0 SCROOL ........ooviiiiiiiiiiiiiii bbb V2, V4
Finance
D5 Finance Archive ULIIITY ..o V3, V4,V5.5.1
G1 FINANCE ULHITIES ..ooiiiiiiiciie ettt V2,V3, V4
FINaNce NI—M ENd OF YEAI ....ueieiiiiiie ittt ettt et saban e V4
Multiple Users Posting BatChes..........ocoiiiieiiiieese e V5.5
D1 Purchases / Payments
A3 POSt Order BatChES .....ccciiveiii ittt V5.5
E1-E5 Payment Vouchers / BatChes.........cccovvviiiiicie e V5.2, V5.3, V5.5
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Finance cont....

D2
D2/G1-G4 (REG) Student INVOICE .......covvvvreiiiiriie e, V5.4
D2/D1-D3 StUdent INVOICE .....evvveiiiiiie ettt et V5.4,V5.4.1
D2/11-13 (REG) Cancel RECEIPL......c.coveiiiriiirieieeeeese e V5.4
D2/F1-F3 Cancel RECEIPL.....c.cocv i V5.4.1
D2/B3 Set EXemPt StUAENL.......cc.oiviiiiiiieiiee e V5.4.3
D3 Cash ReGISTET .........ccoceiiiiie i V5.2, V5.3,V5.4.1
........................................................................................................ V5.4.3,V5.5
D3 Cash Register — Student Pre-enrolments ............cccevvvivieieieevesesiennens V5.4
D4 Reports/Setup
AL Bank Deposit SNEEL ........ccviiiieie s V5.5
Library
H1 SCIS Download (Rapid RetroSPeCtiVe) ........cccccvveieeieeriee e V5.1, V5.4.3
B1 Library Management
EL ENQUITY oottt sttt st sne e srenne e V2,V3, V4
D1 GENEIAl RESOUICES ...eevieeiieeireiiet e e e e e ettt e e e s s e et e e e e s s s s eeeeessrensareens V3, V4,V5.4.3
WarNING BEEPS ....vveveiiee sttt sttt V4
B2 Circulation
AL Borrower DetailS ........ccooveiiiiiiiieee s V5.4.3
H1 Stocktake INItialiSation ...........ccoceeiiiiiiii e V5.4.3
H4 Stocktake REPOI ......c.ocvveiiciece e V5.4.3
E1/E2 Loans and ReTUIMS .......ooieiiie e s V5.4.3
B4 Reports Utilities
CA SPINE LaDEIS......coveeiecc e V4, V5.3
R3 REfresh STUABNTES ......ocvviie e V5.4.3
LI 0T V4
Overdue Loans Letter TEMPIALE .......c.ooviiriiiieeeeee e V5.3
Printing
1 10111 T SRR V2
PEINE FONES 1.ttt e V5.4.1,V5.4.2
CaSN REGISTEN ...ttt V2
Y D2 (= o] 1| SRS V5.5
LI 0SSP V4
Reports
FL/AL Transter REPOIMS......cccieieiiee et e e enee s V5.2
F2 Report Generator REPoOrts .............cccocoviiiiiiiiiiiiieiicie e V2,V5.2,V4,V5.4
........................................................................................................ V5.4.1,V5.4.2
........................................................................................................ V5.4.3,V5.5.1
Library REPOM 35 ...t st V4
F2 USEr REPOILS ......covoiiiiiiiieiiiit et V4, V5.3
F4 Standard Reports
Admin/Finance/Library/Standard REPOIS .........ccceecveveriiiieieseese e V2,V5.4
FA-AL ROI ClaSS LiSES ....vvviiiiiiiiie i iiriie ettt srte ettt et e s s srbe e e s ssbben e s ssbbae e s sbbnae s e V4,V5.4.2
FA/F2 REtUIN OF ADSEINCES ....ouiiieiieeiese ettt ene s V4
FA Standard REPOIS .......cveiviiicie ettt st e r e pe e ras V5.1
)5 L O ST U PP PP PP UPRPPROTP V4
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Word Processing
A2 MICIOSOTE WOIT ...ttt sne e
F N =T 111 0] LSS

Timetable
BN L0127: o] PSR
E4 / A3 Import Students / Pre-enrolments) ........c.cccveoveieeiieeviec s
E4 / D3 EXPOrt STUAENT COUISES......cviviieiieieiisiesie ettt

File Management
File Names / Naming CONVENLION .......cccoviiieiieiiciese et

User Management
e Yo o = Vo] (-1 o PR
CNANGE OPBIALOT . ...ttt

System Maintenance
Messaging DELWEEN USEIS ......covviicii et ene s
Cleaning up Multiple Launches of OASIS (Orphaned sessions) .........ccccccoeervenen.
SCROOI NBWS ..ttt sae e st seeenee e e
Abnormal Termination 0f O8SIS ........cccevviiiiiriii e
SYSTEM CRECK ...
Keyb0oard INACTIVITY ........oviiiiiee ettt eneas
SYSEM REDUIIUS ... e
SCIEEN DISPIAY ...cvieeiiiii e ens
BaCKUDP & RECOVEIY ..ottt enee e eneas
Palm Tree Central Tutorial MaintenancCe ...........ccocvvviereneneieisesese e
OASIS SCreN COIOUIS ..ottt
REPIINT OPLION ...ttt
Printer DrVEr UPAALe .........oooiiiieiieiee e
Exporting Sutdent Data for External SyStems.........ccccccveveviiieviesecic e
Importing Student Absence Data from External SyStems..........cccccoovirineneieinnnns
Thin CHENt CONNECT .....ocueii et
OASIS — FUIl SCreen IMOGE ........overieiiiiiiieie et

Version Release Date
5.2 April 2007
53 July 2007

Qctober 2007

L
I

5.4.1 Movember 2007
5.4.2 December 2007
5.4.3 March 2008
5.5 April 2008

5.5.1 Maw 2008
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Outcomes

Today’s course is relevant to new and regular users of OASIS. New features have been developed to assist
and benefit all users in their day to day tasks while using OASIS Thin Client. Outcomes from today’s
training session include:

e A sound understanding of the work practices required of the OASIS Thin Client environment.

e Logging onto OASIS Thin Client via the DET Portal or a Thin Client Device (Kiosk Machine)

e Managing OASIS Thin Client sessions.

e An overview of the saving, printing and editing functions using OASIS data and Microsoft Word.

e An overview of MailMerge using Microsoft Word and data from OASIS in Library, Admin. and
Finance areas.

e System maintenance within the OASIS Thin Client environment.

e Additional information to assist users in their day to day administration while using OASIS Thin
Client.

e A comprehensive Help section, including Quickfixes to assist users to resolve issues before logging
help desk calls.

e A sound understanding of who to contact when help is required.
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