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Agenda
This session focuses on understanding the Achademix layout and terminology.  
You will learn how to log in, search for records, post to the bulletin board, and 
message other users.

1. Logging In for the 1st Time

2. General Navigation & Terminology

3. Searching for Records

4. Using the Bulletin Board

5. Using the System Messenger
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Login
When using the Achademix 
Administration Client you are logging 
into a Microsoft Windows .NET 
application whose data and 
business logic is hosted on a 
remote web server.

The use of Microsoft Internet Explorer
is required to start the application.*

At startup, a proper connection to the 
database is verified, which may take a 
moment or two.  Once complete, the 
login form will appear.
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Internet

* The Google Chrome browser may be used with the “IETab” plugin, which can be obtained via the Chrome Web Store.
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Administration Client Address: MVCTC.Achademix.info

Web Service Address: http://75.98.233.150/AxMVC8842WS/AchademixWS.asmx

Click on the 
“Run” button

You may get this 
dialog. If so, just 

click on the “Run” 
button

Enter Username 
and Password 
then click “Ok”
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Notice: With your first login from a PC that has 

never run Achademix you will be asked to 
enter the Web Service Address (show above) 

before you get the login form.  This will only 

happen once, though note that after entry, 

please wait for it to register and connect.  

THIS MAKE TAKE A MINUTE, so do not select 

the OK again.
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My Page
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After login this is first place all users 
will land.  It is generally a good 

idea to return here before logging 
out to check for any notifications.

These messages, including tasks 
and alerts, are listed in the 
Notification pane.

The Bulleting Board is for Global 
communications, thus are made 
available to all users.  They can also 
be set to appear on the public 
student portal web site.

The Calendar displays events from 
the school’s master calendar, as 
well as any events entered by the 
user.  These personal entries are 
NOT visible  to anyone else.

Alerts and Task 
Notifications

Navigation 
to Modules

Daily Schedule

School 
Calendar 

Events

Your 
Favorite 

pic.

Click Here 
to Log out
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Navigation and Terminology
It is important to familiarize each user 
with the basic operations of 
Achademix, as well as to understand 
the terminology each person will 
encounter in discussions, support 
calls/emails, and in further 
documentation.

Once a good understanding of these 
concepts and terminology is in place, 
it will be much easier to learn the 
operational details of each area of 
the system.
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Panels

Sessions

Modules
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Modules (Navigation Panel)
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The Navigation Panel is located on the far left of the application and is 

available no matter where you are within the system.

While there are a number of Modules included in the system, each Module 

is controlled by security access rights, therefore each user will only see 

those Modules that are part of the security group.

As the panel collapses the icons will minimize into the tray 

at the bottom of the list.  The Module can also be selected 

by clicking on the icon when in this minimized state.  The 

user can increase the number of Modules in the list by 

dragging up the orange separator bar above the 

“My Page” option.
Tray Icons
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Sessions
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Each Module is comprised of one or more Sessions.

When a Module is selected, the user will be able to control its applicable 

Sessions at the top of the Navigation Panel.  An example of the Student 

Module Sessions are shown here to the left. 

The current selected Session will display an “open” folder icon next to the 

Session name, as well the Session title will be highlighted with bold text.

The Information Session is the default Session for each Module.  It will be 

automatically opened when the Module is first selected.

However, note that if a user returns to a Module they have previously 

opened, they will be placed on the Session where they left off, as long as 

they return within the same login period.  This allows the user to move 

freely between Modules and Sessions when multi-tasking.
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Session Layout (Panels)
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The majority of Sessions are laid out in a 

similar fashion. 

Each session will typically contain the following 

four panels.

1. Control Panel or Ribbon
Functions, Filters & Search Controls

2. List Panel
List of the Modules records (student, courses, 

funds, etc.)  This list allows the user to work with 

unlimited groupings of these Module records.

3. Summary Panel
Commonly requested information about the 

selected record.

4. Detail or Edit Panel
Where data is added and modified.

Control Panel (ribbon)

List panel

Summary 
Panel

Detail Panel

Slider Bars allow 

for user defined 

Panel sizing 
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Process

11

Control Panel (ribbon)

List panel

Summary 
Panel

Detail Panel

Navigation

panel 4

31

2
Your typical operation will involve the 

following 4 steps 

1. Select the Module & Session
Students > Information (default)

2. Locate the desired Module record
Enter a search using a student name

3. Select the record from the list
Choose the desired student

4. Modify the record’s data
Add a new phone number
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Control Panel (Overview)
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The Control Panel is most commonly referred to as the “Ribbon”.

Most control options are available 

in some area of the Ribbon. 

3 Primary Uses:
1) Adding records

2) Locate / Search controls

3) Reports

Notice: Though some controls found on the Ribbon are 

common for most Modules, some controls are specifically 

related to the selected Module and Session. 

Collapse the Ribbon, revealing only 

the menu titles by right-clicking 

anywhere on the Ribbon and 

checking the option
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One of the most useful and highly productive controls found 

on the Ribbon is the Locate/Search control. 

There are four different ways to use this control.

Locating Records (i.e. Searching)
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 Basic Search
In most Modules this is a direct search for previously entered data.  For example, while in the Student Module, the 
basic search will use whatever is entered in the search field and look for a match against student first names, last 
names, maiden names, preferred names, or student IDs.  Though a student’s complete name can be entered, 
entering just a few characters of the first and last name will typically locate the desired student.

 Advanced Search
Use the “Expand” option in the lower right corner of the search control to open the Advanced Search dialog.  This 
will allow the user to search using additional data elements than are available via the Basic Search. 

 Directive Search
A Directive Search, sometimes referred to as a “hash tag” search, is used to locate a group of students that all 
have an alike characteristic, such as all being in the same Pathway or all having been absent today, etc.  This is the 

#1 feature in Achademix that reduces the need for special internal reports.  All Directive Searches will start with the 

“#” character. [#Absent – lists all students absent today]

 Last Search
This search executes your last search.  This is also used to refresh the list with the most current data in the database.
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Try some searches…
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Give it a go!
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Go to: Students > Information Enter search: Mi Mo

Go to: Students > Information Enter search: #PATH ATP

Go to: Students > Information Enter search: #INDUSTRY AOG
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Locating Records (Continued)

15

Recent Searches

The Recent Searches list allows the 

user to access a list of the most recent 

searches they conducted. 

The user can quickly review where 

they’ve been or get back to a record 

they were working with before an 

interruption.  This is an especially useful 

feature for Directive Searches that 

require the user to remember a 

specific search command. 

Note the example of Directive 

Searches to the right…

Click on the 
Home button to 
drop down the 

list of most 
recent searches

Then on any 
previous 
search to 
execute
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List Panel
The result of a user’s search will always 
appear in the List Panel. 

This list allows the user to see, and work 
with, a number of a Module’s records at 
one time and in one place.

The check boxes next to each item allow 
for group functionality in special 
operations or reports.

Note that the result of the search will 
remain in this list regardless of the Session 
selected, allowing the user the flexibility to 
work with different data within a Module 
without having to continually enter new 
search criteria.  
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Detail Panel
The Detail Panel is the “working” panel, as it is 
here that a user will enter and edit information 
related to the selected record in the List Panel.

The Detail Panel will provide the relevant data 
fields according to the current Module and 
Session.

The Detail Panel may contain many fields that 
dynamically move to fill the space available or 
they may be a “fixed” control, depending on 
the Session.

In the example to the right, displayed is the 
Student (module) Information (session).  With 
enough screen resolution and an adjustment of 
the splitter bars, the user could see all the fields 
on the screen with no need to scroll.
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The Save button will light 
up when there are 

changes to be saved
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Summary Panel
The Summary Panel is provided for the 
majority of Modules to provide the user with 
quick access to common, or the most 
desired, information.

The example to the right shows a typical 
Student (top) & Pathway (bottom) 
Summary Panel.
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My School
The My School Module  
allows users to locate 
information system-
wide.  

For example, under the 
Financials Session, the 
user can look at all 
accounts that meet 
some condition, 
regardless if it is a 
student, fund, or industry 
account.
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Posting to the 
Bulletin Board
BASICS

1. From My Page, select the 
edit icon in the header of 
the Bulletin Board pane, if 
available

2. Enter in the desired data to 
share with all users, and the 
student public portal

3. Choose Send to post

20COORDINATOR FUNDAMENTALS

Choose the Edit 

option to create 

a post

Enter the title for the 

post.  Note that this 

is the text that will 

appear on the 

bulletin board

Choose “Send” 

to post

Enter the number 

of days that this 

message should 

appear on the 

bulletin board

Enter descriptive 

information that a 

user can access if 

they click on the 

posted message – this 

will not be available 

on the portal
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Using the 
System 
Messenger
BASICS

1. From My Page, select 
Options > System Messenger 
from the Ribbon

2. Enter the method, type and 
importance of the message

3. Select the user or users that 
should receive the 
notification

4. Create the message (a spell 
checker will display if any 
words are misspelled

5. Choose Send

21COORDINATOR FUNDAMENTALS

Choose System 

Messenger in the 

Ribbon
Set the method for 

how you would like 

the recipient(s) to 

receive this message

The message appears 

on the recipient’s My 

Page

Choose the 

recipient(s)
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General System Information

Module

(Navigation)

Session

(Navigation)

Locate

(Search)

List

(Select)

Details

(Action)
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So did you learn anything?
Can you run the Achademix Administration Client from your iPad? 

How can you receive system notifications? 

It is a good idea to always do ____ before logging out? 

Name the 5 primary panels used throughout Achademix?

How would you locate a specific student?

What search “type” would you use to find all students that are not 

making satisfactory progress who are currently awaiting a 

disbursement from financial aid?

What is the primary purpose of the List Panel?

No

My Page > Notification Panel or Email

Return to the “My Page” Module and check Notifications

Navigation, Control, List, Summary, Detail

Use a Basic Search entering First & Last Name information

A Directive Search (ex. #SHAMED)

To work with a group of students that all have a similar characteristic
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This concludes your training exercise.
Achademix: Navigation & Overview

This material presented here is brief 
look at the basic concepts of control 
and navigation throughout the 
Achademix Administration Interface, 
as well as an understanding of basic 
configuration options.

Make sure you know how to get 
around within Achademix and let us 
know if you have any questions.

All processes shown and presented are subject to change 
without notice.

Reference Documents
OSB7 Student Search Directives
OSB8 Class/Pathway Search Directives

www.Achademix.net
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http://www.achademix.net/

