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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 15" Time
General Navigation & Terminology
Searching for Records

Using the Bulletin Board

o M~ 0D

Using the System Messenger
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Login

When using the Achademix
Administration Client you are logging
iNfo a Microsoft Windows .NET
application whose data and
business logic is hosted on a

remote web server.

o dchademix

Please Login
User name

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.

*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

Application Run - Security Warning

-
ew )| @ hitp//67.214.10082/ATCT3449UY o-RBe H @ Achademix X ’ ’ WAL Publisher cannot be verified. E}
> ‘ Are you sure you want to run this application?

You may get this

Codelevel Services

Achademix — dialog. If so, just
Achademi: H
. i click on the “Run”
Name: Achademix
. ® From (Hover over the string below to see the full domain):
Version:  1.0.165.1 & /1 chademix 6721410082
Publisher: CodeLevel Services Publisher:
The following prerequisites are required: Ve” Mng W eb p OITa/ commur ”Cétjon S... Unknown Publisher
« Windows Installer 3.1 TR EEEEEEE BFEE Run ] [ Don't Run
« .NET Framework 3.5 /
If these components are already installec E n 'I'e r U S e rn O m e

e | While applications from the Internet can be useful, they can potentially harm your computer. If

an d P AsSwoO rd you do not trust the source, do not run this software. More Information...

o dchademix @ /" then click “Ok”

' Clickonthe e Ghaasa Login User name Notice: With your first login from a PC that has
“Run” button 8 L= never run Achademix you will be asked to
- - Essdond 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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Click Here
tolog out

- - o —— . e ——
5 { ounly { a0 s s gl et
F L —
IVl y a g e [ = ALERTS: (29 Ttems) .  Practi " TBD ETBD G
% R Message - Practical Mursing [PN165/ PN165] (R:TBD RTBD C:TBD)
[WLL] Tim Dunn has missed 25 hours during this 8:30AM - Surgical Technolegy [ST/ST16] (R:TBD F:TBD C:TBD)
. . e Event.thei b helonn 96% ) 9:00AM - Medical Office Technology [MOT / MOTL6F] (RTBD F:TB
Aﬁer |Og|n ThIS IS fIrST plcce O” users 7 DWLD] Lucy Larter has missed 23 hours during this Aler_l_s Ond TOS'( 9:00AM - Medical Office Technology [MOT/ MOTL65] (R:-TBD F:TB
. . Event, their attendance may be below 963%. ] i !
WI” Iond. Ii Is generally q good ] ] ] . 9:00AM - Pharmacy Technician [PT/ PT16F] (R:TBD F:TBD C:TBD)
R R Ezr:gjlbnkmwn al] F}EHER‘“?’;;'?"":‘“ hjs missed 15937““;;%”9 Noﬂﬁccﬂon S 5:00PM - Industrial Maintenance [IM / IM16W] (RTED F:TBD C:TB
idea to return here before logging | U kel sl Maintenance M/ M1SHY) (RTEDFTBOCTS
ifi i : : I ) o 2 b dustrial Maintenance [IM / IM16HV] (R:TBD F:TBD C:TB
out io Check for any notlflcatlons. [ during this Event, their attendance may be below ; : :
| F .1- 96%. 4zl Maintenance [IM / IM16E] (R:TED F:TED C:TED
I avorire [MOT] Kristen Holsinger has missed 36 hours : | Maintenance [IM / IM16P] (R:TBD F:TBD C:TBD
. . : . ] during this Event, their attendance may be below DOIIy Schedule he Mechanic [PLM / PLM16F] (R:TBD FTED C:TB
These messages, including tasks | s6%. i
d | 1_ |. 1_ d o ‘I'h (| [1CE] Virgil Cavins h B s this N < < isting [DA / DALG] (R:TBD F:TBD C:TBD)
On O er S Ore IS e N e 0 irgil Cavins has miss, our =
= . ’ : Event, their attendance may be below 963%. |" — | | <] " [ | December 2016
N OTlflCOTlon po ne . i~ § [ICE] Randy Trevinc has missed 128 hours during
' MV Page this Event, their attendance may be below 90%.
| 6
| l Students [PT] Shannon Boggs has missed 26 hours during
U i i M 160 Mt
. . | this Event, their attendance may be below 96%. 3:00pm ]
11
The BUIIeTIng Boord IS for GlObO| :I.Pathwa]'s O [PT] Joshua Boggs has missed 26 hours during this School
Communico-l-ions -I-hUS Ore mode "@cm Event, their attendance may be below 963%. -
! i [PMN165] Sarah Porginski has missed 49 hours COlendor
ilable to all Th | & tndusty i || —
urin 15 EVEnT, €Ir atiendance ma
availa € 10 dll users. ey can aiso & Funds gs%,g M PLMLEF - End Term | T8 PLM - No Class - Bet | T PLMLSF - Bagin Ta Even'l's =
. _lh .
be SeT TO OppeOr On The pUblIC Servi o[ ] [ICE] Randy Trevino has missed 123 hours during 19 20 i > —3 24
. J rvices B this Event, their attendance may be below 90%.
Sfuden-l- Or-I'OI Web SI-I-e huud TP - Christmas Break 1M D4, 1P, PN - Christ | M PT16F-End Term 1 | M School Closed -Chi %
p * F Programs [DA] Joshua Blevins has missed 37 hours during this o 25
g 5:00pm I Info Mtg 1M o4 e 1w, 1R, PL
A& staff . .
. NGV'gOTlon ring this 26 27 28 29 30 31
The Calendar displays events from W covees B Scnooicos-ow | 4,18 W, 9, WO, L, P WD Crsmas e N
TO MOdUIGS i i January 1,17
the school’s master calendar, as P re g
’
1 Assets — : ey 2 3 4 5 6 7
[PT] Shyanne Penningten has missed 24 hours
We” OS Ony evenTS eﬂfered by The .Mym‘ml ] during this Event, their attendance may be below M school Closd -Mew | PT15F - Bagin Term lﬂﬂﬂam‘ Mandat
. 96%. 3
user. These personal entries are A e, 7. 28 0| o0 B ek b
NOT \/|S|b|e ‘I‘O Onyone else L - Logged in: Brian Hall [Main) 12/8/2016 )
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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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M Od U ‘ES (Navigation Panel)

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. m
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Sessions

...................................

L Documents
& Enrollments

L Pathway

| Classes

= Industry

&2 Feeder School
L Attendance

L Grades

. Financials
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Each Module is comprised of one or more Sessions.

When a Module is selected, the user will be able to conftrol 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)

The maijority of Sessions are laid out in @
similar fashion.

Conftrol Panel fibbon)

Each session will typically contain the following Summary
four panels. Panel
1. Control Panel or Ribbon
Functions, Filters & Search Controls List panel
2. List Panel

List of the Modules records (student, courses, Detail Panel

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.

Slider Bars allow
for user defined

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

Your typical operation will involve the
following 4 steps

(2)_ontrol Panel (iobon)

1. Select the Module & Session | " TG
Students > Information (defauit) @ @ ummary
2. Locate the desired Module record Panel ii

Enter a search using a student name Navigation

3. Select the record from the list panel List panel
Choose the desired student Detail Panel

4. Modify the record’s data
Add a new phone number
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Control Panel oweniew

The Control Panel is most commonly referred to as the “Ribbon”.

-

& s Collins Career Center
|
d BT Reports Opticns Settings

Add Student Enter Student Name and/or ID & Show Print @ Show Required Documents
Remowve Student ® Hide xls ® Hide Azzessments / Credentials Show Quick Access Toolbar Below the Ribbon
* ® Minimize ® Minimize Minimize the Rikbon

Toolbar Student Locate List Panel Summary Panel Detail Panel

Collapse the Ribbon, revealing only

. . the menu fitles by right-clicking
Most control options are available anywhere on the Ribbon and

in some area of the Ribbon. . Chikiﬂgihe option

3 Primary Uses:

1) Adding records Notice: Though some controls found on the Ribbon are
2) Locate / Search controls common for most Modules, some controls are specifically
3) Reports related to the selected Module and Session.
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Locatl Nng Reco rds (i.e. Searching)

One of the most useful and highly productive controls found

on the Ribbon is the Locate/Search control. - I -

Student Locate

Enter Student Mame and/or ID

There are four different ways to use this control.

> 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. Thisis 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...

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 (continues)

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 arecord
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...

i

Click on the
Home button to
drop down the

list of most

recent searches

[Students]st wa
[Funds]choc
[Students]l bra

[Classes]#all alg
[Students]dal dia
[Students]jen ted
[Funds]pell

[Students]#bal 1000 active

[Funds]wia

[Students]ann sik

[Students]les bra " Then on any
[Studentslkei go previous
[Students]g hub search to

[Students]#path 20 4 R CIGVICIN

[Students]Zpath 47
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List Panel

The result of a user’s search will always

—— L —

appear in the List Panel. ElD Name 1D # Status  Level -
| | vICKENZIE AsShCraft VLLLZZ20A0
This list allows the user to see, and work LI Moniees DOZEO G |
. L ] Kristen Bird 00012220AD Active Adult =
with, a numbe.r of a Module’s records at = —— ot S e
one time and in one p|CIC6. []  Latisha Comnelson 00002139AD Active Adult
. ] Cheyenne Eschenbauch 00002234AD Active Adult
The check boxes next to each item allow | adrienne Farmer 0000223580 Actve  Adult
for group fUnC-I-lonali-l-y in SpeCIGl 0 Keisha Goodson 00002236AD Active Adult
. ] Chelsea Griffith 00002237AD Active Adult
Operahons Or reporTS' ] Shelby Heck 00002238AD Active Adult
. ] Jennifer Hill 0000223%AD Active Adult
Note that the result of the search will =i e e
remain in this list regardless of the Session  |o sonsthan kimme 00002241AD  Active  Adult
selected, allowing the user the flexibility to |- Maenure e aml e
. . . . O Sherea Martin 00002244AD Active Adult e
work with different data within a Module

without having to continually enter new

search criteriaq.
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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"” conftrol, 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.

First Mame

Middle Mame

Mame Suffix

Status:

Drate of Birth

DOB Verification

Gender

55M

| Prospect -

|03/05/1958 [«]

|‘u‘erba| v |

|I".-'Iale "|

| 447.35.7432 |

Last Mame
Maiden Mame
Prefered Name
ID {or STM)
Calculated Age:
Is Senior
Advisor

55N Verification

|Verba|

AAA

Mobile Phone: (312) 756-3241  ActivelPrimary/ Notify/T ext
Email: Micki@Codelevel.com  Active/Primary/Motify/Publish

ACHADEMIX: NAVIGATION & OVERVIEW
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The Save button will light
up when there are

changes to be saved

| Type: |[th Selected)

vl Active

Primary




Summary Panel

The Summary Panel is provided for the

Info: Amanda Allen Active

. e . . 00001093AD Pathway: Practical Nursing
majority of Modules fo provide the user with Phone: (740) 358-9708 e
quick access fo common, or the most Emalksiyhoa conl 6 Al f schdae

6811 Johnstown Read Feeder School: N/A

desired, information. Springfield, OH 45502

Industry: N/A
Account Balance: $20,693.00

The example to the right shows a typical Emergency Contact: (740) 398-5071
Student (top) & Pathway (bottom)
Summary Panel.

112

Info: Cosmetology Open
Instructor: Sarah White 3
——
— Pathway Enmllment Status ——
¥l Pending [3] 4Pending 42 86% Chart Mode:
|| Waiting : | = |
|| Approved m—
Wl Active [4] info: Meaical Insurance Billing
[ Completed Instructor: Valerie Imblum 42
vl Dropped Enroliments: 7 Current Enroliments; (7) Active,
[[] canceled Required Hours: 900 vs 13 Courses totalling 900 Hours.
Include Students with Fixed Scheduling
the checked Dates Tuesday, September 03, 2013 - Thursday, June 12, 2014, Days -MTWTF-
Frrnllmant Statie Schedule: MIB 13-14 has 182 Days for $00.00 Hours
Schedules Attendance was last recorded on 3/6/2014
Financials Fi
Active 57.14% " : ln
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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.

oﬂchademix Training Guide

Print

Codelevel Career Center

® Hide

0 Information Name Status Balance
8 Documents Laurel Trumble Active Account 51,339.00
- N Service and Manufacturing Active Account $200.00
Financials
Debaorah Leeson Active Account $289.00
0 Attendance
Catherine Maxwell Active Account 77250
. Calendars
Micholas Purvis Active Account 583151
Zachary Freisberg Active Account $625.57
Taquilla Brown Active Account $610.93
Mattie Green Active Account £1303.00
Hattie Frye Active Account 5943.75
Brandon Buoy Active Account 514666
Trishanna Gordon Active Account 514250
Haley Maran Active Account §15267
Brandi Yankovich Active Account 5398.04
Phillip Standridge Active Account 5177578
Heather Debroeck Active Account §1,125.00
i\ My Page Angela Conover Active Account $300.00
Dafrne Brewer Active Account £2.995.65
L, students
Brianna Mathes Active Account 525297
“ Career Majors Jaden Richardson Active Account §77250
| | Ciasses Shelby Ennis Active Account 5107835
- Tessa Clay Active Account $1,359.01
1L sklls )
ol Autumn Stewart Active Account $176.67
5";,1 Industry Carey Abel Active Account 5900.00
.:. Feeders Breanna Anders Active Account 54,500.00

R T RS i

e Payment

:Cha rges
.F‘ayn‘e nts

Manager

Maobile:(555) 766-2702
Email:laurelT1222@zmail.com
Emer.Maobile:(555) 766-2701 (Amy Trumble)
Erner. Mobile:(555) 766-2007 (Ron Trumble)

41 46%

1243 May Lane
Pensacola.FL 32006

55.54%
Account by Payment g \_‘I%
DaVITIE
2] Date Description Amount ¥  Receipt# Type Allocate Card (
|| 12/05/2004  Paid by Check 33475 T1105 Check Iy i
[ 11/10/2014 Paid by Check 33475 T1000 Check v i
[ 08/24/2014 Paid by Check 33475 T763 Check v !
[ 09/18/2014 Paid by Check 33475 1727 Check v !
[] 07/23/2014  Paid by Check 33475 T285 Check v !
[ 06/25/2014 Paid by Check 1575.00 TC138 Check [l 4

Logged in: Brian Hall [MAIN) 3/25/2015

ACHADEMIX: NAVIGATION & OVERVIEW




Choose the Edit
opftion fo create

Enter the number
of days that this
message should
appear on the

bulletin board

Posting to the
Bulletin Board

BASICS

Enter the title for the £ Post Bulletin
ost. Note that this '
" the text that wil Method:  |euliinoas = Remove afer: Eif =] days
appear on the Importance: |Normal -
bulletin board

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

Tao: System Bulletin Board
Subject:

Welcome to Achademix Training - Session #1

Message:

Achademix Training Session #01:
System Administrator Activities & Base Data Review

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

. is first session focuses on management activities within the system. We will teach
Enter deSCﬂpTIVG the applicable users how to manage user profiles and reset passwords, use the
Choose Send 1-0 pOST information that a bulletin board, set up receipt/invoice groups, and maore, Cther activities associated
. with this session are focused on setting up supporting data for the subsequent
L;;el’ coln Ecce’ris i sessions, such as pick list optiore and policy requirements,
ey Click on the

posted message - this The basic agenda for the meeting is as follows:

will not be available 1.Logging In for the 1st Time
th tal 2.General Mavigation & Terminology
on me porta 3.Entering Staff & Managing User Profiles

Choose “Send”
fo
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Choose System
Messenger in the
, Ribbon

Set the method for
how you would like

Using the
System
Messenger

BASICS

the recipient(s) to
receive this message

Term Dates :
4! System Messenger

Method: | Alert/Task =] Type ~ Choose the

Importance: |Norma| - | recipien’r(s)

Special Functions

To: Selected Staff Members

1 From Iv\y nge select " Al Users Al Instructors + Selected Staff [ Include Instructors
Options > System Messenger | CAnstar O Active Instructors (Brian Hall v
from the Ribbon | Subject:
The message appears I| |Ensure Student (Mickey Mouse) is properly enrolled.
Enter the method, type and on the recipient’s My Message:
importance of the message Brian,
Please ensure that you have carrectly enrolled Mickey Mouse, as he is applying for two

pragrams but only the MA program will be funded using Title IV,

Select the user or users that
should receive the

notification
[ | Ensure Student (Mickey Mouse) is properly enrclled.
Create the message (a spell Erure et (ke Movse) & propely ol =
C h eC ker Wil | dis p | Oy if O ny E[;::Ie ensure that you have correctly enrolled Mickey Mouse, as he is applying for two different
. programs but only the MA program will be funded using Title [V,
Weeh elemieiee I ——_
w .Il:sTlfd: Monday, August 11, 2014 at: 3:56 FM i

Choose Send
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General System Information

So did you learn anything?

Module

. . . . . (Navigation)
Can you run the Achademix Administration Client from your iPade N it

No
How can you receive system nofifications? . -

My Page > Notification Panel or Email Details Session
Itis a good idea to always do before logging oute (Action) (Navigation)

Return to the “My Page” Module and check Notifications
Name the 5 primary panels used throughout Achademixe
Navigation, Control, List, Summary, Detail
How would you locate a specific student?
Use a Basic Search entering First & Last Name information

What search “type"” would you use to find all students that are not List 4 Locat
making satisfactory progress who are currently awaiting a - g

disbursement from financial aid? eee e
A Directive Search (ex. #SHAMED)
What is the primary purpose of the List Panel?
To work with a group of students that all have a similar characteristic
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This concludes your fraining exercise.

Achademix: Navigation & Overview Reference Documents
OSB7 Student Search Directives
OSB8 Class/Pathway Search Directives

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. www.Achademix.net

All processes shown and presented are subject to change T OdeLevel
without notice. Ase rV| ces
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