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OVERVIEW — WORKEXPO AT A GLANCE

WHAT YOU WILL LEARN

Backing up data file

A look at the new fields for student and employer records
Compiling a student’s counselling history

New reports including the new “BLOCK?” report

Generating statistical reports

Track student progress towards placement

Keeping track of Exit students using WorkExpo

Using user-defined fields.

Archiving records in WorkExpo and a file approach to archiving
Importing and exporting records

How to enter background information on students and/or employers
Enter and sort preferences for students

How to update year levels or homegroups in a batch operation
How to sort and filter records

Tips and Tricks — keyboard shortcuts etc.

How to swap data between computers

How to archive old records

Understanding the workexpo database file structure
Understanding and working with the WorkExpo data file
Allowing students to browse employer records

Importing records from school's electronic database
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EXERCISE 1: BACKUP AND RESTORE DATA FILE

What to do Notes
1. When you exit The Student window is where student information is entered
WorkExpo you are and edited.
prompted to backup the
data file.
) For additional safety, vou can save a backup file of your data on
Cl ICk “BaCkUp and a different disk. & backup file is a duplicate of wour data Ffile that

Exit” to save your data
file to another location.

WorkExpo then closes.

waou can use if vour data file is lost or damaged,

Exit |
Cancel |

Edit these paths in Main Menu/Cptions/Backup

If wou want to save a backup copy now, accept or change the drive'filename proposed

and click Backup & Exit

File ko back up:
CiiDocurnents and Settings\TerryiDesktopiDataz001 . mdb

Save as!
I.ﬂ.:'l,data.mdbl

=

Remind ko back up on close Lask saved on:  Z7/0212003

2. Restore the data file
called Data2003.mdb
from the floppy disk.

Insert Floppy Disk in disk drive.

|[ e it view

choose Restore from “ New checks the file first. Then backs up
the File menu in = open your existing data file with a .BAK
WorkExpo. extention. Finally the file is copied.

To restore the data file takes about
60 seconds because WorkExpo

3. To restore the data file
on another computer

5 TN
You can also get to the -

Restore window by =Bl Wad
choosing OPTIONS

from the main menu.

Exit
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EXERCISE 2: FINDING AND DELETING A STUDENT RECORD

1. Find the record for  First move to Robert’s student record then

student from the EDIT menu click
ROBERT JONES  «pgjate Student”
and delete it.

@ TIP: WorkExpo will warn you if the student has any current
arrangements before deleting the record.

EXERCISE 3: SORTING AND FILTERING STUDENT RECORDS

Sort student records by ¢l send email
FIRST NAME and filter ' [@8] Term Dates
student records for Year '

Select StatefPostcod
10A students only. clect StatefPostcades

) Gt

Copy

- , (2 Past
Then remove filtering and fE' =
sorting by choosing remove , 2|
filter/sort from RECORDS Z | sort Descending
menu.

Right click for shortcut menu
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EXERCISE 4: UPDATING YEAR LEVELS AND/OR HOMEGROUPS

1.

Update the following
homegroups to their
new names.

Click the UPDATE
tab in the student’s
window.

Choose the
homegroup you wish
to change in the

For all students in
box

Type the NEW name
in the:

Update to
box

Then click
Update Now

OLD HOMEGROUP NEW HOMEGROUP

NAME NAME
GRA FRA
RED KTG
BLUE HOW

eneral | Lisk

‘ol can update a year level or homeagroup For all students

—What da you want ko update?

" vear Levelis) ¥ Homegroup(s)

simultaneously

—Which student records are affected?

f* studentsin a specific homegraup only

{4l student records acrass entire veat level

— Update Homegroup

Far all students in IBLUE - I

Ipdate to; I

Help | IIpdake Mo |
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EXERCISE 5: IMPORTING RECORDS

What to do Notes

1. Export the data from All school databases can export data as text files.
CASES/CASES21 or
any other school

computer system as a
comma delimited
(separated) text file.

It’s important that the
fields WorkExpo needs
are exported. See the
required list to the
right:

Name the exported text
file and save it to
floppy or a shared
network location

FirstName
LastName
DateOfBirth
Form
Homegroup
Street
Suburb
PostalCode
Phone
ParentName
ParentPhone
Note

Email

Exported file can be named anything but should have a .txt

(TEXT) file extension.

e.g. Year9 2002.txt
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Text file can be opened
using Windows
Notepad and should
look similar to this.

Start Microsoft Excel

Open the file
WorkExpo.xls
in the WorkExpo
folder.

Next, open the TEXT
file you saved earlier.
You must select TEXT
FILES from the files of

type.

Excel will
automatically start the
TEXT IMPORT
WIZARD.

Under the

Original Date Type
section make sure that
you choose
DELIMITED

Ej Sample Students.txt - Hotepad =]

File Edit Fommat Help

T'l_uc-'le", "ABBOTT", "10OH", "WINDSOR", "06,/07/8L", "23
Dean st', "KEW", "3101", "9817

6311", "age0TT", "GoOrdon”, "086 542 012"

"1i717an", "ACkLAND", "10OB", "CHURCHIL", "29,/10,/81
", "11 Hardwicke st", "BaLwyN'", "3103", "9817

3548", "ACKLAMD", "Michael", "03 9816-8031"
“"aarati’, "apHwapyu", "10B", "CHURCHIL", "25/07 /81
"LUeA20 welr st UBALwWYM'Y, Y3103, "9830

1760", "ADHVARYU", "Girish", "0831 2275%"

“Leigh", "ADLER", "10A", "STRATHMR", "05,/09,/81", "5
Elberta ave", "TEMPLESTOWE LOWER","3107","03
B50-1151", "ADLER", "Steven", " 450-3277"
"Belinda", "ADLERSTEIN", "10E", "CHURCHIL", "28/06
SEL","25% Parrding rd", YBALWYN'", "3103", "03 ;|

3

Excel 37

by

This file contains macros to help you set up the text file for
import into WorkExpo. If Excel asks you to open with macros
you should say YES.

Note: This file is available for download from our website.
www.infoplan.com.au

Find Files that match these search criteria;
File name: I j

Files of bype: |Microsoft Excel Files (%, xf*; *, xls; *. xla) =

All Files (*.#) « |
Microsoft Excel Files (*

2k Files bk
Lokus 1-2-3 Files (*,wk?)
Quattro ProfD03S Files (% wgl)
Microsoft Works 2.0 Files (*.wks) ;l

1 Filels) Foun

;

Text Import Wizard - Step 1 of 3 7=

The Text Wizard has determined that wour data is Delimited.
IF this is carrect, choose Mext, ar choose the Data Tvpe that best describes wour daka,

riginal data bvpe

Choose the file bvpe that best describes wour data:

- Characters such as commas or kabs separate each figld,
- Figlds are aligned in calurins with spaces between each Figld,

-

Preview of file Ci\Documents and SettingstAdmini,. .\ Yeard_300.kxk,

Start impork ak pow: File Origin: IWindnws {AMST) j

|1 |"ABDELAHAD" , "Kenneth", "094" 1621986 0:00:00, "9 Rashu [+
|12 |"ABEYCUNAWARDERA " . "John", "09I", 89,1985 0:00:00,"4 Solw
|3 |"ADAMS" , "Hamiko® , "09B" ., 2361986 0:00:00,"20 Belmont Aw
|4 |"ADGEMIS"  "Elizabeth", "09I", 25-5-1985 0:00:00, "92 Hunte
|5 |"ADLAWAN" , "Philip", "09A" 2191984 0:00:00,"32 Peppermi
EI"ATTF'H" "Farlo" "09J" 11-1-1986 0:.00:00 "41 Mweriong SZLI
4 »

Cancel < Back | Mext = I Finish |
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10.

11.

12.

Make sure that the
columns in WorkExpo
are in the correct order.
Use the WorkExpo
toolbar to move
columns to the left or
right.

Use the WorkExpo
toolbar to help you set
up the spreadsheet.
Although some setting
up needs to be done
manually.

Use the ARROWS to
move Excel columns to
the left or right.
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9. In STEP 2 of the Text Import Wizard - Step 2 of 3 7 x
Wizard make sure under This screen lets wou set the delimiters vour data contains, Vou can see
.. by your text is affected in the preview below,
Delimiters you have
selected COMMA Simitzrs " Treat consecutive delimitsrs as one
¥ Tab [ Semicolan I iCamma’
[ space [ other: I_ % Text Qualifier; I ]'
rDaka preview
IEDELAHAD Kenneth 094 |le~2-1986 0:00:00 [3 Rashu [=
ABEEYGUHAWARDENA [Tohn 09I |3-9-1985 0:00:00 [ Solway
BDAMS Hamilo 098 |23-6-1986 0:00:00 [20 Belmo
BDGEMIS Elizabeth 09I [25-5-1985 0:00:00 |92 Hunte
BDLAWAN Fhilip 094 |21.-9-1984 0:00:00 [32 Peppe
ALLEH arlo 09I 11111986 0.00:00 141 HvriDLI
1 | |
Cancel | < Back | Mext = I Finish |

COLUMN ORDER (Include all columns)

FirstName
LastName
DateOfBirth
Form
Homegroup
Street
Suburb
PostalCode
Phone
ParentName
ParentPhone
Note

Prefl

Pref2

Pref3

Email

WorkExpo Toolbar E3
@ 4= = -ab

= _?\.J.p =ahb
bl

b ove colume left
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Select the column to move by placing the cursor in the selected column, then click move left or right on the

toolbar
A | B | C | D | E | F | 6 | H
1 |Firstilame LastMame |DateOfBirth Form Homegroup | Street Suburh |PostalCe
2 |Kylie Thornes 12/07,/84 09C 61 Lakewood Drive | Khoxfield 3130
3 |Jasaon Ash 7109431 108 411 Mclennan Place Preston (3072
4 |Sarah lwett 2110882 102 10 Amery Street Reszenmir 3073
5 [John O'Silva 27111/80 10Z 711141 Micholson St Carlton 3053

needs to be in single
column but the
spreadsheet may
contain two columns
i.e. parent’ first name
and parent last name.

6. When all is ready click
the SETUP icon on the
WorkExpo toolbar to
finish the job.

The sheet is now ready to
be saved.

() 4 = =

Joing parent name into one u:u:ulumn|

You can get the parent names into a single column by placing
the cursor into the parent first name column and clicking the
toolbar button above

WorkExpo Toolbar E3

) 4= = =ab
&

Setup for impart into *WorkE :-:|:u:u|

Clicking this button will add column headers, change text
case to proper case and format the spreadsheet correctly,
ready for import.

7. Finally the spreadsheet is now ready to be saved. It must be saved as an Excel file. i.e. it
must have an .xls file extension.

e.g. YEAR9 2002.xls

The spreadsheet is now ready to be imported into WorkExpo.

8. Close Excel and start
WorkExpo. Start the
WorkExpo import wizard
again and import the
newly saved Excel
spreadsheet.

Well done!!
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EXERCISE 6: USING MULTIPLE WORKEXPO DATA FILES

Follow these 5 steps

How do | do this?

1. Start WINDOWS Windows Explorer is the Windows File Management
EXPLORER Tool that will help you get the most out of WorkExpo.

2. Navigate to the WorkExpo The default path is C:\Program Files\WorkExpo
folder

3. Create a new folder below Choose FILE then NEW FOLDER from the Windows
the Workexpo folder called Explorer file menu. Then name the new folder from it’s
“Files” default name

”New Folder” to “Files”

4. Copy the file DATA.MDB This will close the Options Dialog box and return you
from the WorkExpo folder to to the Main Menu window.
the WorkExpo/Files folder.

5. Start WorkExpo and linked In WorkExpo choose OPEN from the FILE menu,

back and forward between
the two data files.

END OF EXERCISE 1

navigate to the data file and click OK. WorkExpo will
link to that file and remember it next time you start.

You now have two WorkExpo data files. This can be
useful if you need to make changes but worry about
making mistakes. You can also use this method as an
alternative to archiving.
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UNDERSTANDING THE WORKEXPO DATABASE STRUCTURE

Notes about the DATA.MDB file

All the information that you enter into WorkExpo is stored in a single data file. This file’s
default name is DATA.mdb (although you can name it anything you like) and it normally
resides in the C: \Program Files\WorkExpo folder. This file contains all your important
WorkExpo information and should be carefully backed-up regularly.

Always back-up the data file after each session.

Back-up strategies

WorkExpo will create a backup copy of your data file when you exit the program. To
ensure this select OPTIONS, then Backup maintenance.

It's a good idea to have two copies of your data file in case one is lost or unusable.

You should have a backup copy of your data file on floppy as well as a separate backup
copy on the hard drive or preferably on the network.

You can open data files directly in WorkExpo. Follow these instructions to do so:
1. In WorkExpo select OPEN from the FILE menu.
2. Navigate to the data file you wish to use.

3. The default file DATA.MDB normally resides in C:\Program Files\Workexpo or
wherever you store the WorkExpo data file.

How to copy a WorkExpo data file from one computer to another.

1.

2
3.
4

Make sure WorkExpo is closed.
Use Windows Explorer to copy the file DATA.MDB to a floppy disk.
Place the floppy disk in the drive of the second computer.

Use Windows Explorer to copy the file DATA.MDB to C:\Program Files\Workexpo or
wherever you store the WorkExpo data file

The path to the data file you're using can be displayed in the title bar. Select OPTIONS/Settings to set this.
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KEYBOARD SHORTCUTS

To do this... Keyboard Shortcut

To move from record to record Page Up or Page Down

Zoom in a text box SHIFT & F2

To move from field to field TAB (Forward) SHIFT + Tab (Backwards)
To move from tab to tab in a tabbed CTRL+Tab

dialog box

Close Print Preview ESC

Close a dialog box ESC

Undo a record Press Esc twice

Close a window CTRL+W

To show the Windows print dialog box =~ CTRL+P

To open a drop-down list F4

To tick an item in a tick box Spacebar
To select the record number F5

CuUT CTRL+ X
COPY CTRL+C

PASTE CTRL+V
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MOUSE SHORTCUTS

To do this... Mouse Shortcut

Select an item in a list Double-click on name

To sort records Right-click and select Sort Ascending or sort descending
To filter records Right-click and choose filter by selection

To remove filter or sort Right-click and select remove filter/sort

To cancel a button that Slide the mouse off the button then release the left mouse
appears on the screen after ~ button

pressing it.

@ TIP: Most of these shortcuts are use in many Windows programs.
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IMPORTING RECORDS FROM EXTERNAL DATABASES - OVERVIEW

NOTES

1. In WorkExpo, start the import wizard from the TOOLS menu.

2. Print the list of fields required in Step 2 of the Import wizard. Then cancel the wizard.

3. Contact your school's central database administrator.

4. Give the field list to the database administrator and request an export file of all x
records.

5. Request that all fields set out in the field list are included.

6. Open the export file using Microsoft Excel.

7. Format the file as set out in the field list instructions.

8. Save this new file as an Excel file with an .XLS extension

9. Import this file into WorkExpo using the WorkExpo import wizard.
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USING MICROSOFT WORD’S MAIL MERGE - OVERVIEW

What to do Notes

Use the Word Mail Merge

i To complete the basic process, you:
Wizard to create form

letters, mailing labels, lists o Open or create a main document.

and envelopes for S o

distribution. » Open or create a data source with individual recipient
information.

e Add or customize merge fields in the main document.

o Merge data from the data source into the main
document to create a new, merged document.

L
1. Data source with
recipient

information, such as
names and addresses

Mlicrosaft Word - MAIR.OOC

D

2. Main document with
merge fields that are
placeholders for
recipient information L

3. Resulting merged
document 24

Rl

Word’s wizard guides you through all of these steps. If you prefer to work outside the wizard,
you can use the Mail Merge toolbar. Either way, the end result is that each row (or record) in
the data source produces an individual form letter, mailing label, envelope, or directory item.

Note You can use Word’s mail merge to create any type of document that maps fields to
data, not just mailings or lists.
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CREATE CUSTOM DOCUMENTS WORD’S MAIL MERGE WIZARD

What to do Notes
1. Start Microsoft Word. We will create a custom Student Certificate using a school
logo.

2. Open a blank document Choose File/New Document
if one is not already open

3. From the Tools menu, W Microsoft Word - Documentl
select Mail Merge... | ™) File Edit View Inseit Fomat| Tooks Table Window Help
D E &SR %| 4 EY Speling.. F7
[
“ Maormal = Times Mew Romar Legprg
il whord Count...
‘@ AutaSummarnze...
AutoComrect...
Track Changes »

terge Documents...
FPratect Document. .

=] Envelopes and Lgels...

Letter \Wizard...

Macro »
Templatez and Add-lns...
LCustamize...

Optionz...
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4. The Mail Merge Helper Mail Merge Helper
(Wizard) appears.

5. The Mail Merge Helper Step 1 is CREATE new document
has 3 steps

6. Click CREATE Mail Merge Helper

Form Letters. .. h{

FrEstare b [H ErmE] e M Esume..
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Form Letters are a way to create a page for every record in our
data source. This means a page for each student record, for

7. Select Form Letters

example.

Microsoft Word

2)

new document window,

To create the form letkers, you can use the active document window Document] or a

]|

Ackive YWindow

Mew Main Document

8. Next the wizard asks if
you’d like to use the
Active Window

9. Click the GET DATA
button. This is the
second step in the
wizard.

In this step you can
create a new data source
or open an existing data
source.

Our WorkExpo data file
is our data source so
choose OPEN DATA
SOURCE...

Click Active Window

M ail Merge Helper |

The next step in setking up the mail merge is to specify a data source.
Choose the Get Data button,

=1
] Main document

Create ™ Edit ~
Merge bype: Form Letters
flain document: Documentl
=
2 [aka source
| Getpata™ |
Create Data Source...
o Open Data Source...
Ees 5]
3 [z ddress Bank. k it

Header Optionsz...

Close |
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10. Navigate to the
WorkExpo folder.

By default this folder is
C:\\PROGRAM
FILES\WORKEXPO

IMPORTANT NOTE!
In the Files of type drop
down box make sure that
MS Access databases is
selected!

11. Word now creates a link
to the Microsoft Access
database file and
displays its contents.

Click the Tables tab,
then choose under
Tables in data.mdb:

Arrangements for Mail
Merge

Look in: I [ warkExpo

[]]e

data.mdhb

Find files that match these search criteria:

File name: I

Files of bype: |MS Access Databases (*.mdb)

Text Files [+, Ext

-
- Word Documnents (*.doc) -
S File(s) FOUN pich Tesct Format (*.rtf) —

M3 Access Dakabases *, mdb)
M3 Excel Worksheets {*,xls)
M3 FoxPro Files (. dbF

Microzoft Access K E |

Tables | Queries |

Tables in data.mdb:

MEwsACEs

M3y sIMERCalumns
MSysIMERSpecs
M3ysModules
MaysModules?
MSysobjects
MawsOueries

‘arrangements For Mail Merge

Ik I Cancel

| Miewa SO, .. |

Microzoft Word | x| |

Weard Found no merge figlds in your main document, Choose the Edit Main Dacument
button to insert merge fields inka your main document,

Edit Main Document

12. Because the main
document is a new
document Word displays
this message.

Click EDIT MAIN DOCUMENT
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13. The wizard disappears
and we are returned to
the main document

Mail Merge ]

Insert Merge Field » | Insetword Field + | .| 10« (1 r o1 [BY B 2505 2 R

The Mail Merge Toolbar appears

14. Now the mail merge We use this toolbar to perform the merge process. Run your
toolbar has appeared. mouse over the toolbar buttons to get acquainted with them.

15. Click the INSERT
MERGE FIELD button
at the left of the toolbar.

Employer_Mame
Student_Firzt_Mame
Student_Lazt_Mame
Start_[1 ate
End_Date
Start_Time
End_Time
YWigiting_T eacher
Diate OF Birth
Year_Level
Haome_Group
Student_sddress
Student_Suburb
Student_Postcode
Student_Phone

Rl

Pzt st Insert Word Field = | 2 | 10 ¢ [ 1|
Student Mote

Inzert Merge Field =
st

The fields from WORKEXPO are displayed in a list. Because there are many fields in
WorkExpo this list is very long. Click on Student_First_Name. Word inserts that field into the
Word main document.

16. The field is shown «Student First Name»
enclosed in double — —

brackets called
CHEVRONS



WORKEXPO Training Materials 23

17. Press the space bar to .
create a space after the «Student First Name» |
inserted field o -

18. Click the INSERT
MERGE FIELD button
at the left of the toolbar
again.

!

Mail Merge

o
HEL

[nzert Wiord Field =

AL [ (B[R Bs 25 8. | By F

[nzert kMerge Field «

19. This time insert the Click on the field called Student_Last Name
student’s last name.

20. To VIEW the data that
the fields represent you
click the ABC button as
shown below

!

Mail Merge

Inzert Merge Field = | Inzert Ward Figld -

Roger)
RE

Mt [ o [B Bk R
l:-"Eilﬁew Merged Data

This allows you to check that the data in WorkExpo is successfully being merged. You should
see a student’s first and last name instead of the field names. To switch back to the field click
the “View Merged Data” button again.

!

Mail Merge

Lol
HEC

Inzert Merge Field = | Ingert Ward Field -

M4t |—'T\J MBS B 3%q% 3. G e
I'L:I‘.g:-ctFie-:l:urd

21. Click the NEXT Similar to the Student and Employer navigation controls in
RECORD (See above) WorkExpo.
button to view the name
of the next student.

22. You have now set up
your main document.
The next step is to create
the merge itself.
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23. Finally the merge itself  This creates the third and final file in the merge process.
occurs. Click the
Merge To New
Document button

(see below)

Inzert ‘ward Field -

o
REC

Inzert Merge Field -

M4t [ H||Qf§@?ﬁ.ﬂi.“|%
W

kerge to Mew Du:n:ument|

24. Word now displays the  This file can be saved or printed. Alternatively, you can simply
results of the merge ina  click the “Merge to printer” button to produce the output of the

new document. merge directly to the printer.

25. Save the main This saves all merge information so that next time you won’t
document for later re- need to use the merge wizard.
use.

26. Check out some of the ~ Or under the My Documents folder.
merge samples on the
CD under the TRAIN
folder.




WORKEXPO Training Materials

J

SWAP DATA FILES BETWEEN TwWO COMPUTERS

What to do Notes

1. Click EXIT from the
main menu. WorkExpo
will prompt you to
backup your data file.

Backup Reminder |
Faor additional safetw, vaou can save a backup file of wour daka Yes
on a different disk, & backup file is a duplicate of wour data File —
that wou can use if wour data File is lost or damaged. "
Edit these paths in Options/Backup From Main Menu, mo
Cancel

If wou wank to save a backup copy now, accept or change

the driveifilename proposed and click the Yes button %

File ko back up:

Z:\Program FilesiwarkExpohw'armBLdatait'arm, mdb

fuipata o |

Remind ko back up on close

2. Click “YES” to create a backup copy of the data WorkExpo must be closed while
file to floppy disk. you maintain data files.

3. Take the floppy disk to the new computer and
insert disk in the A drive.

4. Using Windows Explorer copy the file called Make sure that WorkExpo has been
DATA.MDB from the floppy into the WorkExpo loaded on the new machine but is
folder on the new machine. not running.

5. Overwrite the file DATA.MDB on the new The location for the WorkExpo folder is
machine with the Data.mdb on the floppy. usually:

C:\Program Files\WorkExpo
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PRINT WORK EXPERIENCE ARRANGEMENT FORM(S)

What to do

Notes

10.

11.

With the WORKEXPO
main menu on your
screen click on the
PRINT button.

The Print Wizard
dialog box will appear.
You can choose to print
an arrangement form
for an individual
student or a group of
students.

In this example we will
print for a group of
students.

Select the print for
“several students...”
option

Click NEXT

Select “WE
Arrangement forms”
and click NEXT

Select students

Select to print on
official department
forms.

Choose Preview or
print and click FINISH

WORKEXPO can print on the official department forms or
print a facsimile.

# workExpo Print Wizard x|
Work Experience Arrangement forms AL
==
Select option(s) then click FINISH \:'ﬁ

Choose aption(s) below

—Sart arder

d 1: ILast Marme - I

—Filket options

Skudent group: IYear Level

j I(all)

% students with arrangements by date 2i II'E|St Mame: ]'
€ Students without arrangements by date 3 Im
Al sbudents by date
© Arrangements of 5 or Fewer days by date [ A Ems

& Preview
© Cuskom skudent group ' print

Ciate filker:

Mare options. ..

Help |

Cancel < Back Idext = Einish

You can select students by date or alternatively print forms
for all students in WORKEXPO

Do this by clicking ““I want to print on official department
forms”. Choosing this option will print data only, so that you
print on the official forms.
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ARCHIVING RECORDS

What to do Notes

With the WORKEXPO
main menu on your
screen click on the
ARCHIVE button.

The Archive Wizard
dialog box will appear.
You can choose to
archive arrangement
records, student records
or employer records.

In this example we will
archive student records.

Select “I’d like to
archive student
records”

Click on the NEXT
button...

Type the form or year
level of the group of
students you wish to
archive in the box.

4. Click ARCHIVE

WORKEXPO can archive student records, employer records
or arrangement records. This helps maintain your database.

F archive Wizard x|
Archive Wizard F
A,
This wizard will help vou archive recards -

*fou can archive old student and emplover records as well as archiving old arrangement records

—What would vou like ko archive?

¥ work experience arrangement records

€ student records

 emplover records

' Browse archives

Cancel | < Back | Mext = |

Help |

WORKEXPO archives student records by form or year level group.

Your records are now stored in an archive. You can browse the archive at
any time by clicking the ARCHIVE button then selecting “1°d like to
browse the archives™

NOTE:

Records can be restored or deleted from the archive. For further
information check ARCHIVING RECORDS in the on-line help file.
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WRITING CUSTOM LETTERS TO EMPLOYERS

What to do Notes

1. With the WorkExpo will allow you to write a custom letter to a
WORKEXPO main selected employer and save the letter to be re-used later.
menu on your screen
click on the PRINT
button.

2. The Print Wizard x]

dialo box WI I I Print Wizard @
g =

Print a range of docurments, including letters, lists and reports.

appear.
Sg?ect Select print options then click next
“Custom letters to
em p I oyers”  Students ' Create a custom lstter
© Arrangement lisks & Edit one of my custom letters
and CI |Ck NEXT © Other lists " Print one of my custam letters
~ Miscelaneous ' Edit & built-in WorkExpo letter
' Custom letters

(Create custom letters which vou can save For
future use, e.q. create and save a "cancellation”
letter which can be re-used.

Help | Cancel I = Back: I Mext > I Eimish |

3. Follow the steps the You can choose to create new letters or edit existing letters.

WorkExpo walks OR you can print letters you have written and saved.
you through.
i x
Each letter that you write e . o
. . Edit a built-in WorkExpo letter -]
mUSt be glven a name Wthh Select option(s) then click FINISH ==
you enter in the Letter Type e S 2 kSR LR DD oyt ppear i wercpe.
box while the text is entered Select totter:  [REET =1 ttore options..

Thank you for your interest and participation in our program, YWe are writing to confirm

in the Letter TeXt area wour offer of a Work Experience placement for the above student. Please complete part 2
of this form, keep a copy and return the other, as soon as possible.

Wi'e would be grateful if you would complete the Student Evaluation Form and return it to

11 the College as soon as possible after the work experience placement concludes,
When writing a new letter
- If yvou have time to discuss the report with the student, it would be much appreciated as
|nC|Ude Only the body text students gain great benefit from such discussion.
of the Ietter Should you have any gueries, please don't hesitate to phone the school on the number

above and I would be very happy o discuss these with you.

Do not include
. Recipient

d Address Heln | Cancel <Back | niest - Einish
J Date

Letter sign off: IYDur5 FaithFully ;l Date updated:
30{041999
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7. WORKEXPO will
automatically save your
new letters once they are
named.

8. To delete a custom letter
press DELETE.

9. Once you are finished
typing your custom
letters WORKEXPO will
automatically save them
for you.

Remember to name your custom letters.

The currently displayed letter will be permanently deleted.

NOTE: Letters can only be saved if they have a name. Your
new letters will be available as drop down letters from a list
box in the Write/Edit letters dialog box elsewhere.
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STORING YOUR BLOCK DATES IN WORKEXPO

What to do Notes

1. With the WORKEXPO This will display the OPTIONS dialog box. From here you can choose to

main menu on your further options.
screen click on the
OPTIONS button.

2. Select “Block Dates
Maintenance”
and click OK.

5. The BLOCK DATES x

dlalog box will appear. Enter Block Dates below, You can enter several different

seks of dates,
Dates entered here will be available as drop-down dates in
the Arrangements window,

Block Start Date: |  Block End Date:
10/12/2003

4. Enter your start and It is important to type dates in the following format at all times while
end dates for your using WORKEXPO
bIOCl_( in the spaces 12/05/2002 using forward slashes between numbers
provided.

5. WORKEXPO will WORKEXPO will automatically save any data once it has been entered.
automatically save your Several different sets of dates can be saved.
block dates.

6. Click OK. Your block dates are now stored. They will appear in the

ARRANGEMENTS window as drop down dates. To change dates repeat
this procedure.
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BACKING UP YOUR DATA FILE

What to do Notes

1.

Choose OPTIONS

from the MAIN MENU  all information you enter into WorkExpo. The default file

name is DATA.MDB

Select OPTIONS then
click the “Back-up”
tab.

The Backup Options

WorkExpo Dptions

 Schaal I General  Backup |Rest0re I Password I Block Dates I ‘Work Type I Print Settings I Networkl Data File I Signatures

You should regularly back-up your data. Your data file stores

=)

dialog box will be

d iSp I ayed . Create a backup data file

BACK UP WORKEXPO DATA FILE

Your current WorkExpo data file is:

C:\Program Files', WorkExpo'.data.mdb

‘Your WorkExpo data file is where all your student, emplover, arrangement and other data is stored.
‘fou should backup this file on a regular basis, This is the only file you need to backup,

The default location for the file to backup is C:YProgram Files\WorkExpodata.mdb

File to be saved: {Should be same as current data file above) Please specify location. ..

|C:'|,Pr0gram FilestWorkExpoidata.mdb |§I

Save as:

|A:'|,data.mdb |§|

Remind ko back up on close

Help | fol's | Close

In the File To Be Saved  This is the file which stores all your WORKEXPO data,
box enter the including student, employer and arrangement data.
DATA.MDB file and
its path.

In the Save As box

The location must pre-exist on your system but the name for

enter the location and the Save As backup file can be new. You can also choose to

name of the backup.

Click CLOSE or press
ESC to close off the
dialog box and save
changes.

be reminded to backup on close.
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TROUBLESHOOTING

What to do if:

Notes

1. Dates don’t seem to
work properly in
WORKEXPO.

2. Pages don’t seem to
print properly.

3. Some paragraphs seem
to be overprinting onto
other paragraphs.

4. WORKEXPO is not
calculating a student’s
AGE properly

5. My DATA.MDB file is
too big to fiton a
floppy disk

Go to WINDOWS utility CONTROL PANEL and select REGIONAL
SETTINGS. Make sure that AUSTRALIAN date formats are set. You
may need to check TIME/DATE. Set your WINDOWS time/dates
defaults as:

dd/mm/yyyy

Go to WINDOWS utility CONTROL PANEL and select PRINTERS.
Make sure that the paper size A4 is the global default setting in
WINDOWS.

In WINDOWS 95 select the printer and choose PROPERTIES.

Make sure that A4 is your standard paper size in WINDOWS. (See above)
If the problem persists preview the problem document in WORKEXPO
then select PRINT SETUP from the file menu and adjust the margins
manually.

Go to WINDOWS utility CONTROL PANEL and select REGIONAL
SETTINGS. Make sure that AUSTRALIAN date formats are set. You
may need to check TIME/DATE. Set your WINDOWS time/dates
defaults as:

dd/mm/yyyy

Exit WORKEXPO. Compact the DATA.MDB file by running the
REPAIR DATA FILE utility on the START/WORKEXPO menu
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GETTING HELP

What to do Notes

e With the WORKEXPO  WORKEXPO has its own built-in on-line Windows help
main menu on your files.
screen click on the
HELP menu at the top
of the screen.

e Select CONTENTS
from the drop-down

menu.

e Click on the topic Topic heading appear in green and are underlined.
heading to move to that
topic.

e You can also select If you are unable to find a topic select CONTENTS and click
SEARCH to search for on “What | want is not listed”. This displays a range of
information on a further options.

particular topic.
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SAMPLE DOCUMENTS
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Employer report form

Work experience arrangement form facsimile
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You can print all these documents directly from WorkExpo.

Plus many, many more!
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APPENDIX 1:

PRINTING DOUBLE-SIDED ARRANGEMENT FORMS

¢ Double sided arrangement forms are causing some difficulty and paper wastage for some
schools.

Teachers have requested that the they be able to print the first page only of the new work
experience arrangement form so that they can photocopy a single blank Page 2 and print all of
page 1 information directly from WorkExpo. Thus producing a single document for each student!

WorkExpo allows you to print the FIRST PAGE ONLY if required.

Place a tick in this box to
print first page only

WorkExpo Dptions |

_School | enefal | Backup | Restare | Password | Black Dates | work Type  Print Settings INetwurkI Data File | Signatures |

Arrangefnent Farm b ore options...

iPrink First page only of ArrangementfPlacement Form

Print on official Department Forms i.e. print data only {Laser prinkers only)

Include a tick in the box in Arrangements Forms

Oood

Include Principal's name in Arrangement Forms

Docurnents
[0 Include non work-experience placements in lists and reports
[ Include Range of Duties information in Employer Exvaluation Farm
[]  Prink a one-page summary as the first page in lisks and repaorts
Ll

add a border around student and emplover certificates

Form 15 (Yickarian OHS)

[ Include a covering letter when printing Form 15

) Toemplover ™ Toparent

Printer
[ Use school letkerhead paper in prinker

[  Frint ko deskjet o inkjet printer

Help | oF; Close

Follow these steps to print a single double sided form for each student

1. Photocopy page 2 of your master copy of the new form
2. Feed this photocopy, blank side up, into your printer
3. Ensure that “First Page Only” is checked, as shown above.
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APPENDIX 2:

INSTALLING WORKEXPO

e IMPORTANT NOTE: If installing to a Windows NT/2000 machine or a machine where
permissions/profiles/policies have been set, log in as ADMINISTRATOR otherwise setup may
fail.

Follow these steps to install WORKEXPO on your computer.

Start Windows

Insert WorkExpo CD ROM in drive

Choose RUN from the START menu

Type <DRIVE>:Setup and press ENTER

Recommend that install WORKEXPO to C:\Program Files\WorkExpo

You can also run a "quiet™ installation; this will install all files in their default locations
without prompting you. Type <DRIVE>:Setup.exe /q

SN AN

UNLOCK/REGISTER YOUR COPY OF WORKEXPO

All installations of WorkExpo begin as a DEMO INSTALLATION

When you enter your registration number the demo then converts to a

full working version. Follow these steps:

1. From the WorkExpo main menu click the "Options™ button

2. The options dialog box will appear. Click the "School” tab

3. Enter your school details, over-typing the demo details

4. Click the "Register” button and enter your registration number which is on the
the CD case.

5. The demo is now unlocked to a full working version.

GETTING HELP WITH ON-SCREEN TUTORIALS

1. Insert the WorkExpo Demo CD in the appropriate drive.
2. Click START/Programs/Accessories/Multimedia or Entertainment/Windows Media Player
3. Click FILE OPEN, click the BROWSE button and select any of the files

from the CD in the TUTORIALS folder.

Select HELP/CONTENTS from the menu while in WorkExpo and click on
What's new in for a full description and on-screen instructions.
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APPENDIX 3:

WORKEXPO LICENCE AND LIMITED WARRANTY

The program is licenced for use by the purchaser only. This software is protected by international copyright treaty
provisions. Therefore you must treat this software just like a single copy of a book, except that you may copy it onto a
computer to use and you may make archival copies of the software for the sole purpose of backup up the software and
protecting investment from loss.

Info Plan warrants the physical media and documentation enclosed herein to be free of defects in materials and
workmanship for a period of sixty days from the purchase date. If Info Plan receives notification within the warranty
period of defects in materials or workmanship, and such notification is determined by Info Plan Software to be
correct, Info Plan will replace any defective diskette(s) or documentation.

Info Plan specifically disclaims all other warranties, express or implied, including but not limited to, any implied
warranty of merchantability or fitness for a particular purpose.

WHAT YOUR WORKEXPO LICENCE INCLUDES

The WorkExpo site licence entitles you to use WorkExpo at your school for a single campus. You may install the
software on more than one computer within the one site for the same group of students. You may install the software
for use on a notebook computer for use with the same group of students. If you want to use WorkExpo at another
campus of the same school you must purchase an additional licence. There is a cost of an additional campus licence
for each additional campus.

TECHNICAL SUPPORT

12 months support from date of purchase. Additional support packages are also available. Contact Info Plan Software
for details.

COPYRIGHT PROVISIONS

WorkExpo is published under the copyright laws of Australia. All files on the WorkExpo distribution CD are
copyright Info Plan Software 2003
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