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New Phone List Documentation

1. Double click on the SA icon on your desktop: Samapr.Ink

twns Resume Release 99881 Help

Unisys Business Information Server
ADMINISTRATIVE MAPPER SYSTEM
Station: 99331 Site: A Level: 44R1A

2. From the logon screen, enter your

Please enter the following information,

User'|d Dept # PaSSWOI'd and or press SignOn to sign on as a new user.

press the transmit key (usually the _

numeric enter or scroll lock key). Passiord

Press XMIT when complete.
Unisys Business Information Server
ADMINISTRATIVE MAPPER SYSTEM
. Station: 999435933}55 A 3;;.
3. From a blank screen display, type Cabinet: 300

new-phone and press the transmit
key.

4. If something is on display that is not from LIST or UTLIST, an error is displayed:

BHOME-LIST
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5. From the new-phone screen, the

Absentee LlSt, StUdent LlSt, Ca” File  Edit Eunct\on Lockups  Mail Runs Resume Relsase 99945 Help

history, and calls that are future Attendence Phone Dialing [1610)

dated may be retrieved. Users

may also schedule absentee and | 1] e O e

student list calls, perform te Search for:

. . ’ 72

information searches, sort data, Lol Ll _

print screens, obtain student e :

data, remove a future scheduled B

call, and refresh the student list. Doosat 11 181

Searchable student fields include §§§§§§ ﬁ :

id, name, or phone number. 060R1B 11 15:0.
960517 11 EO
gosds 11 53

6. Enter Start Date and End Date. GIIR 10 1760

0960426 11 BT

7. Enter Start Time and End Time.

8. Click the appropriate Schedule...
button.

Field and Button Definitions and Explanations
Message #: A blank field that should be populated with the message number 2, 3, 4, or 5.

Start Date and End Date: The date that the calls will start and end. The format should be YYMMDD
(i.e., YY =year, MM = month, DD = day; e.g., 060130). Although most schools only schedule current
day calls, it is also possible to schedule future calls to be completed over multiple days (e.g., start
061202 and end 061206).

Start Time and End Time: The time that the calls will start and end. Entry is by hours and minutes using
military time. Military time is between 0000 to 2359 hours (e.g., 6:00 a.m. is 0600 military time and 6:00
p.m. is 1800 military time). Normal hours to schedule school days are from 0600 (i.e., 6:00 a.m.) to 2100
or 2200 (i.e., 9:00 p.m. for elementary schools and 10:00 p.m. for high schools), Monday through Friday;
0900 to 2200, Saturday; and 1000 to 2100, Sunday.

Retrieve Absentee List: Displays the current list of absent students.

Edit Function Lockups Mal Runs Resume Release 29938 Help

. B ek
HE [Cick s retrieve student istlap - uict
[Ta]=] 5] 2] Z2]s][o0]]

Locate

Retrieve Student List: Displays the list of . :
. i I . .5tudent Mame .Phone # E Q50505
all students per Unit. 1001566 159 Mark Simmons ' 773-555-1212 - Gaa530

1001906 Eddie Spiller F73-555-1212
1010040 James Adams F73-5655-1212
1010064 Jelani Templeton F73-5655-1212
1010380 Diego Williams F73-5655-1212
1010920 Linda Cazales F73-555-1212
1011214 Jamell Southern F73-555-1212
1012158 Bernard Cage F73-555-1212
1012648 Michell Walker F73-6556-1212
1012847 Antwoine Norwood F73-5655-1212
1013707 Barbara Mesaljic F73-555-1212
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060505
960502
Q60427
960426
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Select Student: The ability to query a particular student. A call history will display by highlighting a
name from the list or entering an ID or Name in the field.

Print: Printing the current, displayed student list.

Refresh: When the Search or Sort option is used (see below), the Refresh option will display the
previously retrieved list.

Remove: Allows the removal of a scheduled item from the History box. By removing an item, the call
occurrence in the dialers is also removed. Any past calls or the top 30 calls that are scheduled to go
out, will not be allowed to be removed. Any calls that are removed and rescheduled must be future-
dated, by at least 30 minutes.

Help: Provides the message to the right, or displays
New-Phone help information: WEW-EHOME

The box on the right-hand side will display a list of all Currently no help document exists For MEW-PHORE,
dates and message numbers for a particular Unit.

The list will show all calls that are scheduled to be Ak this kime, this is an UnSupparked and UnDocumented run,

made and all calls that have already been made If vou have any question, email hminsky@cps.ki2.il.us
since 12-27-05. History Data from 9-1-05 will be
avaijlable at a later date. Do not call the help desk - They know nothing about this run

If you double-click on a date from the list, the call
status will display.

Student Id for History: Ability to search for a student
by Name or ID number. Searches by name will

provide a list of all students with that name, per Enter Student IDfl
school. From this list, double-click on a single student or phone #

to view a student’s complete history, since 12-27-05. within your unit
Searching by ID will also provide a complete student to Search for:

history. Data back to 9-1-05 will be available at a
later date.

Phone Number Search: Allows a search for a particular phone number within a school.

Search/Lookup Button: Activates the student search.

% Student Count

[Total number of calls: |

Student Count Screen: Shows the total number of calls made to
the student for the defined period of time. This will only be -
displayed once a student has been selected. To: Zaosod3i

Schedule Student Button: Schedules the students in the list by start date, start time, end date, end
time, and message number.
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Search Button

Fle Edit Function Lookups Mail Runs Resume Release 99935 Help

tendence Phone Diali

Retrieve Absentee List Retrieve Student List

Enter Student IDfl |

v To search, select a Field
name and click the Select
button.

Fle Edit Function Lookups Mail Runs Resume Release 99935 Help

lick if vou are looking For & range

v Itis possible to search by a
range of field entries, search
by inclusion (EQUAL), or
search by exclusion (NOT
EQUAL).

Fle Edit Function Lookups Mail Runs Resume Release 99935 Help

ALEXIA HARRIS] E

Schedule Absentee List Schedule Student List
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v After a field has been
selected, it will be moved to
the right-hand window. It is
possible to remove or edit a
selected field.

v To remove, click the
Remove button.

v To edit, double-click on a
field from the right-hand
window.

v After a search has been
completed, add a new
request or change an
existing request.

Sort Button

v Tosort, select all the fields
for the search and move
them in the left-hand
window into the right-hand
window.

ALL Schools
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Fle Edit Function Lookups Mal Runs Resume Release 99938 Help

Enter Student IDfl |
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[List that the SEARCH will be done on |

<)

Fle Edit Function Lookups Mail Runs Resume Release 99935 Help

Message # .E

[Start Timelfi5]] 15|+ W End Time J[5o]s)

or phone #
with your unit
to Search for:

HISTORY

060608

.Student Hame .Phone # 060605
060531
260530
260524
260622
2060519
060515
060517
060516
060505
060502
060427
060426

13 o

|

v EEEETMEETEIT U

773-555-1212
773-555-1212
773-556-1212
773-556-1212
773-556-1212
773-556-1212
773-556-1212
773-556-1212
F73-556-1212
Will not call
773-655-1212

Aferdita Mitchell
Adrienne Salto
Alan Chacon

Akbar Viramontes
Akeem Chuang
Alexander Garcia
Alexia Harris
Alejandro Yera
Alejandro 5igelko
Adam Henderson
Adam Perez

1020558
1039155
1052300
1056109
1071805
1115599
1177012
1221753
1241954
1244726
1322412

¢
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Function Lookups Mail Runs Resume Release 99938 Help

List: to pick From For SORT

I




Fle Edit Function Lookups Mail Runs Resume Release 99935 Help

endence Phone Diali Q]

Retrieve Absentee List Retrieve Student List
g rt

Enter Student IDf |

Sort Report STUDER

v Users have the option to sort
multiple fields in Ascending
or Descending order or by
Character or Numeric type.

o W e

Schedule Absentee List Schedule Student List

Fle Edit Function Lookups Mail Runs Resume Release 99935 Help

dence Phone D
Retrieve Absentee List Retrieve Student List

Sort Report

Enter Student IDfl |

v Once sort options are : =Lis LO& abblaie
selected, return to the -
previous screen to select
any additional field(s) to sort
by. o< o}

Schedule Absentee List Schedule Student List

Fle Edit Function Lookups Mail Runs Resume Release 99935 Help

endence Phon g 0j
Retrieve Absentee List Retrieve Student List
g s

Irt

Enter Student IDfl |

v If an additional sort field is . . o
selected, order the sort I STUDERTRANE
fields by importance, from
top to bottom. Double click |

a right-hand side option, to
rove up

change options.

Schedule Absentee List Schedule Student List
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