PFL Database User Manual
IMPORTANT NOTE: Due to some issues with Access, some of the tabs on the forms are not immediately visible. If you do not immediately see a tab try scrolling up or down using the scroll bars at the right side of your screen.

Getting Started:
1. Open the Database file entitled “PFL DB.mdb”

2. Once you do so a menu will appear


This is the main menu for the entire application. From here you can choose whether to enter the Student system, the Inventory system, or the Human Resources system

3. At any time you can return to this menu by selecting the Return to Main Menu button

The Student Tracking System
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** In this system Student Applicants and Students currently enrolled in the program are managed separately. 

** When a student applies, their information is entered into the system by selecting “Add Student Applicant” from the above menu, and then filling in the 3 tabbed forms that follow. 

Accepting a Student
When a student has been accepted to PFL, you can change the student’s status as follows:
1. Go to the Student Applicants menu
2. Select “Edit Existing Applicant Record” 

3. Click the “Application Process” tab

4. Change the “Admitted” dropdown box to “Yes”

Once this is done the student’s information will transfer from the Applicant area to the Student Records Area

Managing Schools
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When selecting a student’s school you will notice that there is a list of schools to choose from and that you may not simply enter the name of a school. In order to edit or change this list you must use the “Schools” button in the Student menu. From this form you may add/edit/delete a school.

Add/Edit/Delete Student Record

As you can see there are areas on the menu for performing all of these 3 tasks. 

** If you delete a student record, it DOES NOT delete the same student’s applicant record. This is in case a student is expelled from the program, but later re-admitted.

** A record is not actually added/edited/deleted until the database is saved. So save early and often when making changes to the database.
Adding Medical or Behavioral Incidents

1. Select the Student Tracking Area

2. Go to Student Records

3. Click Edit/Delete

4. Go to the Summer Status tab

5. The Medical and Behavioral Areas are at the bottom of this form
The Inventory System
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There are two basic components to the Inventory System, Products and Transactions:

Product Area: 
This records a list of the items that can be purchased in a transaction. You ONLY need to use this feature when you are recording a new product type. This is similar to the way Schools are managed in the Student Tracking System. Before a transaction can be entered all of the products must be entered into the database. However, when a product is entered once it does not need to be entered into the product list again.


For example, if an employee buys an unusual object that has never been purchased before, he/she must first enter the product information using the “Add Products” button. Once this is done, the product name will appear in the dropdown list of products on the Transaction form. 
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Dividing a Product in Several Locations:
If for example, you buy 1000 pencils and want to split them between Bryn Mawr and Messiah, this is where you would record that data. Simply use the form above and enter the desired quantity in each corresponding text box. The Total Quantity will automatically update.
Transaction Area:
 This is the area where you will record the information each time a purchase is made. Using the list of products created in the “Add Products” form you can enter as many items as necessary in each transaction. This is also the area where you record information about the location, purchaser, and supplier. 
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Updating Quantity

Click the “Record Inventory Used” button in the Inventory menu. This screen will appear.
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Use this form to record usage of a Product.

** In order to provide accurate inventory reports, the quantities must constantly be updated here!

The Human Resources System

The Human Resource system is structured similarly to the Student Tracking system. You may add an Applicant or Employee depending on the person’s status. Additionally you must delete both the Applicant and the Employee records if you wish to completely remove a person from the system. 
** When an employee is hired, transfer their information by selected the “Hired” check box in the Applicant Info section of the Applicant area. 

[image: image8.png]Ble Edt Vew Iwet Fomat Recods Ioos Window Help
¥-EH SRV

- Tahoma -8

-BIU

Type a question for help

tmEo|@|HHTHY |8 K|S B R @,
s==(2-A-|2- .

Student Tracking

Inventory

Exit Database

PROJECTFORWARD LEAP =

Edit/Delete Applicant

@ Strategy that Werkss: A Gifted Education far Every Child,

Form View





Other Info: This section is used to add Locations and Seasonal Positions to the lists, similar to the way schools and products are added in the other two systems.
