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Introduction

Welcome to SportSCID2010, a database to assist the Sports Department in your school with the day-
to-day running of your Sports Programme.

In developing this there were two key principles:
it should be free and available to any Sports Co-ordinator who wanted to use it
it should add value to their work

People should use it if they feel that it will benefit them. This programme is not compulsory but it will
cost you nothing and should save you time.

Anecdotal evidence suggested a lot of sports co-ordinators were using computer programmes that
required a lot of manual typing and were labour intensive. The collecting of NZSSSC Representation
Census data is also time intensive and done at a busy time of the school year. This programme is
easy to use, cuts down labour intensive manual typing, and produces the NZSSSC census at the push
of a button.

So what does SportSCID do?

The database can be used for the following:
printing student lists
printing team lists
easily manipulating team lists to print your requirements
recording Emergency and Medical information for all students
recording Coach, Manager, and Officials contact information
recording details for all students participating in sport
tracking uniform issue and payment
tracking fee collection
performing a mail merge to allow you to send a form letter
printing a completed NZSSSC Representation Census at the click of a button
placing student sports information into MUSAC for school reports.

Dealing with the most commonly asked questions first
The most common question people ask is:

“Can this programme take student details off our school existing office database, or do | need
to type out student details myself?”

In most cases you are able to transfer the information from your existing school database onto the
SportSCID database, for example by using MUSAC or your school’'s Student Management System
[SMS]. A detailed description is on page 45. You can also update student details information off
MUSAC and other SMS. This will allow you to update, very quickly and easily, an infinite number of
times.

“How much do | have to know about computers?”

Knowing that the skill level of the user is going to vary and acknowledging you don't have the time to
sit down and devote all your time to a computer programme, this programme was designed to be
straightforward and easy. Pilot testing and subsequent use reinforced that this programme is easy to
understand. The best way for people to become familiar with the programme quickly is to practise with
dummy data. SportSCID2010Practice has been created for this purpose.
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“What are the system requirements?”
SportSCID2010 runs on PC systems only. It will not operate successfully on MAC systems.

SportSCID2010 runs on Microsoft Excel 2002, Microsoft Excel 2000 or Microsoft Excel 97 software. It
will not open in earlier versions of Excel. Ideally it runs on a 1.2 Ghz Pentium 4, with 128MB RAM and
20MB of hard drive space. Problems will occur if the computer is running at less than 1.2Ghz. To
identify the amount of Ghz, turn on the computer, during the opening functions the monitor will display
the Ghz at the top left hand corner. If at all possible, don't use anything under 1.1Ghz.

The size of the school roll will determine the speed of the programme; the bigger the school, the
slower some functions. A good indication of your computer's speed will come from using
SportSCID2010Practice.

The “Update” function, which allows you to update student details off MUSAC or other SMS on a
regular basis, requires significant amounts of memory. You should practise several times using
SportSCID2010Practice beforehand. If you do not have enough memory your programme will crash in
this function. Hence you should always have a back-up version beforehand. Likewise, running the
NZSSSC report requires significant memory.

Before going further, two important things to do are:

Read this manual from cover to cover
Read the “familiarising you with the environment” in each section again.

“Why Excel and not Access?”
A question commonly asked by IT support staff at schools is why Excel is used as a platform instead
of Access. The reasons behind using Excel over Access are:

Access needs a lot of RAM to run, many computers used by sports co-ordinators will not have
the amount required.

Excel is more likely to be available in schools as part of the Microsoft bundle package; Access
is bundled with other packages at a higher cost.

Access requires the user to have some knowledge of how data bases work and uses
programming language not required for operating Excel.

Access has a reputation for being unstable and crashing unexpectedly.

Access 97, Access 2000 and Access 2002 versions are not compatible.

Access is easier to write and design, but Excel is easier to use.

A really important point to make

This programme should be used only for one school year. Each year there will be an updated version
— free of charge. The updated version may well have changes so it is vital to use the version that is
current i.e. for 2010 use SportSCID2010. This also eliminates outdated student sports information
being kept and carried on each year and being added to the census. Students’ personal details may,
however, be carried over from one year to the next. See pages 63 — 64 for details.

Familiarising you with the environment

Before starting, familiarise yourself thoroughly with the manual and practise on
“SportSCID2010Practice” until you are satisfied the programme is right for your purposes and you are
confident in its use.
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The entire programme has been set up to work on what are called ‘Action buttons’ and
‘Drop down boxes'.

This i= an "Action button' | I This is a drop down box j

An ‘Action Button’ will carry out the task that is labeled only when it has been clicked using the mouse;
for example, the ‘Action button’ entitled ‘Make Changes’ (below) will make changes only when it has
been clicked using the mouse.

Make Change(s) |

By clicking on an ‘Action Button’ you are telling the programme to carry out the task on the
button. Each screen you will be operating in has ‘Action buttons’. A handy reference
paragraph is in each section to let you know what each ‘Action Button’ does.

A drop down box contains names. Select the desired name by using the mouse; for example,
Names of sports. Click on the triangle to view all the options in the drop-down box. Scroll
down until you find the desired information (in this case the relevant sport).

View all Options |

Archerye | <_| Select Desired Sport |
arthletic=

Badrinkon
Baskethall
Beach Yollewball
Bocce

Bowals Indoor

Selecting one of the sports using the drop-down box eliminates the need to type it. If each student
plays three sports and there are 500 students, someone would need to type the students’ sports 1500
times. This simple step does it for you.

A quick way to search for a name/sport required in a ‘Drop-down box’ is to type the first letter of the
word in the box. It will skip through the alphabetical list to find all names/sports beginning with that
letter.

“How do | get started?”

While this is a manual, it has been designed as a tutorial as well. Practise with the file named
‘SportSCID2010Practice’ to familiarise yourself with the programme. ‘SportSCID2010Practice’ has
been set up with fictitious names and details to portray how a working model would operate.
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Using the programme

1 Before opening the programme, make sure all other programmes and applications are closed.
The programme works faster with no other applications open.

2 Open Excel 97, Excel 2000 or Excel 2002 (depending on your system).

3 Open ‘SportSCID2010Practice’.

4 You may or may not (depending on your school's security settings in the software) get a

message that looks like the following (If you do not get this message read the section “New
Microsoft patch code implications for SportSCID2010” below for more information):

Microsoft Excel EE3 |

W IMDOWS) Deskiop SportSCIDE009 - ¢ (PRACTICE). xls contains macros,

Macros mat conkain viruses, It is always safe to disable macros, buk if the
macras are legitimate, wou might lose some functionality,

Disable Macros | Enable Macros More Info

This message lets you know that there are macros attached to the programme you
are about to use. Click Enable Macros and this will enable you to use the
programme. Clicking Disable Macros will render the programme useless.

5. Once the programme has been opened, always save the programme. Regularly save
and make back up copies. For added protection store a back up copy with your
Regional Secondary School Sports Administrator.

NB: Each time the programme is used it is important to SAVE so that any changes will
be saved.

New Microsoft patch code implications for SportSCID2010

Microsoft offers “patch” codes that are uploaded from their website. This allows improvements or
modifications to be made to existing systems without having to wait for the next generation software.
One of the latest patch codes turns off all macros in Excel. Since SportSCID2010 &
SportSCID2010Practice run on macros, this may create a short-term problem; but it can easily be
remedied by following the instructions.

Identifying the problem
Identifying the problem is quite simple because nothing will work. You will be in the main screen and
every time you hit a button you will get this message:
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Microzoft Yizual Basic

E The macros in this project are dizabled.  Pleaze refer to the onling help ar documentztion of the host application to
L]

determine how to enable macros.
Help |

Solution
The Microsoft “patch” codes tell Excel to reset security settings to “High” and you have to change the

security settings from “High” to “Medium”. This can be done easily: close SportSCID2010 or
SportSCID2010Practice, open Excel, from “Tools” menu, select “Macros” then “Security”.

This will take you into the following pop-up box:

Security E

Trusted Sources I

£~ High. ©nly signed macros from trusted sources will be
allowwed to run, Unsigned macros are automaticalky
disabled.

' Medium, You can choose whether or nok ta run
potentially unsafe macraos,

€ Lo (not recommended). ¥ou ate not protected Fram
pokentially unsafe macros, Use this setting only if wou
hiawve wirus scanning software installed, or vou are sure
all documents wou open are safe,

The Microsoft “patch” code has set the security to “High”. You need to change this to “Medium”. This
will give you the option of determining whether you want to run macros or not. Once you change the
security levels to “Medium”, the following familiar message will appear when you open SportSCID2010

or SportSCID2010Practice:

Microsoft Excel EE3 |

W IMDOWS) Deskiop SportSCIDE009 - ¢ (PRACTICE). xls contains macros,

Macros mat conkain viruses, It is always safe to disable macros, buk if the
macras are legitimate, wou might lose some functionality,

Disable Macros | Enable Macros More Info

If you had chosen “Low”, it will run all Macros, and not give you this above box. If you are unfamiliar
with this box, read page 6 of the manual.
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If any IT people are unhappy about you resetting the security settings, either get them to have a

discussion with NZSSSC or you can't run SportSCID2010.

Special note for Microsoft 2007 users

It might be helpful to describe the ‘Enable Macros’ process for users of Microsoft 2007. If a tweak has
not been done to allow you to access files with macros from a trusted source you will get a message

like this.

Microsoft Office Excel

' Cannot run the macro 'REHSreturntamenufromsscreport’. The macro may not be available in this workbaook or all
. macros may be disabled,

Click on Office Button at top left of screen and click Excel Options

b

Q Business Contact Manager *

<@

Microsoft Excel

Recent Documents

1 RBHS
VERD
VERD
VERD
4484N7S55C2008-0117

Representation Census - Regional Comparison...

RC 2007 - Summary Part A MASTER
REP CENSUS 2007 - WELLINGTON

St Catherines College

Radio Sport Expenses January 2008

Radio Sport Expenses January 2007

Sthools SMS & EMS MASTER

02 NZS55C charges DECEMBER 07-JANUARY 08
STAC

REP CENSUS 2007 - CANTES
NZSSSC Budget 2007 cf. A

1] Excel Options | | X Exit Excel

2
3
1
E
& Representation Census Part 2 Data Entry Mast...
i
g
9

TYTLELE Y XY TWYY LEL XY N

Styles Cells Editing

- R;)' C &% 11:348M
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Select ‘Trust Center’ and click ‘Trust Center Settings’.

Excel Opi

Popular
Formulas
Proofing
Save
Advanced
Customize

Add-Ins

Protecting your privacy

please see the privacy statements,

Show the Microsoft Office Excel privacy statement

Microsoft Office Online privacy statement
Customer Experience Program

[ Trust center

Resources

||| security & more

Microsoft Windows Security Center
Microsoft Trustworthy Computing

Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer
secure, We recommend that you do not change these settings.

@ Help keep your documents safe and your computer secure and healthy.

Microsaft cares about your privacy, For more information about how Microsoft Office Excel helps to protect your privacy,

Learn more about protecting your privacy and security from Micrasoft Office Online.

ust Center Settings.

Select ‘Trusted Locations’ and click ‘Add new location’.

ust Center

Trusted Publishers
| Trusted Locations

Add-ins

ActiveX Settings

Macro Settings

Message Bar

External Content

Privacy Options

Trusted Locations

‘Warning: All these locations are treated as trusted sources for opening files. I you change or add a location, make sure that

the new location is secure.

Path

ChLgs Al Users, WINDOWS\Documents\NZSS50,
C\...CEO6\Application Data\Microsoft\Templates),
Microsoft Access Runtime\Officel 2\LSTART,
B\Application Data\Microsoft\Excel\XLSTART,
Files\Microsoft Access RuntimeTemplates',

Microsoft Access Runtime\Officel 2\STARTUR,
\Microsoft Access Runtime\Officel 2\Libranh

noonno

Description

Excel 2007 default location: User Templates

Excel 2007 default location: Excel StartUp

Excel 2007 default location: User StartUp

Excel 2007 default location: Application Templat...
Excel 2007 default location: Office StartUp

Excel 2007 default location: Add-ins

Date Modified

17/01/2008 9:03 AM

Description:

Date Modified: 17/01/2008 9:03 AM
Sub Folders: Allowed

=
Path: Ch\Documents and Settings\All Users, WINDOWS\Documen 75550,

Add newlocation..‘] [ Remove ] [ Madify...

|:| Allow Trusted Locations on my network (not recommended)
|:| Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted.
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Select Browse to locate the required path, click the subfolders option if required and click OK

Microsoft Office Trusted Location

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.,

Path:
|C:‘|Ducuments and Settings\all Users, WINDOWS \Documents{NZS55CY |

Browse...

‘Subfolders of this location are also trusted:
Description:

Date and Time Created: 17/01/2008 11:43 AM

0K l [ Cancel
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