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Proprietary Rights of Business Technology, Inc. (BTi) applications include the
following:

The Attendant Solutions suite of products and related data and information are
proprietary and confidential to BTi and are the subject of trade secrets and
copyrights licensed from BTi. The programs and related data and information are
provided in confidence. All use, disclosure, copying, transfer or storage of these
items, except as authorized in the written License Agreement from BTi to the user, is
strictly prohibited. Information in this document is subject to change without notice
and does not represent a commitment on the part of BTi.

COPYRIGHTS:

© 2018 Business Technology, Inc. (BTi). All Rights Reserved.
301 Mallory Station Rd., Suite 200, Franklin, TN 37067; United States of America.

TRADEMARKS:

BTi and the Attendant Solutions and individual application logos are registered
trademarks in the United States of America.

All other brand or product names mentioned may be trademarks of their respective
companies or organizations.
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Preface

Welcome to the School Closings Attendant™ 7.2 User Guide. This guide describes
the features of the School Closings Attendant™ application.

Intended Audience

This guide has been written for System Administrators, News Directors, Lead News
Producers, News Producers, and Master Control Operators to help in learning the
functionality available in School Closings Attendant™.

BTi Technical Support

Technical support is available to answer questions and to help with any problems
encountered using the Attendant Solutions suite of products. BTi Technical Support
may be contacted in the following ways:

Method of Contact Information
Website www.bti.tv
Email support@bti.tv
Voice U.S. 615 5911900 x1

We Value Your Input

We are interested in hearing your comments about this book, particularly if it fell
short of your needs or expectations. Please send your comments to support@bti.tv

Business Technology, Inc. Rev. Aug, 2015 v
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Introduction

School Closings Attendant™ fully automates the capture and delivery of school,
business and other public-related closings information.

Closings can be entered manually, via web site entry, or automatically captured via
telephone call-in and/or electronically from a centralized reporting service's wire
feed or web server. A single call or web entry can execute closing conditions for
multiple entities/schools, include user-defined status codes, and allow a voice mail
message or a text message with additional 'closing' message to be delivered to the

station.

Email, pager, phone notifications, outbound text messaging and automatic CG start
up can be automatically and simultaneously executed immediately when closings

begin arriving.

About This Book

BTi developed this user guide to describe the features of the School Closings
Attendant™. It consists of the following sections:

Section

Description

Attendant™

2 — Accessing School Closings

Describes how to start Attendant
Solutions™ and access the School
Closings Attendant™

Attendant™

3 — Configuring School Closings

Describes the SC Options screen, which
enables the user to customize how the

School Closings Attendant™ works for

your facility

4 — Maintaining School Records

Describes how to add new school
information, edit existing school
information, create associations, and
record and/or review the school name
voice message using the Maintenance
screen

Business Technology, Inc.

Rev. Aug, 2015
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Section

Description

5 — Reviewing School Closings
Information

Describes how to review non-standard
or additional information voice
messages left by schools and how to
manually update closing information
using the Review screen

6 — Viewing Current Closings

Describes how to view the current
closing status of any school which has
called into the system using the Inquiry
screen

7 — Transmitting Closings

Describes how to send active closings to
air, to web or any other output using
the Transmission Status screen

8 — Viewing Reports

Describes how to view and print School
Closings Attendant™ generated reports
using the Reports screen

Business Technology, Inc. Rev. Aug, 2015
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Accessing School Closings Attendant™

This section describes how to start Attendant Solutions™ and access the School
Closings Attendant™

To access the School Closings Attendant™:
1. Double click the Attendant Solutions icon found on the computer desktop
to open the Login screen.

2. Enter the assigned User ID and password and then click [Login]. Contact
your system administrator if you do not have an assigned User ID or
password.

The Main Menu screen displays.

5| WBTI Franklin - Attendant Solutions =1ol x|
File Edit List Help
| ISchool Closings ;I i Review Inquire Tranzmit Reports Exit I

1-5C

2-5C D atabridge

35C

4-Mzgs

@ SchoolClosings Attendant™

@ AttendantSolutions I (=S

School Closings

Copyright 1994-2015 Business Technalagy, Inc. €

I Hews Update
Issues / Feedback | I—

E arly Warning

Note: The applications displayed on the right of the screen will vary depending
upon which applications the facility purchased.

3. Click the [School Closings] button to open the application.

Business Technology, Inc. Rev. Aug, 2015 3
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e The menu bar changes to show School Closings in the drop down list
and displays buttons associated with the School Closings Attendant™
application. If the system contains a Dialogic card, the phone lines are
displayed.

e Phone lines will only appear on the workstation on which the
telephony is set up. A selected phone line may be turned on or off by
double clicking the line box in the upper left hand corner of the Main
Menu.

5| WBTI Franklin - Attendant Solutions =1ofx|
File Edit List Help

| ISc:hool Clogings LI

Beview Inquire Tranzmit Feports I Exit

1-5C

25C

35C
4-Mzge

[ratabridge

phone lines

£

5] School Closings Attendant”

Election ¥oting

@ AttendantSolutions

School Closings

Mews Update

Issues / Feedback |

Copyright 1934-2015 Business Technology, Inc. @ I
I Early Warning

To review messages, a message port must be selected and the phone line
which is used to review messages must be plugged into the appropriate jack on
the back of the Attendant Solutions™ computer.

*Caution: A faulty configuration of the system's phone lines hinders or impairs
the performance of the Attendant Solutions ™ system. If any problems are
encountered or there are specific questions, contact your local administrator.

Databridge is an optional data service which is being offered by BTi.
For more information on BTi DataBridge™, please contact Carolyn Williams,
Product Manager at 615-591-1900, ext 701.

Business Technology, Inc. Rev. Aug, 2015 4



School Closings Attendant™ User Guide 7.2

Configuring School Closings Attendant™

This section describes the SC Options screen which enables the user to customize
how the School Closings Attendant™ works.

To access the SC Options screen, choose File > SC Options from the Main Menu.

<+ WBTI Franklin - Attendant Solutions
File Edit List Help

Transmit Closings

Beview Inquire Tranzmit Feports Exit I

Configure Attendant
Attendant Utilities [ratabridge
Device Registration
Maintain Users
Datacast Status

Exit

@ SchoolClosings Attendant”

Election Yoting

@ AttendantSolutions

School Closings

Copyright 1994-2015 Buzsiness Technology, Inc. €

lzsues / Feedback |

Hews Update

Early Warning

Business Technology, Inc. Rev. Aug, 2015 5
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The SC Options screen displays with the 'Reset' tab open.

= |SC Options

Feset | Motify I Heviewl Hecordingsl Entiliesl Caller | Sp.Statusl F'arametersl Databasel

=18 x]

— Automatic Rezet

¥ Reset past events at|1':I 'I ming past the hour. {~ Feset past school events

— Rezet Mow

[~ Reset past events each day at [ 2:59 pm _I

=

{~ Feset all school events

v Automatically delete plaved messages.
[~ Delete messages after days

Apply I Reset Mo I

—Reszet Event Timez

k.eep Clozed' items until

K.eep 'Open Late' iterns until IU'I 00pm " Delete ALL messages
Delete Mzg Line Entry
Keep Clozing Early' iterns until IDESDDDF“ [Use if meszage line blocked)

— Mezzages

Im :00pm = Delete all played messages

Apply | Delete I

Cloze

'Reset' tab

The 'Reset' tab is used to manually reset school closing status information and
messages or set up a schedule as to when a reset will occur automatically.

Automatic Reset

Events may be automatically purged (reset) in one of two ways:

1. "Reset past events

at {the number of specified minutes} past the hour"

purges the status information (Closed, Open Late, and Closing Early) at the

specified minutes

after the next whole hour defined in the Reset Event

Times section below. This setting allows the system to reset events multiple
times during the day.

2. "Reset past events each day at {a specific time}" purges the status

information for all

of the schools once a day.

Note that if an event enters the system after the purge time, the event will be
retained until the next day.

Voice messages may also be reset (deleted) automatically at the same time the
events are reset. This can be done in two ways:

1. "Automatically del

ete played messages" will purge the voice messages

which have been played at the same time the events are purged.

Business Technology, Inc.

Rev. Aug, 2015 6
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2. '"Delete messages after {a defined number of days}" will reset played
messages automatically after the specified number of days. (Unplayed
messages will still be retained until played.)

Click [Apply] to save changes.

Reset Event Times

Specify the times at which Closed items, Open Late items, and Closing Early items
should no longer go to air and be eligible for reset. Then click [Apply]. These times
will automatically be entered in the "Keep Status Until" field in the Review - Details
screen for the individual school and can be edited individually in that screen. (See
Chapter 5, "Manually Editing Closings".)

Reset Now

Data can be reset immediately by choosing either “Reset past school events” or
“Reset all school events” and clicking the [Reset Now] button.

Messages

The user may immediately delete all messages which have been played, all
messages regardless of whether they have been played or the message line entry.
The last option clears the phone line if it is not responding properly.

Choose the appropriate option and click the [Delete] button.

‘Notify' tab

The 'Notify' tab is used to edit and prioritize notifications triggered on the system.

| 5C Options =18 x|

"Reset  Natify IHeview' Recordings | Entities | Caller | Sp.Status | Parameters | Database |
[

Motifications Inactive | Meszage| Interval | Delay | Minimum
mail [HT-TEST-SWR)

zchool clozing phone call "] 20 5 1

"Change Matification F'ric-rity—‘ Choose the notifications to activate

Up | Do | after a peniod of inactivity or when a

new message is received.

LCloze |

Business Technology, Inc. Rev. Aug, 2015
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To prioritize notifications, click an individual notification and then click the [Up] or
[Down] button to move the notification to the desired level. The top item in the list
is executed first.

To edit notifications, select the notification to be edited and then click [Edit].

=0
Reset  Matify |F|eview| Hecordingsl Entities' Caller | Sp.SlatusI Parameters' Databasel
[

Motifications Inactive | Message | Interval | Delay | Minimum

ol ¢ ail |

school closing phone call - v 20 ] 1

|'Ehange Motification F'riorit_l,l—‘ Choose the notifications to activate

Up | B I after a period of inactivity or when a

new message is received.

X

Z

/ Clos= |

The information on the Notify tab changes to Edit mode.

RI=TE]

Fleset  Motify |F|eview| Flec:oldingsl Entitiesl Caller I Sp.StatusI Palametersl Databasel

Motifications | Inactive | Meszage | Interval | Delay | b inimLrm
school closings email [HT-TEST-5VR] v B0 1
zchool clozing phone call W 20 | [ 1

"Change Matification F'liority—‘ The number of minutes to wait

Up | Do I before firing the alert. Save |

Cloze I

Business Technology, Inc. Rev. Aug, 2015
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e  Click the Inactive cell on a specific notification to allow the notification to
fire off an alert upon detection of activity after a period of inactivity. A
check mark symbol displays. Click the cell again to turn off the check mark.

e (Click the Message cell on a specific notification to allow the notification to
fire when a new phone message is received or a typed message has been
received through web entry. A check mark symbol displays. Click the cell
again to turn off the check mark. Note: Either the Message cell or Inactive
cell can be checked, but not both.

e AnInterval prevents the system from firing off alerts every few seconds as
multiple closings are received. For an Inactive notification, a 90 to 120
minute interval is common. A much shorter interval (even one to five
minutes) is more common for a Message notification, since those messages
must be approved before they can go to air or to the website. Click the
Interval cell on a specific notification to enter the number of minutes to
wait between receiving alerts before a notification fires.

e A Delay gives the user time to process messages without being alerted
continually. Click the Delay cell on a specific notification to enter the
number of minutes to wait before firing the alert.

e A Minimum number of closings may be specified before the alert is aired.
Use this option to show several closings in the display rather than just one.
The default is to notify on one closing.

Click [Save] to save any changes and exit the Edit mode.

Business Technology, Inc. Rev. Aug, 2015 9
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'Review' tab

The 'Review' tab is used to modify Custom Messages appearing in the Review
screen of the Main Menu. Modifications include: width of the note box (in twips),
maximum characters in status lines #1 and #2, and the increment used when
automatically assigning ID numbers.

&5 SC Options -1O] x|

" Fesst I Matify ~ Feview I Hecordingsl Entitiesl Caller I Sp.StatusI F'alametersl Databasel
—Cugtom Mesgages————————————————

Mate Width: |BDDU

M aximurn Characters

Statuz Line #1:

I?’D
Statuz Line H#2: I?D
|1—

Azzigh 1D Increment

Hold for Approval with web Entry
[w Show Effective Update Time " Mever Hold "wWeb entered Status test
[~ Give Option to lgnore Changes * Hold only when ‘web User edits Status
 Always Hold Web entered Status text

Uzed to set the width of the meszage box [in twips] on the Review Closings screen.
This iz to help the operator determine the appropriate length of the message that is
typed in the box.

LCloze |

Click [Apply] to save changes.

"Show Effective Update Time" - When checked, this option shows an additional
update field which can be edited on a school's detail screen. (See Review - Details
screen, Chapter 5.)

"Give Option to Ignore Changes" - This option allows the user to ignore a change in
the closing status shown on a school's detail screen, thereby avoiding too many text
messages sent out to listeners. (See Chapter 5, "Manually Editing Closings".)

Hold for Approval with Web Entry

This section gives options for station personnel to approve any text entered by
school personnel via web entry before going on air.

Business Technology, Inc. Rev. Aug, 2015 10
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‘Recordings' tab

The 'Recordings' tab allows the user to quickly record a batch of school names
instead of recording school names individually using the Maintenance screen. These
recordings identify the school and confirm to the caller that they are entering
information for the correct school.

Z
=/SC Options i ]

Reset | I okify | Review Recordings | Entitie3| Caller | Sp.Statusl Parameters Databa$e|

— School Hame Recordings

43 zchoolz do not have woice recordings

) kral Commnity
Bizhop Dweenger High School
Bizhiop Luers High Schoal
Blackford County Schools
Eanterbury Schoals ) Click. on a zchool to record its
Central Moble Commurity S chool Corporation hame.

Concordia High School

Dekalb County Central United School District
Dek.alb County E aztern Corrunity Schoals D

E azt Allen County Schoals Press ‘Hecard' ta Becard
East Moble School Corporation e l=ave Recording —I
Eastbrook. Community School Corp Ma recording Flay

Fairfield Community Schools

Fort 'wapne Community Schools

Fremaont Community 5 chools

[ arrett-k eyzer-Butler Community Schoals

Hamiltor Comrmunity Schaols

Huntington County Community School Corpara

Jap School Corporation

Lakeland School Corporation :

M anchester Community S chools LI Print Fiefresh

To record school names:

1. Select the school for which a name will be recorded from the School Name
Recordings list.
2. Click [Record].

e |If recording on a telephone, pick up the phone and make the
recording.

e If recording on a microphone, speak directly into the microphone.

Click [Stop] to end the recording.
Click [Play] to hear the recording.

Click [Refresh] to reload the school names recordings list.

o vk W

Click [Print] to print the school names recordings list.

Business Technology, Inc. Rev. Aug, 2015 1
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‘Entities’ tab

The 'Entities' tab is used to add, edit, and delete entity (school) types.

= SC Dptions

"Reset I Matify I Fleviewl Recordings  Entities | Caller I Sp.StatusI Parameters Databasel
School Types

20 Training Facilities

el Colleges Type Code

40 Churches

=] Child Care Description |Schoo|s
Mew | Edit | Delete

[~ Auto aszign 1D #'s in Maintain Schools
[~ Auto Assign Password in Maintain Schools

To add new school types:

1. Click [New].

The information on the Entities tab changes to Add mode.

o ] 24|

" Reset I Motify I F!evlewl Recordings  Entities I Caller I Sp. Statusl F'arametersl Datahasel
School Types

Add New Type

20 Training F acillties T
=0 Colleges Tupe Cods D
40 Churches
50 Child Care Description | |
Save I LCancel I
ew Edit Delete:

[ Auto assign 1D #'s in Maintain Schools
I Auto Assign Password in Maintain Schools

Close I

2.
3.

Enter the type code.

Enter a description of the school type.
4. Click [Save].

Business Technology, Inc. Rev. Aug, 2015
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To edit a school type:

1. Select the school type to be edited.

2. Click [Edit].

3. Make desired changes and click [Save].
To delete a school type:

1. Select the school type to be deleted.
2. Click [Delete].
3. When asked to confirm, click [Yes].

"Auto assign ID #'s..." - This option will automatically assign ID numbers to newly
created records in the Maintenance screen.

"Auto assign password..." - This option will automatically assign passwords to newly
created records in the Maintenance screen.
See Chapter 4, "Adding Records" for further explanation.

'‘Caller' tab

The 'Caller' tab is used to define primary and secondary call-in menus including
special status messages, additional caller options, and time of day options.

=10l x|

=|SC Options

Feset | I atify I Heviewl Recordings | Entities Sp.Statuz Parametersl Dalabasel

— Primary Call-in tenu Secondany Call-in Menu

= Use Bus Secondam Menu
f* |Jsze Special Status Codes
{~ Exclude Secondary Menu

% |lse Traditional Status Menu
" Use Special Status Codes

™| Use Trarnshation D i

— Additional Caller Options
¥ Add lzading zeros ta Ds

[~ Exclude Reset option
[~ Prevent Voice Messages

[ Do not require passward on call-ing

— Time of Day Option
I Use Tfme PR ) Dper.ungs Includes traditional Primary Status
[ Use Time of Day for Early Closings meszages [Closed, Opening Late,
Clozing Early] during a Call sezsion.

Close |

Business Technology, Inc. Rev. Aug, 2015 13
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Primary Call-in Menu

"Use Traditional Status Menu" - This option allows the use of the original
‘Line 1" status messages of Closed, Opening Late, Closing Early and Open.

"Use Special Status Codes" — This option allows the use of Primary Status
Messages (defined in the Sp. Status menu) that the user has defined rather
than the traditional status messages defined above.

Secondary Call-in Menu

"Use Bus Secondary Menu" — This option includes bus options such as
Running Late, Snow Routes, and Not Running during a call-in session.

"Use Special Status Codes" — This option makes the special status codes
options menu (defined in the Sp. Status menu) available to a caller. An
administrator can create new special status messages as well as edit and
delete these messages.

"Exclude Secondary Menu" — This option will not offer a secondary menu to
the caller.

Additional Caller Options

"Add leading zeros to IDs" — This option forces School Closings
Attendant™ to add leading zeros to the ID entered during a call session.
For instance, a caller could enter 47 instead of 00047 for a 5 digit ID.

"Exclude Reset option" — This option will not allow callers to “Reset All
Status Information” when calling in.

"Prevent Voice Messages" - When checked, this option will not allow callers
to leave a voice message by default. This setting may be overridden by
editing the settings in the school's individual maintenance window.

"Do not require password on call-ins" - Checking this option will allow
callers to access their school's status immediately after entering their ID
number.

Time of Day Options

"Use Time of Day for Late Openings" — This option allows callers to enter
the time of day that the school will open late instead of the number of
minutes.

"Use Time of Day for Early Closings" — This option allows callers to enter the
time of day that the school will close early instead of the number of
minutes.

Business Technology, Inc. Rev. Aug, 2015 14
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‘Special Status' tab

The 'Sp. Status' tab is used for viewing and maintaining the Special Status Messages
available during a call-in session.

=5 SC Options - 10| x|

"Reset I Hatify I Heviewl F!ecordingsl Entiti3$| Caller  Sp.Status |Parameter$| Datahasel
— Special Status Meszages

# |Message K.eepTil " Primar
I Y
o AM Kindergarten 11:00am Messagett |1/ ¥ Secondary

02 Mo P kindergarten 02:00pm OF &ir Test

03| All satellite clazses canceled 02:00pm IND &M Kindergarten
04 | Staff report 2 hours late 11:00am : :
05 School's out for zummer 03:00pm D ir Text Translation

05| Clazed indefinitely 12:00pm |Nn guarderia esta manana
07 Staff repart 1 hour late 17:00am
03| Opening 3 hours late 12:00pm Azsociated Traditional Status
11 Perzonnel Use Plan & 12:00am {7 Closed
(= Opening Late
{" Closing Early
{ Open
% [ther

K.eep Status Lintl I-| 1:00am
m Edi Delat Mo Yoiceboard Eecord
Mew e LEete Installed __I

Flay

LCloze |

The Message grid is used to create, edit, and delete user defined status messages.

e Primary status messages appear in the Status column of the Review screen
(accessed from the Main menu) and on the first line of the "On-Air Text"
display in the Review - Details screen for the individual entity. (See Chapter
3)

e Secondary status messages also appear in the Status column of the Review
screen and on the second line of the "On-Air Text" display in the Review -
Details screen. These are most often used in addition to a standard Primary
status. If no Primary status has been entered, the Secondary status will
move to the first line of the "On-Air Text" display.

Associated Traditional Status - Use these options when creating a new Primary
status that would replace a traditional status.

"Keep Status Until" — This is the time of day that the status message will reset. After
reset, the school with this message will no longer appear on-air.

[Record] and [Play] buttons - (These are disabled on a workstation if that
workstation does not have a soundcard.) If the system is using telephony, special
status messages must be recorded in order for callers to choose the proper
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message. (If a status message is not recorded, the caller will not hear that option.)

The step
1.

'Parameters' tab

s are as follows:

Select the name of the message to be recorded from the messages list.
(Note that any message that does not have a recording will indicate "No
recording" on the lower right when selected.)

Click [Record].

e Ifrecording on a telephone, pick up the phone and complete the
message.

e If recording on a microphone, speak directly into the microphone.

Click [Stop] to end the recording.
Click [Play] to hear the recording.

The 'Parameters' tab is used for maintenance and addition of school reference
fields. The individual per-school references are entered in the Maintain Schools
menu. These references may be used to tag each school with some additional piece
of information that is unique to your facility's on-air display.

= SC Options

Resst ] Matify ] Heview] Hecordings] Entities] Caller ] Sp.Statys  Parameters lDatabase]
Customize School Parameters

B | School Parameter
1 |County Image Key Cap

Cloze

Business Technology, Inc.
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'‘Database' tab

The 'Database' tab displays workstation information and current SQL information
contained on the database. This information includes data such as the number of
schools, contacts, school status, and status histories.

| SC Options

Rezet ] Moty ] Heview] Hecardings] Entities] Caller ] Sp.Status | Parameters  Database l

Syztem Information

Carmputer M ame:

SOL Server Mame:
Server Operating System:
SOL Server Version:
SOL Engine:

[CAROLYRW

[CAROLYMW

fwindowes MNT 5.1 [Build 2600; Service Pack 3]

|9.00.4053.00 (SP3)

[Express Edition

Data:

1622 Schools
2170 Contacts

0 School Statuzes
36 Status Histories
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Maintaining School Records

This section describes how to use the Maintenance screen to:

Add new school information

Edit existing school information

Create associations

Record / review the school name voice message

To access the Maintenance screen, start from the Main Menu and click [Maintain] or
select Edit > Maintain Schools.

= /WBTI Franklin - Attendant Solutions I;Ii-

File  Edit List Help
|Schoolﬁlosings j

Beview | Inquire | Tranzmit | Feports | Exit

[ atabridge

SchoolClosings Attendant™

@ AttendantSolutions e et
School Closings
Copyright 1994-2015 Buziness Technology, Inc. @

Mews Update
lssues / Feedback
Early Warning
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The Maintenance screen displays, showing the school with the first ID number.

<] Maintenance = =
o [ooot Associations I 1< I <<EIBVl Mewts> l sl Find |
Pazzwaord [7234 & SartbyID Hew
" Sartby N =
Mame |Test School RS
T
vre [School s T Beferencesl
123 Easp Strest Messages Allowed Delet
Address Testtown, TH 12345 Pazsword Enabled il
Telft I .
Fecord or Listen Fecord
Group | to Recordings __I
Flay
Camments |

Contact Information

R E Job Title Home Tel Wiark, Tel
* | Sara Belum | Libratian

Edit

Delete

i

Exit

To use the School Closings Attendant™, a unique school Identification
number (ID) must be associated with each school entered in the system. It
can be up to six (6) numeric characters.

Note: If no school IDs have been specified for any schools, they can be
generated by BTi when your particular system database is loaded during
installation. Thereafter, the user is required to assign a unique ID number for
each new entry entered into the database. Optionally, IDs may also be
automatically assigned. This is the recommended method, since it prevents
possible duplications.

A password may be designated as an additional level of security. See the
next section on adding records for further details.

A type or category of school must be defined and specified in any manner
preferred. Some examples: Public school, College, City school, Vocational
school, or more precisely specifying Public Elementary School or Private
College.

Types or categories can also be grouped. An example of grouping would
be to specify an area (contained within a larger region), such as a county

(CO) within a state. These school specifications are later incorporated into
the sequencing specifications for transmitting school closing information.

A voice recording of the school's name may be recorded and reviewed.
This recording will be heard when the school's representative calls in. (See

'Recordings' tab.)
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Adding Records

To add a new record, click the [New] button on the Maintenance screen.

1D |DD14 Agzociations |
Pazsword |b[i

Mame [&dams Central Community Schools

= |Maintenance

<<Prev ﬂext))l M|

" Sot by 1D
@ Sort by Mame

Type [Schodl

Address [222 ' Washington St
Monmoe, [N 46772
dams County

Tel 260 6326151
Group |

Comments |

Unknow Time
Meszages Allowed
Password Enabled

o

X

I= |im
=12 |2

Im
=

References

Delete

Record or Listen
to Recordings

1l

Record

Flay

Contact Infarmation

Is. Heather Schalfter
bz, Cathy Stucky

33
33

Edit

Delete

Exit

i

The Maintain Entities — New screen dis

| | Maintain Entities - New

| Entity |D || Auto Aszign [D |
Pazzward I Auto Agzign Easswordl

plays.

Enitity N ame |

Entity Type: I

|

. Onair Mame 1 |

1
On Air Mame 2 |

Street |

. Citp/State/Zip |

Tel# I

County I
Sequence

Mumber I

[

Prewvent Waice
2 Mezzages

r Exclude from

Tranzmizzion
Time Zone IEaslern vl
Special
Group I— r Handling
tatch Code I ¥ Active
Additional
Cormments |

Save I LCancel
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Business Technology, Inc.

"Entity ID" - The user may assign an Entity (school) ID number, or click the
[Auto Assign ID] button in the upper right-hand corner. The [Auto Assign
ID] button automatically assigns a School ID with the next available ID
number. Once assigned, this number cannot be changed or edited.

"Password" - A password may be designated as an additional level of
security. If the user chooses to designate a password, it must be alpha
and/or numeric with a maximum of six (6) characters. (This password will be
entered via telephone or computer keypad.)

Note: A password must be designated if the school is accessed over the Web.
"Entity Name"- Enter an entity (school) name.

"Entity Type" - Choose a type from the drop down list. See Chapter 3,
“Configuring School Closings Attendant™" for more information on adding
new entity types and editing entities using the Entities tab.

"On Air Name 1" - Enter the name to be displayed on air. (This may or may
not be the same as the school name.)

"On Air Name 2" - Optionally, enter any additional description or
information to be displayed on air.

Optionally, enter a school address including "Street", "City / State / Zip",
telephone number ("Tel#"), and "County". While not required, entering an
address here will make it easy to run a mail merge for letters to be sent.

Optionally, enter a "Sequence Number" if the school is to be sequenced
differently than alphabetically within its respective sort groups on air.

Choose a "Time Zone" for the location of the school. This should default to
the local "Time Zone". Please contact BTi if this is not the case.

Entering a "Group" name allows schools to be sequenced in a user-defined
order.

"Match Code" - used when information is coming from an outside source.
Enter "Additional Comments" as necessary.

Check the “Prevent Voice Messages” box to disallow any incoming voice
messages. If this box is checked and someone calls to report a status,
leaving a voice message is not an option.

Check the “Exclude from Transmission” box to prevent the school’s status
from being seen on the air or on the station's website. (Useful for testing.)

Check the "Special Handling" box if this on-air display is written to use as a
flag for some special display on air.

Check the "Active" box to activate the school. Inactive schools cannot be
updated and are not included in the transmission. A red message will
appear in the middle section of the screen which reads “Inactive”.

Click [Save] to add the school record to the database.
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e The user should also add contact information to the new school as
described in the "Adding Contacts” section later in this chapter.

e After creating a record for a new school and recording a voice message,
the new school is ready to use the system.

Sorting Records

School records may be sorted by ID or by name.

e To sort records by ID, click the “Sort by ID” option and then use the [Prev]
and [Next] buttons to view the records in numeric order.

e To sort records by name, click the “Sort by Name” option and then use the
[Prev] and [Next] buttons to view the records in alphabetical order.

Searching Records

The Find function gives the user the ability to access and change school information
quickly. Use Find to search for a school record by school ID, Name, or by Advanced

Query.

To search records, click the [Find] button.

=|Maintenance

ID |DDD2
Pagzmord ||:||:||:||:|

Azsociations |

Mame [Test school 2

Twpe [School:

Addiess [321 Main 5t

Thistown, TH 54321

I« | <<Erev| ﬂext»l b |

* Sort by Id
" Sort by Mame

Unknown Time
Meszages Allowed
Fazsword Enabled

1

Find

Edit

References

il

Delete

H

¢

:

= | kr. J Hoower

| Principal

| 1011 5651212

Tell I Press ‘Recaord to Recard
Group | leave Recording =
Mo recording Flay
Cammerts |
Contact Infarmation
F [Mame Job Title Home Tel Wwiork Tel

W
E dit

Delete

dagpil

m
=
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The Find screen displays.

M Find BEE
D Huery | 1622 Entities
@ Name | Id | Schools | iy, State |co ﬂ
1142 24K, Teen Center Morcross, GA G
(+ Beginning With 1844 A Smart Start Learning Center College Park, Gé Ful
(" Containing 1792 A Through Z Child Care & Learing Cente| Atlanta, GA Ful
(" Ending 'ith 2064 A D West Dance Studio Douglasvile, Ga Do
1113 A-1 Driving Schools Lawrencevile, Ga G
[ Advanced Query 0832 | ABCLeaming Academy Colege Park, Gé Ful
r 1018 ABC Monteszon McDonaugh, Ga He
il 1733 Abilene Baptist Church, Carrollton Carralltan, GaA Ca
0330 Abraham Seed Early Leaming Riverdale, G4 Clz
j 1597 Abundant Life Church, Lithania Litharia, Ga De
1472 Abundant Life COGIC Atlanta Atlanta, GA Frz
| (0356 Acad. of Smiles Christian Leam. Mewnan, GA Co
oo Action Montezson Academy Stane Mountain, Ga De
| (0554 Action, Inc Athenz, GA Clz
| 0746 Active Chidren & Parents Services D onough, Ga Clz
0810 Active Learning Center, McDonaugh Medonough, GA He
| 1229 Acworth United Methodist Acwarth, GA Co
| 0243 Adams Little People Academy Banesvile, Ga Far
0632 Added Love Learning Center Fayetteville, Ga Fan
| o1z Advance Preparatory Academy Pine Lake, GA fe~
4 3
LClear Query JJ
Diouble-Click to Select an Entity Select | Clase |

To search by ID:

1. Select the “ID" option and enter the school's ID number.
2. Click [Query] or press the <Enter> key to display the search records.
To search by Name:
1. Select “Name" and define the search string by choosing the “Beginning
With”, “Containing”, or “"Ending With" option.
2. Enter the search string in the Name field and click [Query] or press the
<Enter> key to display the search records.

To search by Advanced Query:

1. Click the “Advanced Query” check box and choose a school type from the
list box. Or, click the "Select All" check box to highlight all school types
shown in the list box.

2. Click [Query] or press the <Enter> key to display the search records.

The search may be further refined by entering the city, state, zip, county,
group, and/or area code. Click [Query] or press the <Enter> key to display
the search records.

To search by Advanced Query again, click [Clear Query] and redefine the search.

To select a record, double click the record or click the record to highlight it and
then click [Select] or press <Enter>.
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Editing Records

One of the most important functions of the Maintenance screen is the ability to
change and edit school information to keep the school records up-to-date.

To edit school records, select the school to be updated by using [Find] or the [Prev]

and [Next] buttons.

e  When using the [Prev] / Next] buttons: Locate the record and then click the

[Edit] button to display the Maintain Entity — Edit screen.

e When using the [Find] button: Search by ID, Name or Advanced Query.
When the desired record is found, click the [Select] button to go back to
the Maintenance screen. From the Maintenance screen, click the [Edit]
button.

The Maintain Entity - Edit screen displays.

= Maintain Entity - Edit H
Entity 1D {0001

Password |1234

Entlity Name [T est School

Entity Type |School j
O AirName 1 [T est Schaal
O ir M arme 2 |

Street [123 Easy Steet

City/State/Zip [Testtown [TH 12345
Frevent Woice
Telt r Mezzages
County Do not require

Sequence [ password on

Murmber 10 Call-in
Time Zone | eyl ~-| Erclude from
Transmission

Group .
r Special

Handling
tatch Code -
Additianal il
Comments |

Save | LCancel |

Make any desired changes and then click the [Save] button to update the database
with the new information.

Deleting Records

To delete school records, select the record to be deleted using [Find] or using the

[Next] and [Prev] buttons.

Business Technology, Inc.
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e When using the [Prev] / [Next] buttons: Locate the record and then click
the [Delete] button. Confirm by clicking [Yes] to remove the record from

the database.

e When using the [Find] button: Search by ID, Name or Advanced Query.
When the desired record is found, click the [Select] button to go back to
the Maintenance screen. From the Maintenance screen, click the [Delete]
button. Confirm by clicking [Yes] to remove the record from the database.

References

The [References] button accesses the Special References screen.

I [oooi

Name |Test School

#

Parameter

1

test pararmeter

2

school graphic

If school parameters were defined in the SC Options Parameter tab to utilize with
the on-air display, it will be necessary to enter the individual school's parameters in

the Value column.

The values entered are defined by the user.

Adding Contacts

To add contact information to a school record:

1. Using [Find] or the [Prev] and [Next] buttons, select the school record to
which contact information will be added.

Business Technology, Inc.
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e When using the [Prev] / [Next] buttons, locate the record and then click
the [New] button under Contact Information.

e When using the [Find] button, search for the record by ID, Name or
Advanced Query. When the desired record is found, click the [New]
button under Contact Information.

&= Maintenance

Telft I

Comments I

Contact Infarmation

1D IUUDZ Azzociations |
Password  [0000

Mame |[Test school 2

Type  |Schools

Addresze (321 Main 5t

Thistown, TH 54321

Group |

I« | <<Erev|_ ﬂext»l ¥|

Find |

o [=l

& Sort by d
" Sort by Mame

References

Utknowt Time
Meszage: Allowed
Pazzword Enabled

Delete

_Befeences |
ek |

Edit

Presz ‘Record' to
leave Recording

Ma recarding

P | Hame
* | tr. J Hoowver

Job Title
| Principal

m
I,

The Maintain Contacts screen displays.

Business Technology, Inc.

=/ Maintain Contacts

Title Firzt

Lazt

Mame | |

Job Tite |

Home Tel |

work Tel |

Iv Primary Contact

Adding Contact

E-mail |

Mates:

Save |

LCancel |

Enter the contact name, job title, home and work phones, email address,
and any additional notes possibly needed to describe the contact.

Indicate whether this contact is a primary contact by clicking the “Primary

Contact” check box.

Rev. Aug, 2015
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4. Click [Save] or press the <Enter> key.

Editing Contacts

To edit contact information, select the school which contains the contact
information to update using the [Find] button or the [Prev] / [Next] buttons.

Click the [Edit] button under Contact Information.

The Maintain Contacts screen displays in Edit mode.

&|Maintain Contacts x|
Title First Last
tame IMr. IJ IHu:ucwer
Job Title IF'rinu:ipaI E -mail I
Home Tel |101-555-1212 Nates:

work Tel |

[+ Primany Contact

Editing Contact Save | Cancel

Make any changes and click [Save] or press <Enter> to update the database.

Deleting Contacts

To delete contact information, use the [Find] button or the [Prev] / [Next] buttons
and select the school containing the contact information to be deleted.

Click the [Delete] button under Contact Information. When asked to confirm, click
[Yes].

*Caution: Removing a contact from school records also deletes the referral to a
school’s closing information.

Creating Associations

If desired, multiple schools (entities) may be associated to one school record.
Associations allow grouping of school records so that when a closing occurs, only
one entry is required to update all associated records.
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To associate multiple schools to a single school record, use the [Find] or the [Prev] /
[Next] buttons and select the school record with which multiple schools will be
associated.

Click the [Associations] button.

=| Maintenance

ID [0

24 | <<Erev| Hexb}l M|

@ Sort by ld Mew
" Sort by Mame

Name  [atianta Public Schools

Tope  [Public Schools _ Ede |
Address (130 Trinity Ave. Urknawn Time MI
Hanta, GA 30303 tessages Allowed Delete |
Fulban County Passwaord Enabled —
Teltt |
Group I Presz 'Record' to Fecord
leave Recording =
Comments | Ma recarding Play

Contact Information

P | Name Job Title Home Tel Wiork Tel
* | Keith Bromery

Edit

Delete

E xit

el L

The Associated Entities screen displays.

= Associated Entities

All Entities Agsociations for Atlanta Public S chools

1844 A Smar Start Learning Ce Fulton College Pa GA
1782 A Through Z Child Care & Fulton Atlanta G,
2064 A D.West Dance Studio Douglas Douglasvill Ga
1113 A Diiving Schools Gwinnett  Lawrences GA

0882  ABC Learning Acadery  Fulton College Pa GA
108 ABC Montessor Heny McDonoug Ga
1733 Abilene Baptizt Church, C Caroll Carrollton  Ga

0980  Abraham Seed Early Lear Clayton Riverdale GA
1897 Abundant Life Church, Lit Dekalb Lithoria ~ Gé&
1472 Abundant Life COGIC Atz Franklin Atlanta Ga ;I

Save | Llose |

Choose the entities to be associated, then click the [>>] button to move the entities
to the association list box. More than one entity at a time may be chosen by
holding the <Ctrl> key while clicking the desired entity. The entity list can be sorted
by clicking the following column headers: ID, Name, County, City, or State.

Click [Save].
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Note: Entities which appear in red indicate an association to the current record.
Also, the [Associations] button on the Maintenance screen will change to show
the number of associations for that entity.

Recording / Reviewing a School Name

While names can be recorded individually using the steps below, it is quicker to
record a number of schools at one time using the SC Options screen.
See Chapter 3, 'Recordings' tab, for more information.

To record a school name individually:

1. From the Maintenance screen, select a school for which to record a name;
click the [Record] button.

=| Maintenance

d:

DEMYER, CO 30203-2336

IO |ooo1 Associations I <<E[e\,| Me”t>>| ,|| Find
Password [525 &+ SortbyId Mew
" Sorthy M -
Mame |Denver Public Schools S kS
T
e [Schools Lifsstosns Tl Beferences
300 Grant St Meszages Allowed Delet
Address Suite 701 Password Enabled $

el [720-423-3414 Press Record' to Recard
Group | leave Recording -
Comments [updated 4/15/09 Mo recording
Contact Information
P | Mame Job Title Haome Tel wiark Tel

Mr. Michael Bennett Superintendent
Alex Sanchez Communications Edit

x

Delete

E xit

e [rkl | Ll

e Ifrecording on a telephone, pick up the phone and follow the voice
instructions to record a new name.

e If recording on a microphone, speak directly into the microphone.

2. When the name has been recorded, click [Stop] to end the recording.

Click the [Play] button to review the recording or click the [Record] button
to make another recording.
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Reviewing School Closings Information

The Review screen is used to review standard, non-standard or additional school
closing information and to manually update closing information. This will keep the
school’s closing information data stream for transmission correct and current.

To access the Review screen, click [Review] or select Edit > Review Closings on the
Main Menu.

5| WBTI Franklin - Attendant Solutions =[x
File Edit List Help

||School Closings j taintain ||

Inquire Tranzmit Reports Exit

1-5C

2-5C

35C
4-Msgs

D atabridge

SchoolClosings Attendant”

Election ¥oting

@ AttendantSolutions

School Closings

Copyright 1934-2015 Business Technalogy, Inc. @

Issues / Feedback |

| Hews Update

E arly Warning
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The Review screen displays.

=| Review !EE
1622 ltems W -Woice Mag
All Types ~ | Soed Ascending by Entity N ame % - Exclude from Transmissian
D | Entity Mame | Status || Updated -~
1142 24K Teen Center
it Learring Center ||

1782 A Thiough Z Child Care & Learning Center
2064 A D.West Dance Studio

1113 A-1 Driving Schools

naa2 ABC Learning Academy

1018 ABLC Monteszon

1733 Abilene Baptist Church, Carrollton

0930 Abraham Seed Early Learning

1697 | Abundarnt Life Church, Lithonia

1472 Abundant Life COGIC Atanta

0856 Acad. of Smiles Christian Leam.

01m Action Montezzon Academy

0554 Action, Inc

0746 Active Children % Parents Services

0610 | Active Leaming Center, McDonough
1223 Acworth United Methodist

0243 Adams Litthe People Academy

0632 | Added Lave Leaming Center ﬂ

™ Yoice Messages [v Auto Refresh

Riefresh

| | Find

_fd |
[

b

Exit

If no closings have been entered, all schools in the database are displayed
alphabetically, as in the example above. If a particular school is not on the screen,
use the scroll bar to search for the record. If closings have been reported, only the
currently closed schools will show here.

A visual alert automatically displays in the "V" column and in the Voice Messages
section when a new voice message has been recorded; this provides an easy way to
locate the school record and listen to the voice message(s).

These voice messages may be played and the closing information data stream
record for that school may be manually updated.

When closings are present, the View Closings section at the lower left may be used
to filter the display to a specific status type.

Reviewing New Voice Messages

To replay and listen to a school's voice message, the system used must be
equipped with a telephone handset and suitable hardware or a soundcard.

If a school has called into the system and left an additional voice message, the [New
Msg] button will immediately become enabled and is highlighted in red. This button
remains enabled as long as there is a message from a school which has not been
played.

Note: The [New Msg] button is also highlighted in red on the Main Menu.
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=T
Iﬁ 2 |tems W - Voice Mag
All Types Sorted Ascending by Entity Mame: # - Exclude from Transmission

ing 1 Hour early
00002 hamicheese Closing 1 Hour early; This is not a test.... * prn 0711413

v iew Clozings Woice Messages———————————————— [V Auto Refresh Befresh
™ Closed 2 Messages =
I Open late ﬂl il Mo Meszages Today —New School
IIZ Clasing E arly Hew Msg Mest | Play Last | 2 New Meszages Find
Dpen sfter Clase Last Mzgon Feb 4 at 3:12 am -
™| Other Exit

To review new voice messages:

1. Click the [New Msg] button on the Review screen or the Main Menu to
display the message.

The Review - Details screen displays.

JRT=TET

Haold for Approval

r— Entity Information — Statu:
Entity Id 00002 Pazsword 73100 Enfityiz: [ Clozed
Name ham&cheese ™ Opening Late
Type  Public Schools ) - .
Address IV Closing Early el ‘;{'_ﬁmg‘slgg j
[ Open Aiter Closing
County [ Other
Telephone Central Time

Updated 7/11/2013 4:20:45 Pt Special Status Codes

™ Special handling [Status) I j
™ Exclude from Transmission [~ Special handing (Schoal] Onedir Text New Message
Comments IClozing 1 Hour early

— Contact: Thig iz not a test

P | Contact M ame: “work Tel

Keep Status Untl [07/11/201306:00PM ..

[ lgnore Change for Text Broadcasts

l |<<| < Prev | Hext > I >>I| Reset | Save

Voice Meszages

2 messages 2 Messages
MNew ks ﬂl il Mo Messages Today Hew Schoal
M 9 Nest | Play Last | 2 Mew Messages Find
LastMsgon Febd at312am  — =

The "On-Air Text" shows the touch-tone closing information entered by the
caller. The entity / school who left the message is also shown.

2. The system will connect to the telephone handset or the soundcard.
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3. If using a phone, when the phone rings, answer by handset or
speakerphone and wait for the new voice message to play. If using a
soundcard, the message will play through the speakers.

4. If necessary, repeat the voice message by clicking the [Play] button.

5. After listening to the voice message, determine if the closing information
for that school needs to be modified. If so, craft a succinct text message
string that redefines the closing condition and/or adds to the information
contained in the voice message.

6. The phone may then be kept off the hook and the [Prev] / [Next] buttons
used to select the next or previous school with a new message in the
database. Click [Play] to play the voice message.

7. Hang up the handset or speakerphone when done.

Manually Editing Closings

School closing information may be manually edited if, for instance, a school left a
voice message which changes the current closing information. Otherwise, the
system will automatically update the closing information.

To edit closings:

1. From the Review screen, click [Find] to locate the school for which to edit
closings or scroll down the list.
Schools can be sorted by clicking on a column heading to make locating a
school easier.

2. Double click on a school in the list.

The Review — Details screen displays for that school.

=|Review - Details =] ]
— Entity Information Hold for Approval — Statur:
Entity 1d 0001 Pazsword Entityis: [~ Clozed
o i =
Name TestSchool I¥| Opening Late (:_ Erﬁmgs I—BD j
Twpe Schoals )
Addresz 123 Easy Street I™ Closing E arly
Testtown, TH 12345 I~ Open After Closing
County I Other
Telephone Central Time:
Updated 6/20/2013 9:26:29 AM .
Effective — Special Status Codes
od IE.-"ZU.-"ZEI'I 332623 A _I I j
™ Special handling [Status) mEEE
[™ Exclude from Transmission [~ Special handling [School] Or-dir Text
Comments IDpening 1 hour late
r Contact:
P | Contact Mame Home Tel otk Tel
Kesp Status Until [06/20/2013 10:008M | .. |
L | [~ lgnore Change for Text Broadcasts
le< | < Prew I Mext » I >3 | Reset | Save
Woice Message
Brevious PBlay Mew School
Hew Mzg —I —I -
=8 | Play Last I Find
Mo Woice Board Installed Lloze

Note: This screen may have a different appearance and show different options,
depending upon the options chosen on the SC Options > 'Review' tab and SC
Options > 'Caller' tab.

Business Technology, Inc. Rev. Aug, 2015 33



School Closings Attendant™ User Guide 7.2

3. Make any desired changes.

To specify that a school will be closed, click the “Closed” check box.
The "On-Air Text" is displayed.

To specify that a school will be opening late, click the “Opening Late”
check box. Click the up or down arrows to indicate how late the school
will open in number of minutes or a specific time. The "On-Air Text" is
displayed.

To specify that a school will be closing early, click the “Closing Early”
check box. Click the up or down arrows to indicate how early the
school will close in number of minutes or a specific time. The "On-Air
Text" is displayed.

To specify that a school will be open after closing, click the “Open After
Closing” check box. The "On-Air Text" displays that the school, which
had been closed earlier in the day, is now open.

The "Other" check box is automatically checked when a Primary special
status code is chosen from the drop-down box.

A special status code may be chosen as secondary on-air text. For
example, school bus schedule information, evening events information,
extended care information, or night class information. (Note that a blue
text above the drop down box will indicate whether a special status
code is Primary or Secondary.) The secondary On-Air Text is displayed.

"Keep Status Until" - If necessary, change the date and time that the
status information will expire (no longer go to air).

The "Ignore Change for Text Broadcasts" check box may be used when
testing or when making a change for which a text broadcast would not
be necessary.

Click the “Hold for Approval” check box to hold the updated closing
information for approval. This is generally used to hold automated
closings from going on-air. It can also be used if a caller's credentials
cannot be immediately verified.

4. Click [Save] or press <Enter> and answer the prompt.

Resetting Closing Information

Use the [Reset] button on the Review - Details screen to remove all closing
information for a specific school. Reset would be used if all the closing information
for a particular school is to be taken off air or the school details have expired.

Business Technology, Inc.
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Viewing Current Closings

Using the Inquiry screen, users can view the current closing status of any school
which has entered information via telephony or website. Users can also display
additional information about the schools listed, including a school’s address and
contact information.

To access the Inquiry screen, click [Inquire] or select List > List of Closings from the
Main Menu,

=| WBTI Franklin - Attendant Solutions
File Edit List Help

=10l

| ISchool Clozings LI I aintain Beview Tranzmit Feports E it

15C

2:5C D atabridge
35C
4-bzgs

‘g} SchoolClosings Attendant”™

Election Yoling

@ AttendantSolutions

School Closings

Copyright 1994-2015 Business Technology, Inc. €

lssues / Feedback |

Mews: Update

Early Warning
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The Inquiry screen displays.

=~ Inquiry !EH

1 Entities Reporting # - Exclude fram Transmit

| 01:24pm DE/162| B0

Sorted Descending by Last Update Time

v Auto Refresh Reset Erint Refresh Lloze

The Inquiry screen displays the school ID, school name, closing status of the school,
an indication of whether the closing is excluded from transmit, time and day the
closing was updated, and the entity (school) type.

Reset

The [Reset] button enables the user to quickly reset all closing information
manually. If closing information has expired, the data can be reset by selecting a
school or group of schools (using Shift-click) and clicking the [Reset] button. The
user will be prompted to confirm. See Chapter 3, “Configuring School Closings
Attendant™", 'Reset’ tab for more information on resetting school closing status
information and messages.

Refresh

Closing information may be automatically refreshed by clicking the “Auto Refresh”
check box. The information will be refreshed every 30 seconds. Closing information
may also be manually refreshed immediately by clicking the [Refresh] button.

Print

Print the current school closing information contained on the Inquiry screen by
clicking the [Print] button.

Note: The [Print] and [Reset] buttons are not necessarily on all workstations.
These buttons and their functionality are enabled or disabled by the system
administrator in the Maintain Users program. When enabled, the [Print] button
allows the user to print a report which lists all closing information for the day.
This is the same report titled "Activity Log - Current by Name" provided in the
Reports program accessed from the Main Screen. Unlike that program, however,
the [Print] button on the Inquiry screen does not offer any printing options.
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Viewing Additional School Details

To view additional school information, double click the school to be displayed.

The Entity Status Inquiry screen displays.

Entity Status Inquiry

Entity [d 1113

Entity Mame WA-1 Driving Schools

Address [285 Langley Drive
Lawrencevile Ga 30045

Telephone [ County [Gwinnett

Time Zone [Eastern Type [Businesses
Primary Contact  |Melany Hall

Harne telf

work telt [Fr0-9629555

Statuz |Cloged

Azzociated
Entitiez

Click [Close] to return to the Inquiry screen.

Business Technology, Inc. Rev. Aug, 2015



School Closings Attendant™ User Guide 7.2

Transmitting Closings

School closings are transmitted by accessing the Transmission Status screen, which
is used to:

Start, pause, and stop transmissions

View the status of transmissions

Create new transmissions based on existing transmissions
Edit and delete existing transmissions

To access the Transmission Status screen, start from the Main Menu and click
[Transmit] or select File > Transmit Closings.

= WETI Franklin - AttendjiﬁSolutions I;Ii-

File Edit List Help

School Closings hd Maintain | Beview | Inquire Reports | Exit

[ratabridge

SchoolClosings Attendant™

@ AttendantSolutions Election Vating
School Closings
Copyright 1994-2015 Business Technalogy, Inc. &

Mews Update
lssues / Feedback
Early Warning
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The Transmission Status screen displays.

&7 Transmission Status

AI Device / Alias Status | Port |~ | Configure | Content | Jobld | Name ‘ Device | Status ‘ Stark
<All Devices: - BTIVIDIGO-PC
STMEEREE FEADYY 4055 = 5] | EV900 | NAB AMG Elections XML | idle 12
2 | = [nusoo| vaB amG News Craw <L ET‘V‘DW'GO‘PC ide P
= NAB AMG Sports Second Line | BTIVIDIGO-PC
7 NS0T P dl
A JE Craml XML e |
- = | 2 || scz webPage Updstes ET‘V‘DW'GO’PC ide B || o
bpplications  ~| Show e " BTIVIDIGO-PC f
<4l Applications> Ative Jobs i o) | SP1 | Blecton Ticker &) 1 e > b=
Early Warning Orly [ £ || 8Pz | Weather Crawl + Map + Bug BTVDIGOPC| e 3
Election Voting 1
News Update showSoes | (2 B 0| sP3 | Breaking News 2 ET‘V‘DW'GO‘PC ide [
Other with Data
Schaol Closings oetos 5 | SP4 | Monday A Block (3 <21> ET‘V‘DW'GO‘PC ide [
Spot Praducer — H
o @2 | = | sPs | Monday CBlock 3) <23> ET‘V‘DW'GO PCode B
B Jab: .
= = = SPE  Time Temp Bug (1) BTWIDIGOPC | active @
Groups | Members el ]
<Al Groups> = = SP? | Weather Crawl + Bug ETMDWIGO PCl idle 13
720 Ticker SP15,5P20
o SPESP7 @ | 2 | sF8 | Moncey D Block (3) <24 ET‘V‘DW'GO’PC ide
dd* SP20.5P1.5P10
5P1 = BTIIDIGO-PC
Monday 5P4.5P14.SP5SPESPAS g =l || 5P| MondayE Block (3] <252 | idle >
ra SP1SPR6EPTE 7 | 2 || sP10 | Moncay FEiock (3 @6 BIVDIGOFC e B
S 2 | 3 | sei1 | Monday G Block (3) 27> BIVIDIGO-PC | g N e
_Mew | Edi [ Dol | e | Pl |
Exit

Note: In this text and on the screen, the terms "transmission" and "job" are
synonymous and can be used interchangeably.

Devices List

The list at the top left of the screen shows the video graphics devices which are
currently active; it defaults to show All Devices. Select a specific device to limit the
jobs shown in the jobs list to ones using that device.

By clicking the [A] at the upper left of the list and then right-clicking the device,
users may give an alias to a particular device, which may make it easier for staff to
identify the device.

If a status of Ready is indicated, the device is ready to use. If any other status is
indicated, check the Transmission Supervisor for the device by going to the
Datacast Status screen (File > Datacast Status on the Main Menu). If the
Transmission Supervisor is not running, it will have to be started on the device to
which it is assigned.

Applications List

All BTi applications installed on the system are shown here. The list defaults to All
Applications, but selecting one application will display only the transmissions for
that application.

In the example below, "School Closings" was chosen in the Applications list, which
limits the job list to show only those jobs which pertain to School Closings.
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Al Device / Alias Status | Pot | «] [Cenfigue| Content | Job1d Name Device Stals | Stat | Take =
<Al Devices> ETIWIDIGO-PC
BTMIDIGO-PC READY 4085 g [ || SC3  Web Page Updates 1 idle »
g 2 || sc4  FTPSchool Closings as XML BT‘V‘D1‘GO'PC idle P>
w 2 |Scann NAB AMG News Crawl <ML BT‘V‘DJGO'PC idle »
Bl = || sPss  School Closings 5) BT‘V‘D1‘G°'F’C idle »
Applications __~ T
<All Applications> Active Jobs
Mews Update Only
Spot Producer
Election Voting Show Spots
Schoal Clasings Ew‘thDa‘a
onnectors
Early \Warming
Cther e
Hidden [ *)
Gioups Members -
<Al Groupss
720Ticker | SP155P20
bug* 5PESP7
dd* 5P205P1 5P10
Morday 5P4,5P14 5PE SPBSPI S
nab 5F1 SPEBSP1E
New Edt | Delete Rehesh 4Jobs shown -

At the right of the Applications list are three additional buttons:

[Show Active Jobs Only] - Limits the display to active jobs.

[Show Spots with Data Connectors] - This button is disabled unless Transmission
Generator ™ has been purchased. For more information, visit http://www.bti.tv or
send an email to sales@bti.tv.

[Show Hidden (*) Jobs] - Individual transmissions can be configured to be hidden.
When this is done, they will not appear to the casual viewer but can be shown by
clicking this button. This ability is normally restricted to administrators and can be

made more secure by setting up a profile whose members aren't allowed to select
that button. Transmissions which need to run all the time are most often those that

are hidden.

Groups List

Transmissions can be sorted into groups. This is useful if there is a group of jobs to
run at a certain time. For example, AM News Group could be set up with only those

Jobs List

transmissions which are used during the morning news. Groups may also be used

to limit access to certain jobs. These groups can be managed with the [New], [Edit],
and [Delete] buttons.

The Jobs list box shows information about all the jobs which are currently available,
their job ID, the devices associated with them, and their status.

There are four columns which describe each job:

Job ID

A unigue number generated by the application which
represents a specific transmission or job that has been saved

Business Technology, Inc.
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Job Name Name of the transmission job as created or edited by the
user. The job name usually indicates or describes the type of
transmission job. For example, “PM School Closings”.

Device The graphic device which will generate the output for the
job. A job can only use one device.

Status Indicates status of the transmission, either Active, Paused, or
idle. A job's status will show as n/a (not available) if its
associated device is not running.

With the appropriate user permissions, these jobs can be edited and copied. Jobs
which have been previously duplicated from an original can also be deleted if the
user has permissions, but original jobs cannot be deleted.

Associated with each job in the list are buttons labeled:
[Configure], [Content], [Start], and [Take]

\

< Transmission Status

Al Device / Alias ‘ Statug | Part. ‘; Configure| Content | JobId ‘ Name | Device Status Start Take
Al D =
T i 2 | 3 |evao0 nas amG Elecions L BT'V'D1‘GO PC idle
7 | = [Hug00 MAB AMG News Crawd XML BT'V'DJGO FC e D
MNAB AMG Sports Second Line BTMIDIGO-FC ;
[REEN) dl H
e JNE] Crid XML 1 oe il
b DT A I

[Configure] - This button will display the Configure Job screen for that job.

Shown below is the screen for Job SC53

= |Configure Job SC53 _|o] x|
|S[I53 Closings-w- ap-KINGC End Jab
Job 5C53 -Closings-4/-M ap- st I—
Astigned to Device: [WIN-B4AMNERLISY =] arafter | 0| Cycles
Link to
ngﬁ|<none> j

| Pty (Lo 33H) [ 0 [ Fesiar

™ Hide Job from Display Lock Job
[ Hide Joh when Active r CopyJob | Save I

Detailz
Delete Job | Cloze I

e On the top two lines, the job is named and assigned to the correct device.

e Jobs can be given a priority so that if a transmission is running and one
with a higher priority is fired, the first one will stop to give way for the
second. 99 is the highest priority and is sometimes used for those jobs that
send out the most severe weather warning. See the note on priorities later
in this chapter for further explanation.
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checking the appropriate boxes.

The job can be hidden from display all the time or hidden when active by

"Lock Job Details" can be checked to keep others from making edits.

End Job group box -- Jobs can be scheduled to stop running at a specific

time or for a set number of cycles. They can also be linked to other jobs,
causing the second one to start when the first one ends.

Jobs can be copied or deleted. For example, if a job needs to go to another

device or to run at another time, the original job can be copied and then

edited to meet those needs.
explanation.

See

"Creating a Job"

below for further

[Content] - This button will display the Maintain Transmissions screen for that job.
Note that a job's screen may have a different appearance, depending upon which

application type is chosen.

Al Device/flias | Staws | Port || [Configue| Content [ Jobld | Name [ Deviee | Staws | Stan
<Al Devices> BTIDIGO-PC
BTMVIDIGO-PCT FEADY 4005 g SC3 | Weh Page Updates | iclle >
7 @ | sc4  FTP School Closings as XML BTMDIGOPC| gy
1
> SCA00 NAB AMG News Crawd XML ET'V'DW'GO'PC idle P>
-l @ SPSE  School Closings (5) E'T'V'DW'GO'PC idle »
Applications = —
<All Applications> Active Jobs
MNews Update Only
Spot Producer
Election Vating Shaw Spots
School Closings EW"hData
£ onnectors
Early\Warming »

Shown below is the Maintain Transmissions screen from a job in the School

Closings application.

@ Maintain Transmissions

Job#t 3 |web Page Updates

Assigned o System IHT-TEST-SVH

| Priorty (1:Lo 9%:H) [ 0| I Restat |

— Selection Criteria
Entity Types

Training Facilt

Callege / University

Church

=0 (E=R =X5
EndJob
at time:
;I aof after I 0 Cycles

Link to

Job# [<nane> |~
Status Group:
[ Closed Gow: [ ]
¥ Opening Late Cowny: [ |
[V Clasing E arly State: |:|
[V Dpen after Cloging City - I:l
¥ Other
[~ Al Calls

— Transmizzion Sequence
Sort b

school type
zchool name

Remove »» |

Available items
city
county
state

araup
cloging statuz

Customize |
SaveJob |

LCloze
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The job name, device assignment, priority, and ending parameters cannot
be edited in this screen. Those items can only be edited in the Configure
Job screen.

See the section below on editing a job for instructions.

Selection Criteria group box -

Entity Types: Only selected entity types will go out in the transmission. Click
on the entity type to select it. Click on it again to de-select it. In this
example, only schools and child care facilities would go out to air. If other
entity types were needed to go out, they would also need to be selected. If
the transmission is started and there are no schools available in the
selected type(s), the transmission will immediately stop.

** This is one of the main calls made to BTi support. If a transmission is started

and

stops immediately, always check to see that the correct Entity Types are

selected and closings are available in that Type. **

Business Technology, Inc.

Status - Only a selected status will go to air. More than one status may be
selected. |f no status is selected, the transmission will not go to air.

Groups may also be set up in this section. For example, a specific group or
even a specific state can be chosen to go out in the transmission. Entities
are assigned to groups on their respective maintenance page.

Transmission Sequence group box - The order in which items will go to air
is set up here. Available items lists the sorting options. Moving the option
over to the Sort by list determines the manner in which they go to air. The
items are executed in order, top to bottom. In this example, schools would
first be sorted by entity type and then alphabetically by name.

[Customize] - This button will display the Advanced Transmission
Parameters screen.
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@ Advanced Transmission Parameters

N e (L0 (R —

Farameter

Update interval [in ming)
File name of HTKL file and extension | closings hinl

D estination Fip site

Ll zer Manme
Fagzeword

Walue
E

officeftp, bl by
publicftp
pazsword

[ Show ltem Id

LCancel

Cloze

These Parameters will vary, depending upon the transmission.

After making changes, click [Close] and the changes will be saved.

** This is another call often made to BTi support. If a transmission is not getting to
the correct destination, it is important to check the transmission parameters to see
if the ftp site address, user name, or password has been changed. **

[Start] and [Take] buttons -

= Transmission Status ] .4
A Device / Alias ‘ Status | Part ‘; Configure| Cantent | JobId ‘ MName ‘ Device | Status | Start Take |+
<&l Devicess " BTIVIDIGO-PC
TR EERT i 7 | B |evaon NAB AMG Elections XML 1 ide | P

e Cral i idle
7 MUSON | NAB AMG News Cra XML ET‘V‘DW'GO PC
MNAB AMG Sports Second Line ETMIDIGO-PC
NUam dl
e Craml XL i ide |
¥ [ ] SC3  *“Meb Page Updates ET\V\D}IGO-PC idle 1]
bpplications =] Show . BTIVIDIGO-PC
<Al Applications> Active Jobs Z E SP1 | Election Ticker (8 1 idle L4
Early Waming Ol 4 2 )| SP2  ‘Weather Crawl + Map + Bug BTVDIGO-PC|  jgyie 1]
Election Voting 1
News Update Sh_unévuuts 4 = SP3  Breaking News (2) ET\V\D}IGO*PC idle 13
Other iwith Data
School Closings comesters e s | sPe Monday A Block (3 <215 ET‘V‘DW'GO'PC ide || B
Spot Prod =
rm e L show w0 ses Mondav CBlack 23 ETVDIGOPC e | e

Clicking either of these buttons causes the transmission job to carry out the

function, whether it is running locally or on a remote PC or server.

Business Technology, Inc.
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Start the transmission by clicking the [Start] button for that job.
The job status will then show "Active", the [Start] button will change to a [Stop]
button, and the [Take] button will change to a [Pause] button.

If the [Pause] button is clicked, the status will change to "Paused" and the [Pause]
button will change to a [Resume] button.

When a job is paused, it will go off air until it is resumed. When it is resumed, it will
start where it left off instead of going back to the beginning.

Job Status

When a job is started, a Job Status window will be displayed which contains the
current transmission activity and information for the specific job.

< SC4 Status
WAGA FTP School Closings as XML

Cyclett 1
1113 - A-1 Driving 5c

Started at: JunlB 01:33pm

{* Now
" AtEnd

HProcessed:  1of1

End of Cycle; 4 minz bd zece

Last Update:  BAB/2010 1:24:52 P

Minimize | Stop Mow

The Status window displays the following transmission information:

Job Name Name of the job, displayed in red

Started at: Transmission start time and date

Cycle# The number of times the data has been passed
through

#Processed: Number of records processed for the current
cycle and the total number of records

End of Cycle: The estimated time to the end of the cycle

Last Update: The last time the information in the transmission
was changed

e  Click [Pause] to suspend an active transmission job; select the “Now" option
to pause immediately or “At End” to suspend the job at the end of the

cycle.

e Click [Resume] to restart the job if it is paused.
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e To stop the transmission, click [Stop Now].
The Status window can also be minimized if desired.

The job may have been initiated on the local system, but more than likely it is
running on a remote PC or server. The Job Status window is initiated on the PC or
server which is executing the transmission job process and it shows its activity and
status on that machine.

The job also communicates back to the initiating workstation - as well as any other
workstations that are showing the Transmission Status window - that it has been
activated and what its current status is.

Creating a Job

A new transmission job cannot be created from scratch; it can only be created by
copying an existing job and modifying it to suit the needs of the user.

To create a new transmission job based on an existing job, select an existing
transmission job that is the same type (manual, automatic, crawl, web page, etc.) as
what the new job should be.

Click the [Configure] button for that job.

\

5] Transmission Status \ == [En
ﬂ Device / Alias Status P 4| |Configure| Content | Job Id Mame Device Status Start Take =
All Devi
e AT T 2 | @ | sc3 | webPage Updates HT-TEST-SVR  idle p|
g B SC4  FTPSchool Closings as XML HT-TEST-SVR  idle P
@ | B [scson School Closings-Test HTTESTSVR  idle | o
|| Transmission
- = El | SC900 MNAB AMG News Crawl XML HT-TEST-3WR idle [
Applications - Show P . Y .
<Al Applications> e [IE; B SP5E  School Closings (5) HT-TEST-SYR  idle [ 3
MNews Update Only
Election voting
Early Warning Show Spots
School Closings Ew"h S
onnectors
Other
Show
Hidden [*]
Jobs
Groups Members -
<all Groups>
Weather EA100,EW/400,NL 200

The Configure Job screen displays.
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{5 Configure Job 5C300 [ ==
[I5choal Closings - Test Transmissi End ot
- t
ob SC300 |5chool Closings - Test Transmission ot lime: li
Aszigned to Device |HT-TEST-S\-"F| j a0 effiey IT Eeles
Link ta
Job#t [<none> |

Priity (1:La 93Hi) [ 0 T

[ Hide Job from Display Lock Jab
[~ Hide Job when Active r Copy Job | Save |

Details
/ DeleteJ0b| Close |

Click [Copy Job]. When asked to confirm, click [Yes].

A new Configure Job screen will appear. A new job ID and name will be
automatically generated. Enter a different job name if desired.

Transmission jobs must be assigned to a specific device which will output the
transmission. Choose an appropriate device from the "Assigned to Device" drop
down list.

Enter the time to stop this transmission or the number of cycles this job will run. If
both fields are left blank or set to zero, the transmission will run continually until it
is manually stopped.

If desired, link to another transmission job so that when one transmission job ends,
another begins.

Enter a priority value between 1 and 99, where 1 is the lowest priority and 99 is the
highest priority. This value is used to prioritize jobs. If the priority value is blank or
set to zero, the job is not included in processing of priorities.

A note about priorities:

When a job with a priority is started, it executes in the same manner as before,
but it also registers itself to the system. It is not until a second job with a priority
starts that any changes are apparent.

For example, if the priority of Job 1 is higher, Job 2 recognizes that it should not
be running and terminates itself. If both jobs have the same priority, Job 2
terminates. If Job 2's priority is higher, then Job 2 instructs Job 1 to terminate and
Job 2 continues. When Job 2 is complete, it has the option to restart the job it
terminated, namely Job 1. This will happen if the Job 2 "Restart" checkbox is set.

School Closings Attendant ™ s capable of handling multiple job streams of
priorities, as the case would be if the system is driving two character generators
simultaneously. Jobs with priorities for one CG, should not affect a job with a
priority on another CG. By default, the name of the CG is used to control job
streams, but other options are available if needed.
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Once the new job has been created and edited, [Save] and [Close] the Configure
Jobs screen. The job will now appear in the jobs list in the Transmission Status

screen.

Editing a Job

To further edit the job just created, or to edit any other transmission job, click the

[Content] button for that job.

/

@ Transmission Status

ﬂ Device / Alias Status | Port | «| | Configure | Content | JobId
<All Devices> -
HT-TEST-SVR READY 4085 g E] 3C
g E] 4
g E| v SC300
— L
hd NI e g = ||scam
Applications ) Show ~
<All Applications> Active Jobs [ EN G
MNews Updale Only w 2 | sese
Election voting
=3 |

Mame

‘Weh Page Updates

FTF School Closings as <ML

School Closings - Test
Transmission

Job 5C30T
MNAB AMG Mews Crawl =L

School Closings (%)

===

Device Status Start Take
HT-TEST-SVR | idle 13
HT-TEST-SVR | idle [
HT-TEST-SVR | idle [
HT-TEST-SYR | idle [
HT-TEST-SVR | idle 13
HT-TEST-SVR | idle 13

The Maintain Transmissions screen will display. See the previous section on the
Content] button for more details about this screen.

@ Maintain Transmissions

Job# 301 |Job 5C301

Aszigned to Spstem |H T-TEST-5WR

Priority [1:Lo 9%H) [ 0 T

Selection Criteria
Entity Types

School

Training Facility
College / University
Church

Child Care

Tranzmigzion Sequence

Sort by
zchool name

<< Add
Bemove »»

=

Link ta

EndJob

o= S
at time:

or after ’T Cucles

Jobdt | <rores

Status

v Closed

v Opening Late

Iv Clozing Early

I Open after Closing
v Other

[ &l Calls

Available items
zchool type
city
county
state
group
clozing ztatus

=

Group :

[ ]
[ ]
[ ]
[ ]

County
State
City

Custarmize
Save Job

Close

Make criteria selections by choosing the entity types going to air and status of the
entities going to air. Optionally, the job may be further filtered by entering the

group, county, state, and/or city.

In the Transmission Sequence group box, items can be sorted by the "Available
items" listed to the right. To add items to the sort list, select the item and click
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[<<Add]. To remove an item from the sort list, select the item and click
[Remove>>].

Some transmissions have customizable fields that can be accessed by clicking the
[Customize] button.

The Advanced Transmission Parameters screen will display.

| Advanced Transmission Parameters

3 Pararneter Yalue
1 |Full pathname of test file c:hattendhclosings. sml
2 |Update frequency Brm

3 | Include Entity 1d [v/N] ks

LCancel Cloge

Changes to any parameters will be saved when [Close] is clicked.

After making changes on the Maintain Transmission screen, click [Save Job] to save
the newly created or edited transmission job.

Click [Close] to return to the Transmission Status screen.

The newly created transmission job will display in the Available Jobs list, along with
its unique ID.

Deleting a Job

To delete a transmission job, use the Transmission Status screen to select the
available transmission job to be deleted.

Click the [Configure] button for that job. The Configure Job screen will display.
Click [Delete Job] and confirm the deletion.

Note: Only jobs which were created from an existing job can be deleted.
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Viewing Reports

Reports generated by School Closings Attendant™ may be viewed and printed
using the Reports screen.

To access the Reports screen:
From the Main Menu, click [Reports] or select List > Reports.

5| WBTI Franklin - Attendant Solutions =0l x|
File Edit List Help

| ISchool Closings j Maintain Review Inquire Tranzmit Exit

1-5C

25C D atabridge

35C
4-Msgs

@ SchoolClosings Attendant”

Election ¥oting

@ AttendantSolutions

Copyright 1994-2015 Business Technology, Inc. €

Issues f Feedback |

Mews Update

I School Closings
I Early Warning
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The Reports screen displays.

= |Reports

Applications
Election Yoting
E arly W arning
School Clozings

Sportzs Update

Avwailable Listings

Lizt of Schools by M ame

Lizt af Schoals by 1D

Ligt of Schools by Type

Ligt of Schools by Group

Ligt af Schoals [Mew)

Ligt of Schools - Mail-terge Output
Mbderge Mailing Labels 5160 [1/5cho
Mbderge Mailing Labelz 5163
Activity Log - Today's

Activity Log - Current by Tupe
Activity Log - Current by Mame
Activity Log - Historical

School Azzociations

Schoal wallet Cardz w/Call-in
School W allet Cards wio Call-in

School Closings Attendant™ offers three standard print formats from which to

choose:

e View a report in a window

e Print a paper (hard) copy of the report

e Save the report to a file

Types of Reports

The following table describes reports that are generated by the School Closings

Attendant™,

Report

Description

List of Schools by Name

address sorted alphabetically by school name

Complete listing of each school and the school’s

List of Schools by ID

address sorted by school ID

Complete listing of each school and the school’s

List of Schools by Type

address sorted by school type

Complete listing of each school and the school’s
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Report

Description

List of Schools by Group

Complete listing of each school and the school’s
address sorted by group

List of Schools (New)

Listing of new schools and the school’s address
added to the system over a designated period of
time.

List of Schools — Mail-Merge
Output

This creates a delimited text file which may be
used with a word processor document to
produce letters or emails to school officials with
instructions on how to use the system. The user
is prompted for options.

MMerge Mailing Labels 5160
(1/School)

Complete listing of each school and the school’s
address in mailing label format (Avery 5160), 1
per school. The user is prompted for school type
and other options, such as sort order.

MMerge Mailing Labels 5163

Complete listing of each school and the school’s
address in shipping label format (Avery 5163), 1
per school. The user is prompted for school type
and other options, such as sort order.

Activity Log — Today's

Listing of the current day’s closing information

Activity Log — Current by Type

Listing of current closing information sorted by
type

Activity Log — Current by
Name

Listing of the current closing information sorted
by name

Activity Log — Historical

Complete history of all closing information ever
logged by the system. The system prompts the
user for starting and ending dates.

School Associations

Complete listing of each school and the school’s
associations sorted by school.

School Wallet Cards w/ Call-in

Complete listing of each school, address, and
school ID including a closings call-in number.
Wallet size card format sorted alphabetically by
school name.
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Report

Description

School Wallet Cards w/o Call-
in

Complete listing of each school, address, and
school ID in wallet size card format sorted
alphabetically by school name.

Viewing Reports

To view a report, select the report to view and click [Execute].

The report opens in a separate window, Report Viewer.

B Attendant Solutions Report Yiewer

P S[% > M 1 f232 [ % # 100z - Busiscronects
Preview
24K Teen Center - 15 -
A Smart Skart Learni
& Through Z Child Ca
. D. Wast Dance Sty List of Schools by Name
A-1 Driving Schoals -
ABC Learning Acaden
ABC Montessor - 101 Wednesday, Juna 16 20
Ahlene Baptist Chure ‘ Address Schoal Type
Abraham Seed Early | 24K Teen Center - 1142 (9491) Type: Evenis
Abundant Life Churct 4480 Peachiree Comers Circle Primary Contact Information
Abundant Life COGIC Werross GA 30007 Alten
Acad, of Smiles Christ 1 Jones
Action Montessor Ac Group.
fction, Inc - 055¢ (7 School Tel 770-582-245¢8 County: Gwim
Active Children & Pan
Active Learning Cente A Smart Start Learning Center - 1844 (8998) Type: Child Care
:;WDME tut;mt:d Mrtl: 5120 Stonewall Tell Rd FPrimary Confact Information
ams Little People
#added Love Learning College Park G 30349 Kaihy Carler
Advance Preparatary Group:
Adwantage Behaviore Sehool Tel# FR)-774-1804 Countp: Fulin
Adwantage Behaviore
Advantage Behaviore A Through Z Child Care & Learning Center - 1782 (1387) Type: Child Care
Advantags Behavicra 2471 Faitbum Rd. SW Primary Confact Information
Adwantage Behaviore .
Advantage Behaviore Atlanta G 30331 Erma William
Advantage Behaviors Group:
Advantage Behaviors Sehool Tol# FI0-313-3026 County: Fulin
Adwantage Behaviore
fulwanikage Behaviors A.D. West Dance Studio - 2064 (D356) Type: Businesses
Afrikan Dieli Culkbural o .
tigape Christian ficad 5939 Stewart Py Primary Confact Information
Douglasville Ga 30135 Angie West

#Agape Global Church -
Ao Eetb el
AT >/J |
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Printing Reports
Reports may be printed in 2 ways:

1. Click the Print icon in the report window.

W Attendant Solutions Report Yiewer

e e > M 1 a3z = % g oz -

Preview ]
24K Teen Center - 11 ~
A Smart Start Learni
A Through 2 Child Car

A. D. West Dance St List of Schools by Nai

A-1 Driving Schools -

ARC_| marning Acader.

The report will be sent to the default printer.

2. Alternatively, right click the name of the report in the list and choose Print.
This method allows a choice of printer, properties, etc.

Saving Reports to a File

Click the Export Report icon in the report window.

I Attendant Solutions Report Yiewer

W S| Fa P 1 jz232 i & g [0~

Frevigw l

24K Teen Center - lliil
& Smark Start Learni

A Through Z Child Cal

&, 0. Wesk Dance Sk LiSt Of SCh
A-1 Driving Schools -
ABC Learning Acadern

e R, i i

Follow the prompts for required format and destination.
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