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Introduction:

This program was design to improve the management of St Bede’s School Barnight.

It will improve the system in the following points:

e It will make underage drinking impossible as it will only permit the barkeepers to
sell beer to people in the list and only 17 year old students will be entered there.

e The number of beers the person drank already will be checked automatically.

e This problem of missing money and beers will be brought more light into by
having precise numbers of what was stolen. Then we might stand a chance of
finding the thief.

e Statistical data is produced automatically. This will help to plan the shopping.

e [t will enable the user to print out letters and notices for further information.

The system is build up out of two parts, which use Excel and Word.

The excel part:

You have to start the program by clicking on this icon:

Excel will start and you will see the following screen.

The barkeepers job:
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=ell a beer

This is the main screen. Every thing starts and ends here. Each of the grey fields is a

mouse button. Tap on the screen to start the processes I will describe now.

The selling process.

During Barnight you want to sell beer. The only way to do this is by running this
process as the program will otherwise assume the beer was stolen. To sell a beer you

click on the Sell button. After that you can see a dialog box.

Sell a beer, one morel I Sell a beer, one more! EE:

‘ II'::.MkE: ‘:J .’
s Y=

MAME:

flark.

EXISTIMNG MAMES
A0M
Anke
Jodit

Cancel

Lisa

Touch here to get this. €7

Philip

Here you have to select the student buying. Only students old enough will be in the
list. The software will then check whether the student had 2 beers already or whether
he is banned. Three things can happen now:

1. Main screen: the student is allowed to buy a beer.

2. Error message 1: the student had 2 beers already.

3. Error message 2: the student is banned. You should at least warn him and throw

him out of the common room.
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Error message 1: Error message 2:

SORRY, BUT YOU This student is banned!!!
HAD 2 ALREADY ! Plzase report hitn and do not s2ll him a beer!

s p | —

Return to main screen by touching this.
This should make clear to you, when you are allowed to sell a beer and when the

student is not allowed any more.

Note: If you sell the beer anyway the system will report that as being stolen.

The banning process:

Sometimes it might be necessary to ban a student from the sixth form common room

as he misbehaved. Then you start the banning process by clicking on ban and unban.

The following dialog will come up

! —Student-information—————— .
Dialog Caption EE .
rStudent-information—————— - ADM -
,‘ T EXISTING NAMES -
FADM
| & plok Banned anks
Jodit
" Banned! Y ules _
’.\ R, Lisa
antia _OK Mark
\ m— Phili \LI-...-

\

Touch here to get a list of students here. \

When you select a name the little dot will jump to the current status of the student.

Then you can see whether you have to change anything.

This was the part that is interesting to the barkeepers. The rest of the document is for

the use of the supervisor.

The supervisors job:

This part should only interest the supervisor as it is harder to understand and it gives a

greater insight into the program.
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Which day-process:

This process is designed to let the program know what day it is so that it can save
statistical data.

The process consists of two steps. The first step will give you information on the
current setting. Only proceed if you have to change the setting. This macro has more
affects than only changing the day.

The first dialog will look like this:

Are you zure?

The current daw setting is set to:

Week: I 15
Day: I'-.-'-.-'ednesday

Are wou sure you wank ba
change the current settings?

Only click on yes if data is not correct. No will bring you back to the main screen.

Yes opens the following dialog:

YWhich day 15 it? EE
'-DI|:'|"III_ ......................... —_— ‘::
& WEDNSDAY -'

i SATURDAY

WYEEE:

week 15 |

Change the day by clicking on the other one. You can select a week in the same way
as if you select a student during selling or banning. Clicking on Ok will bring you

back to the main screen.
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Start new term:

This process will be run once a term. It exists to clear the statistical data. Starting the

process will open the following dialog:

]
Clear Statistics! [

‘ This will delete all skatistical

data! If yaou want ko make
another printout, click on "Mo".
Are you absolutly sure? Wel,
then good luck For the nesct
kerml

Answering the answer with yes, the data will be cleared and you will end you on the
main screen.

If you click no you find yourself on the main screen as well, only the data was not
deleted. Then you can print the charts again (explained later, how to) or you can save
the file for later reference using the “Save as”-command you can find in the file menu.
You could save it as something like “Summer term 1998 statistical data”.

Then you run the process again, answer with yes and save the file using the original

name.
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The student management.

You will have to add students (birthdays happen) and sometimes you will have to

delete students (when they leave for one reason or another).

ADD NEW STUDENT:

You probably guessed that this process will add new students to the list.
Starting the process will open this dialog:

What iz the name of the new student? HE List of existing names so you
‘ EXISTING NAMES A can see whether the name does
ADM
‘ ‘ Anke exist or whether you can use it.
‘ Jodit
| ' ules
Lisa
: !; m Mark __ﬂ
E- ! / Enter the new name here.
I
":I' '\| S - 1
* male _| __,__M——- Select sex of the new student
_____ {" FE""E"E __Ei”fE'J by touching the dots.

Clicking on Cancel will bring you back to the main screen without making changes.
Ok can have two results. Either you are back on the main screen. Then the name has
been added. Or you will see the following error message and you will have to run the

process again and choose another name.

YOU ENTERED / Return to main screen.

THIS NAME T !

OK

User Guide Page 8 of 13



Tim Guhl Barnight Cand. 3218, Centre 56400

DEL STUDENT:

This process is used to delete students of the list. Start it and you will see the

following dialog:

Want to take zomeone of the hst? I

EXISTIMG NAMES H Ok :
abm

Anke
Jodit
Jules
Lisa
Mark.
Philip
SkefFi
Wil

hd

Using this process is easy enough. Just select the name in the list and click on Ok, to
delete the student. If you changed your mind you just click on cancel. No matter what

you do you end up on the main screen.

What was stolen:

This process is designed to be run before Wednesday’s Barnight and it will tell you
how much money and how many beers went missing last week.

You will need the following information: Beers and money left after last Wednesday
and Saturday as well as the number of beers and the amount of money that will be in
the bar next Wednesday.

The first screen you have to enter a password:

Dialog Caption [ 7] I

Fassword:

—

&

Zancel |

Type the password “Pool” into the field. The field is Cases sensitive meaning that you
have to spell the word exactly like this. If the password was incorrect you are back on

the main screen.
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Otherwise you will see the following screen:

Inzert Remainders. HE !

Beers remaining Wednesday: i|
Beers remaining Saturday: I....................... 1 _I_ 1 — 3
£ remaining Wednesdary: i........................ -

! Lo |

£ remaining Jaturday:

Cancel

Please enter the appropriate information. You can still cancel the process or you can

proceed by clicking on OK. Then you will see the following:

Dialog Caption [ 7] |

~Data For wour information————————
Beers stolen 14

£ stolen Wednesday: I-l?. 15
Beers stolen Saturday: |1I:I
£ stolen Saturday: ISEI

Flease enter data here
Beers in stock next 45

£ in Eill next week? |12

The top part of the dialog gives you the information. We do hope it will not be as
extreme as in my example. Positive numbers mean that something went missing.
Negative numbers mean someone added something. So someone did put £17.15 into
the register.

Then you have to enter the data. After ending the process you will end up on the main

screen.
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The charts:

I have several charts. You open them by clicking on the buttons on the right side of

the main screen.

COMPARE WEDNESDAY:

This chart compares all Wednesdays in a line chart. This looks like this:

- : |
q Development on Wednesdays

0. of Beers

1 2 3 4 5 & 7 8 g 10 11 12 13 14 15
Week

You can see the two buttons at the top. Print lets you print the graph and Main is your

way back to the main screen.

COMPARE SATURDAYS:

This is the same as the chart I described just know using data about the Saturdays.

- Compare the different weeks -

14

12

10

No. of heers sold

1 2 3 4 5 6 7 8 9% 1W0 11 12 132 14 15
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WEDNESDAYS AND SATURDAYS:

This compares the total No of beers drunk on Wednesdays and Saturdays with each

other. This looks like this:

| Compare Saturdays and Wednesdays |

Saturday
50%

Wednesday
50%%

This was the excel part of the system. Now I will explain the Word part to you, which

is used to produce letters and notices as well as posters.

The word part:

In word I produced documents using mail merge and I produced a file with pictures

and clip arts to produce posters.

The documents:

I produced documents, which will be sent to the students using house mail. I also have

one macro to produce a notice.

MM Banning personal:

You will mail merge this document one time a week and send out to the students.

That is to let them know that they are banned and how they can change their status.

Banning notice:

You will find a button on a toolbar labelled “Banning notice” when you click on this
the computer will automatically produce and print out a list of all students currently

banned. You can then hang this list on the notice board.
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MM Summer ball:

This document is an invitation to the summer ball. When you mail merge the
document you will be asked to fill in a fill in box. There you have to enter the date.
The document will also automatically fill in the correct dress depending on the sex of

the student.

MM Beginning of term.

This documents contains the rules of the sixth form common room and will be sent to

every one at the beginning of every term.

MM end of term:

This document contains information on the dangers of alcohol. It will also inform the
students how many beers they bought during term time and it will tell them how much

1t did cost them.

The poster file:

Open this file and you will find a lot of pictures that will be useful to you when

producing posters as you can copy and paste the pictures.

I hope you will enjoy to work with the program.
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