Student Mark Record System
User Manual

Note to students: This document is an example of a user manual. For your project work you may need to write a similar document to accompany an Access or Excel project, for example.
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Student Mark Record System User Manual
Introduction

This system is designed to record the grades obtained by each student for all types of assessment (e.g. homework, coursework projects and exams) in a particular subject. It is for use by a teacher in a school. Reports are produced to show an individual student’s grades for all assignments, all students’ grades for all assignments and all students’ grades for a particular assignment.

The system is written in MS Access 2002, and will run on a Pentium PC or a similar specification. It is not necessary for the user to have any knowledge of Access.

Installation

The software should have already been installed onto your computer. It is in a folder named Access on the hard disk.
Starting up the system

· Load MS Access

· From the File menu select Open. Find the GradesDatabase.mdb file in the folder Access on the hard disk.
· You will be asked to enter a password:
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  Figure 1
· Enter the password, Grades.

Now you will see the Database window:
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  Figure 2
The Main Menu

· Make sure the Forms tab is selected, as in Figure 2.

· Double-click fmnuMain. 

The main menu will be displayed.
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 Figure 3

Add/Edit Data Menu
When you select this menu item, a submenu will appear:
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 Figure 4

Student Details Form
The Student Details form is used to add new students to the database, to amend a student’s details or to delete a student’s details. 
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 Figure 5

Adding Student Details

The buttons at the bottom of the form can be used to move backwards and forwards through the records, to go to the first or last record or to create a new record.

· Click the New Record button to add a new record. The Student ID will be entered automatically.

Finding and Deleting a Student Record

· Put the pointer in the Surname field.
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Click the Find Record button. A dialogue box will appear for you to enter the surname you wish to find.
· Enter the name and click Find Next.

· You can now edit the record if you wish.

· To delete a record, first find the record you wish to delete and click the Delete Record button.

· You will be asked to confirm the operation.

You will not be able to delete a record for any pupil who has marks entered for them.

Assignment/Grade Entry Form

This form is used to enter details of assignments and the grades achieved by each student.

[image: image6.png]& fimAssignment

Assignment Details

AssignmentD I
Description

Type Hamewark

21 Fairchild

Close Form




 Figure 6

Once the details of an assignment have been entered, you can enter the mark achieved by each student. You will not be able to enter a mark for a student whose details have not been entered.

Reports Menu

Pressing the Reports button on the main menu will bring up the following menu.
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 Figure 7

Individual Grade Report

This report will display a list of all the assignments for a specific pupil and their grades.

· Click the Individual Grade Report button. 

You will be asked to enter a surname, first name and class. 

· Enter the name and click OK.
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 Figure 8

· Similarly enter the First Name and Class.

The report will appear.
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 Figure 9

You can view the report as it is on screen or click File, Print to print a copy.

Class Assignment Grade Report

This report will display a class set of grades for a particular assignment.
You will asked to enter the Class and Assignment ID.

[image: image10.png]Class Assignment Grade Report

Casu Assignment D 2 B Ba W01 MMk 50
res R E n
2 akox = F E}
3 By riagha = n
Bt S a o
5 cutpo Dt a1 @
I et a a
6 1y = n
7 i Gty » E}
o a1 » =




 Figure 10

Class Grade Reports

This option allows you to view or print an individual grade report (see figure 9) for every member of a selected class. This would be useful if you have a parents’ evening and need to have each student’s grades available on a separate page to show to parents.

Exit Grades System

This button will exit the database system and close Access.

New Record button
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