User Defined Fields

User Defined fieldsallow you to enter datainto Skyward that is specific to your district/campus. You areableto
add fieldsto Family, Student, Student Entity, and Special Education (if your district purchased the Specia

Educationmodule). If you select to add fieldsfor Family, thefields can befound under n thefamily
screen. Fields created using the Student system are found on the General # 1 tab, etc.
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Select the* System’ you wish to add fieldsto by using the drop-down

box.

[l Screen Builder | {@¥8YLaokup Tab

Sysken; |Family

Table; Farmily

Fields:

Profile Master
Special Ed

Student Entity




User Defined Fields

If youarecreatinga‘new’ table, youwill select* Add Table'.

If youareadding afieldto an existing table, you will select that tablefrom
thelist.

[l Screen Builder | {@¥8) Loakup

Systen: |5tuu:|ent

Table: | [5vstem Table]

[8dd Tahle]

[Swstem Table]
BISD Homeless Info
ZEHI

Enrallment Documents
GE HOMEBQUMD

_dreTeEdI |

requiresthat you
nameyour tableinthe‘ Table
Description’ field onthetop
right-hand side of the screen.

Syskerm: |Student

El

Table: | [Add Table]

El

Table Description: [Summer Sch Enrollees

Youthen beginadding your fields:
Youwill cresteafieldLabel andset | ™ e | T etomesa
the'DataType' by using thedrop- Data Type: [ERTR + 0K
dO\Nn ||§ Format: Yes/Mo xgancel
Valid Entries:
‘Field Notes' provideinformationto
ass st theuser incompleting thefield. y
Figld Motes:
Whenyou havetheinformationfor
thefield complete, cli c. < >
Fields: |Field Name
Click @ toaddthenext field. Youwill continuethisprocessuntil al fieldshave been added.

Explanation of ‘ DataTypes :
Character
Date
Decimd

Integer
Logicd
Lookup

Allowsuser to enter apha& numeric values
enter aspecific date; can set theformat to your preference
any number; last 3 digitsmust be set t0 9.99
example: 5would bedisplayed as5.00
only acceptswholenumbers

Yes/No responses

field hascodesand will allow usersto add to the codetable




User Defined Fields
SKYWARD M
Lookuptablesand fildsareadifferent field typeinthat it requires special setup. Youwill needto createa

L ookup Table and codes attached to the table. This createsacombo box and button for the field when placed
on ascreen.

Lookup | ables

Lookup Tables

You build alookup table by clicking @ Lookup Tables | Lookup table description Field length + 2dd
on the UDF crestion screen. Z1CcLe Edit
Home Skake 15 @
PETS 5 Lizlste
Summer Schaol Fee 20 ® Close
Youwill add aL ookup Tableby clicking 4 &dd |.
Lookup Table Data Maintenance %
Fields in “21CCLC"
+ acd
7 27 Edit
o]
= Delete
U

Typeinthedescription for the Lookup table.

Length indicateshow many characterswill be
alovgvtedforthefield. ’ Description: [Transportation Route Ok |

Length: IF Max of 30 xgantel
ClicZ7aK ]

Inthe* L ookup Teble DataMaintenance’ section click[4 &dd |-

Typeinthedescriptionfor thefield.

Transportation Route

. 121k,
Clid pmserption: Fore Lok |

You will repest thisprocessuntil you have added all possible choicesfor thelookup table.
3
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SKYWARD —

Onceyou haveall of your fieldscreated, you will need to build your screen.| [l Sereen euilder [allowsyouto
create anew screen or add fieldsto acurrent screen. You havethe ability to position thefieldsonthe screenin
theorder youwould like. Thetab order goesfrom top>bottom>left>right.

CliCkl [l Screen Builderl thenclick . System; |5t'-":|‘3"'t ﬂ

BISD Homeless Indicakar

BRAYO Delete|

CareTeam P Close

CEHI "
Enrollment Farms M

5EN ED HOMEBCUND
Hand-5cheduled

SECTIOM 504
Student Pets %
Thefirgt field you must completeisthe’ ScreenTitl€e field. Employes Access | + 0K

, . _ W Snap TovirtualGrid S Cancel
Specify the* System’ towhichyouwant thisscreenadded. ™ | — gy

{

Screen Tite: |Summer Schoal Enrollment

Fromthedrop-down list, select the* Table’ fromwhichyou

will beadding thefields System; |Student |
Tahble: |5ummer Sch Enrollees ﬂ
Set * Screen Type' to“ Browse”. Screen Type: |Browse |
. . . . . Available Fields:|Field 1 F k
‘SnaptoVirtud Grid' assstswith aignment and placement Sl =k
of thefieldson the screen. %

Ssummet Sch YesMo
Transpaorkakion YesMao
‘Secure Screen’ will allow only those usersyou setup under

System Admin/Security to have access.




User Defined Fields

| 5 |,-: YWARD T
A Browsescreenwill allow youto keep arunning track of information.

] sl

Screen Type: |Browse ﬂ

Available Fields:|Field Mame Format |

Youwill highlight thefiddfrom‘ Available Fields thenusethe
blue arrows between thegridsto moveto‘ Selected Fields .

The smaller arrow moves one field at a time; the wider
arrow moves all of the fields at once.

¥ ¥ & 4]

You can usethearrowsto theleft side of the* Selected Fields Selected Flelds: |Field hame [Format_|
tableto changethe order thefieldswill appear on the screen. Fee Paid #(20)

Summer Sch esiho

\Transpartation

Thiscreatestheview the user will seewhen they [

accessthe UDF screen. Area Reserved - Flace Objects Within the Box Be

Sunmer Sch|Fee Paid Transportation

Whenyou havethisset toyour preference, click] »~ ok | Youwill then be prompted to build the* Mainte-
nance' screen. Again, click[ ok _|

L]
\"‘I:l) Yau must now create a mainkenance screen For this browse,

Ik
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A Maintenance screenalowsyouto ‘design’ thelook of your screen.

SKYWARD TE—

Sunme ¥ Schﬁ:j

—_— [ Secure Screen

Screen Tikle: Summer School Enrollment

[v Snap To Yirtual Grid J Cancel

Syskem: |

Table: |

Screen Type: |Maintenance

LeJ L L]

Fields: |Field Mame

Transportation Yes Mo

To'design’ thescreen, you highlight thefield fromthe* Fields' tablethen click [Ereateibbject Youwill geta

‘Place Object’ icon, m . Drag theicononto the screen grid and click. Thiswill placethat field on the screen.

ECT

Onceyou havedl of thefieldsyou wish placed on the screen you can click-and-drag to the preferred position.

REMINDER - Thetab order goesfrom top>bottom>left>right. The column the object isinisdetermined by

theleft edge of the object.

Onceyou haveyour screen ‘designed’, click

‘i ig You can change the size of the field by using the ‘handles . Place the cursor over one of the
1 ‘handles’ until you see a double arrow then use click-and-drag to either enlarge or decrease the

Sze.
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SKYWARD "—
Adding a New Field to a Current System Table

FromtheU.D.S. Builder, sdlect the' System'’ for whichyouwanttoadda | system: |student |
field. L= Sumnmer Sch Enrolleesiig
Sdectthe* Table . Fields: JFigld Mame

. . o Fee Paid
Cli c inthe'Fidds table. ———

Transpartation
Fields Properties

Setthefield*Label’, ‘Date Type' and enter any Label; |Date
field notesto assist the user. Data Type: |Date - v ok |

_ Format: |99/99/9939 Hcancel|
Click] . ok Yalid Entries:

Field Motes: | Date enrollment For summer school
entered|

. _ o Student j
Click | Bl Screen Builder | then highlight the Table'.

Descripkion o= A0
Clic] 27 Edit |- b1CCLC —

F150 Homeless Indicator &?Edlt

Er A0 Delete

~areTeam @ Close

_EHI

Frrollment Forms %

(aEM ECY HOMEE QUMD

Hand-5cheduled

SECTION S04

Student Pets

Summet School Enrollment

Thefieldyoujust added will beinthe*Fields table; highlight, click Figlds: |Field Hame

[Ereatelanieet] and placethefield onthescreen grid.
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Importing Data Into a UDF

TheUDF Import dlowsyou to import information from either adelimited or fixed width fileintoaUDF. The
UDF screen must containthefield(s) you wish toimport.

[Ed Screen Builder | {8¥8) Lonkup Tables | w™Mmport| k

Youwill buildyour UDF tablefirst making sureyou

includethefiddsyouwishtoimport. System: |Studert [

= CHIT AKS Test

Fields: |Field Mame Field ICr
Test Category 149,00
Tesk Scare 145.00
Click Mrmpart].

File Details
Location: |C:.I'D0cuments and Settings/dcartwrightiDeskkopitaks exit retest apr 06 transcript,csy Find File @ Cloze |
File Type: |Delimited | Delimiter: |,
File Layaut

EMTRY 1 ,EMTRY & ,EMTRY 3

Displays up ko 4 recards of file to be imparted

106746290,Language Arts, 42006
106746290, Mathematics, 42006
203655447, Science, 42006
204654440,Language Arts, 42006

Cross Reference File ko Database

EMNTRY 1 * | will cross ref with: |MAME, FEDERAL-ID-MO j

Select Placement of Data

Import: [ENTRY 2

Test Category

System: |5tudent
Table: | TAKS Test |
Enkity: 000

Extract Selected Data From File |

Click d locatethefileyouwant toimport into the UDF screen.

SHect theFile Type- Delimited or Fixed Width. IF thefiletypeisdelimited, enter thedelimiter (iecomma). A
delimiter cannot beaspaceor tab. If thefileisfixed width, then each Entry Number, Start and L ength needsto
beidentified.



File Details

Location: |C:.I'D0cuments and Settings/dcartwright/Deskbop/taks exit rekest apr 06 transcript.csy Find File | @ Close

File Type: |Delimited + | Delimiter: |,

File Lawout
EMTRY 1 ,EMTRY 2 ,ENTRY 3

Displays up to 4 recards of file bo be imported

106746290,Language Arts, 42006
106746290, Mathematics, 42006
203655447, Science, 42006
2046534440, Language Arts, 42006

Cross Reference File to Database

EMTRY 1 * | will cross ref with: |MAME.FEDERAL-ID-MO j

Select Placement of Data

Import: |ERTRY 2

TAKS Test Test Categary

System: |Student
Table: | TAKS Test ~| <
Entity: 000

Extract Selected Data Fram File

[a

Cross Reference Fileto Database - most of thetime Entry 1 will crossreference with the student’sfederal ID
number. If thelD number inthefileyou areimportingisin adifferent entry position, usethat Entry #.

Select Placement of Data
Import - select the entry toimport.
System- select the system to work with (Student, Family, etc)
Table- select thetableto work with.

Pair anentry with afield. By doing so you aretelling the systemto placethispiece of informationin thisfield on
the UDF screen.

Onceall desired entriesarepaired, click EXTRACT SELECTED DATAFROM FILE.

A message appearsinfomring you that theimportiscomplete. Click OK .



General Information

[etrmport]|dllowsyoutoimportinformationfrom | LAl Sereen Builder | (@Y8) Lookup Tables [N import] G Uiies|

ather addimited or fixed widthfile. The UDF

screenmust containthefield(s) that youwishto | 5.qem: (Shudent

import.

j Table Descripﬁn: Syster

Tshla: | [Suckar Tshlal |

1) |ap

Syzte drmin

| |
AANE
Securiby
SEcurity Groups

If, when setting up you Maintenance Screen, you checked
the box next to * Secure Screen’ you will need to remember
to givethe selected users access.

When assigning accessto agroup it isimportant to note that
usersareonly ableto utiltizethe screen when assigned an
accesslevel of ‘5. Userswithanaccesslevel of 1,2,3, or 4
arenot given accessor even partial accesstothescreen;itis
ether ‘al or nothing'.

To deleteaUDFtableyou must do thefollowing:

[v Smap To Yirtual Grid

Screen Tite: Surmmer School Enrallment

v ok
xgantel|

Swsbem: |

Table: |

Ll Lo

1. Besuretherearenot studentsin the systemwith datainthe UDFfields.

2. Deletethescreenfromthe [l Screen Builder | list first.

3. Ddetethetablefrom themain UDF screen.

: R
g | [=
T,
Student hngmnt [ata Mining

Onceyou have dataentered into the UDF screensyou have created, you can then dataminetheinformation to

createreports.
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