Administration guide for i-Behave
The following admin tasks should be carried out in the following order.

Importing Data

1. To import data into i-Behave you need to run iBehaveImporter.exe 

2. Type a name for the server and the name of the database (the database should be called blog) then click accept.
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3. You will need to have created csv files of all of the information required  - these can be generated from SIMS using the reports available from us or you may have manually created these in Excel or similar

4. Click on the type of file to import – i.e. Students and then select your import csv file in the top box.  Then click Import CSV file.
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5. Once you have imported all of your csv’s (one for each import type) close the iBehave data import tool.

Global Variables

You first need to open blogadmin and set the global variables for the system. You need to supply email details, a connection string to the database and importantly the global variables of what you want to call “good” and “bad” news. 
Important Note - Once you have chosen this (i.e. positive and negative, good and bad, poor and excellent) you should not alter this without being prepared to lose all historical data in the system.  
You also need to set the current academic year’s start and end date – this is where reports will bring back this years data (of which you can override to show all data).
Managing Students / Staff / Classes

1. Open the blogadmin program.
2. Click on the Edit Students tab. Here you can add / edit student details. Do not change admission number unless absoloutely necessary.  You can do the same for staff / classes by clicking on the appropriate tab.

The following shows what each control does:

First  Next  Add    Edit  Cancel
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Previous  Last   Del  Submit  Refresh

Managing / Adding Roles
1. In blogadmin you can click on Manage Roles

2. Click add role to choose what type of role, for which subject / year / form and then choose a staff member.  Click add once complete.

3. To delete a roll highlight the role in question and click the Del role button

Edit Statements
1. Click on the Edit Statements tab in blogadmin

2. Choose which type of statement you want to edit / add – this can be either a description (what the incident was), an action taken or an action required.

3. You can edit any existing statement, add a new one or delete an existing one using the navigator as shown below
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Remember to add a level to descriptions / actions taken and required as this will enforce what users can choose when completing an incident. E.g. if you add a bad news description that has a level of 3, when using the system you will only be able to choose an action taken that is listed as bad and has a level of 3.  Note also that the value of descriptions is what league tables are based upon – i.e. bad newsdescriptions should have a negative number. For example a bad news description of level 3 might have a value of -3, a level 1 bad news description might have a value of -1

Managing Classes

1. You can manage classes by clicking on Manage classes in blogadmin

2. You will see the list of classes – you can edit any class or add new ones using the navigator below.  Please note that class codes are very important in i-Behave and changing a class code can affect its links students.

Class Memberships

1. You can edit the membership of any class (or add membership to a class if not importing this data) by clicking on Class Memberships in blogadmin

2. First choose a Teacher for whom you want to view a class and then choose a class name from the drop down list.
3. You will then see all of the pupils in the left hand pane that are allocated to that class.

4. You can move students in and out of the class using the arrow buttons in the center of the screen.

Year end procedures

1. To promote an academic year out of the school – i.e. set your highest year group as leavers click on the tab called Year end in blogadmin.

2. Choose the year group for which you want to mark as off roll and then click off roll. This will remove these students from the general view in blogadmin.
