Memo

To:
All Adult Education Instructors


From:
Penny Cox

Date:
7/01/03
Re:
Tutor Systems Conversion

Our contract with Tutor Systems has now changed.  We have gone to a per seat license rather than a bulk of seats.  We have 400 seats.  When we have a student withdraw, that seat can be used for a new student.  

To get this process rolling, it is necessary for us to delete all students, who are not currently enrolled and actively using Tutor Systems.  Brad Siegfried had completed a back up of all of our data, so we will be able to retrieve what we need for audit purposes.  You will need to go into your Tutor Systems class roll and delete these students.  This needs to be done as quickly as possible.  I am attaching a set of directions on how to delete a student.  Please complete this process by Friday, July 11.   Melynda, our lab tech in FWB, will be available to assist you with any questions.  Please call her at Iris’ extension 5534.

This per seat system should allow us better access to the system and we should be able to avoid being “locked out” of the system.  We will begin the per seat system on Monday, July 14th, so all inactive students need to be enrolled by that point.  Otherwise, no one will be able to put students on the system.

Thanks in advance for you attention to cleaning up your Tutor System class rolls.

Instructions for Deleting Students from Tutor Systems

To delete students from the foster, follow these steps:

1. Go to site 1023 in the Record Keeper
2. From the Assign Menu choose Add/Del Students
3. Select the student names to be deleted by checking the box to the left of each name to be deleted.

4. Click the Delete button on the button column to delete the selected students.

5. You can check the list of names to be sure everything looks as it should.

6. When you are sure that only the desired names have been deleted, click Save.
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