CHAPTER 1

There have been many changes and improvements&iovel.5 of Silhouette 4 but the four
major changes are:
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When backups are enabled in Utilities, every tiroe gxit a class folder or a student file on the
Student Reports screen, the class folder is cop@dpressed and stored in the S4BAK folder in
your Silhouette 4 folder. (Note: Backups will NO& breated is you are working on a floppy disk
- the delay would be too much because of long Mirites to floppy disks.) You manage the
backup files through the Folders Utilities buttantbe Student Reports screen, where you can
restore any of the last 15 backups to the StudepbRs screen - without affecting the current
version of your class folder. Turn Automatic backum and off in Utilities. Manage class folder
backups in Classes Utilities.

-%
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Until Version 4.5 of Silhouette 4, ClassList Printeas required as an intermediate step in order to
get classlist files to create your class foldeBimouette 4. Version 4.5 of Silhouette 4 will now
read the Turbo.dat file that ClassList Printer usecreate the classlist files. You will have asces
to ALL your school's divisions and, if needed, vl able to create classes made up of a collection
of students from across the gradése Appendix O: Setting up the Schoolwide data fifleu are

still able to create your class folders using thevipus method, using classlist files produced by
ClassListPrinter. The choice is yours.

' %%

Silhouette 4 Version 4.5 will work on Windows Vistamputers. The UAC (User Account
Control) will appear each time to start up Silheeit (just click on Allow) but, other than that,
everything works the same as you would expect\&@hArmlows 2000 or Windows XP computer.
SeeAppendix P: Windows Vista suppofbr further information.
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On-line Updates are now available from the froméen on Silhouette 4.

Licensed for use by the Vancouver School Board

Check far On-Line Update |
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I Silhouette
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Version 4.5.0

Comment Bases

Student Reports

Overviews ‘
Utilities |
About |
Quit |
Prezs the F1 key for on-line help.
Licensed for use by Delta School District Check for Help file updates in Utliities.
with Delta Custom Report Format copyright Dust Software, Inc.
Check for On-Line Update
/ O 1 n
' is a tool that allows teachers to easily creatdesit report cards. are stored
in % which form . Multiple comment bases are possible?s  are
created by selecting appropriate comments for saatent. All comments are fully editable, and
space is provided for paragraphs as well as bdlleienments. Th#% 2 2 helps teachers
write term overviews which can easily be integradted the term report. is
recommended for use with a laser or inkjet priated will install on a network. Se#% " 3 4 for
special networking information.
5 n 1 I_ 1 6

Windows version: Silhouette 4 requires a minimumtRen 11l 256 MB RAM, and Windows
Vista, XP, 2000.
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) This is where you set your printer fonts and magselect a floppy drive for imports and
exports, set the network drive (Windows only), aetithe Silhouette 4 password.

2 2 ) Thisis where you write an overview for the term&rk. Overviews are written
separately for each topic area and can be incladexhrt of your report if you wish.

#) This is where you create, delete, edit or prodrycomment bases. Multiple
comment bases are permitted, so that each teamhdrawe a separate comment base if they are
sharing a computer, or an individual teacher magpk®ore than one comment base for different
grades or abilities. Comment bases can also bertagbor exported to floppy disks.

The comments in a comment base become the basgiftent reports, but it is important to
remember that in the student report any commenbednrther edited for use with a particular
student.

1% ) This is where you create, rename, and delete fdés=rs and student files as
well as edit, view, and print student reports. &tlinformation such as name, teacher, grade and
division are also set here, for inclusion on Siktbe1 4 custom reports.

& %lPressing the Escape key will always activate thieeat Exit, Cancel, or Done button.

Silhouette has two levels of password protectiogeAeral password can be set to control entry to
all parts of Silhouette 4. This password must benge Utilities section of Silhouette 4. Oncée, se
all users must enter the password before entenm@verview, Comment Base, Student Reports,
or Utilities Section. This password can be charfgeh within the Utilities Section.

A second level of password protection can be set fivithin each class in the Student Report
Section. Once set, this class password preventarsathorized users from editing or viewing an
individual set of class reports. The class passugsét from within the Student Reports Section
for each class.

Note: These passwords prevent unauthorized erdarthel Silhouette 4 program. However, it is
still possible for a user to view the student réfites using a word processor, the Explorer, or
other file management program.
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Silhouette 4 can export comment base, studentte@ord overview files to a floppy disk. This is
useful for both backing up data and transferrifesfbetween computers. You may, however,
prefer to save all your data to a floppy disk withbaving to export files at a later time. To dizth
select the a:\Silhouette4 path using the drop-disstibox in the top left of either the Comment
Base, Student Report, or Overview screen.

Once this path is selected, certain import/expptibns become redundant and will not be
available for use. The a:\Silhouette4 path will a&min effect until the c:\ path is selected, the
a:\Silhouette4 path is cancelled (i.e. the disiemoved and a Disk Not Available message is
cancelled), or the next time Silhouette 4 is run.

Silhouette 4 can read any data files from any wveref Silhouette 4 (Windows or MacOS) as long
as they are on a disk that can be read. For mess,ubis means a PC/Dos formatted disk.

Silhouette 4 can read comment base files from 8détte3 and Sil folders.
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Edit Report Printer Settings

Change Silhouette Password
Alternate Repaort Print Method

v wuse alternate report print method 7

Spell Checker - AutaCorrect

[ AutoCorrect OM
Printer Line Width Corrector
[ Enable Printer Ling Width Corrector
Special Metwork Folder
Metwork Shared Folder; x)\Silhousttes
[v Add thiz folder to dropdownz

Email method
f+ Winsock i~ First Class

Silhouette help stule
(* HTMLHelp " wWinHelp

Backup Folder Settings
v create backupz of clazs folders

Check an Duet Zoftware Website for
Help file updates

Exit

4" 1% 0

These settings are only used for reports that doasethe custom format. Custom format reports
use their own settings as required by the schablicl. See%% "3*) 4" 1%
" 0 for further information about Report Printer Sajs.



Use this option to create or change a Silhouegienkral password. To remove a password, click
on Accept with no password entered.

Note: Silhouette 4 passwords are case-sensithat.i$, upper case letters are different than lower
case letters. ('CAT' is not 'cat’). Only alphaedmcharacters may be used in a Silhouette 4
password.

1% ’ * n

With Windows 2000 and Windows XP, there have arj{@culiar problems with some printers
and printer configurations. Quirks in the printeivdrs may be the problem. For example,
Windows 2000 and Windows XP printing to some Lexkraard Samsung printers created
unexpected results with bolding topic headings@mments. These problems were overcome
with a revised method of sending information tophiater. However, this revised method became
a problem with some Windows 98 printer driversr &mample, printing to a shared HP 2100
printer over a peer-to-per network has resultaégiimom empty lines. Recommendation: If your
student reports printing results contain unusualrsy try checking Use Alternate Report Print
Method. Then print the student report again.

"%
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When editing comments in the Comment Base or irsthdent Reports as well as in many of the
edit windows in Silhouette you may choose to héneespell checker autocorrect mode on or off.

With AutoCorrect ON, the spellchecker will undediwords not in its dictionaries, and may
suggest alternate spelling. Some find this vegfulsbut some find it an annoyance, preferring to
do a spelicheck after they have finished typing.

On some printers, the grid lines are printed vamtf If this is the case with your printer, check
Enable Printer Line Width Corrector. Note thahis is checked, then when previewing your
reports, the grid line will appear and disappearaaszoom in and out of the document. However,
the print-out will contain much better-looking gtides.
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0" "% ) This is the only network setting that is accegsthrough
Silhouette4 Utilities. When checked, the Netwohafd Folder location will appear on the path
dropdowns on, for example, the main Comment Basedaow and the Student Reports window.
While most teachers may not use this feature, @eteg who is printing reports, or an
administrator who is reviewing reports may findety useful.

Use the default Winsock method unless you aregusirst Class software to manage your email.

1 5%'_

Only HTMLHelp files are supplied with the Silhowsttinstallations, and HTMLHelp files are
supported by the Help Updates feature.
The WinHelp format is available for nework insttitbs where HTMLHelp is disabled.

#$%!" " O

If you do not want Silhouette4 to automaticallyateebackups of your class folders, uncheck this
box.

$( + 5 %.%"

If the computer you are using has an internet cciiorg you can check for help file updates from
within Silhouette 4 using the Check on Duet Sofewafebsite for Help file updates.
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Silhouette 4's Overview Section is designed toesemo purposes. Initially, it allows teachers to
write and print an overview for the term's work pigally, this will be done early in the term and
will include references to the criteria which Wikt used as part of the evaluation process. At tepor
time, these overviews can easily be incorporatgrhetof the Silhouette 4 student report, or pdnte
as a separate document.

Silhouette 4 overviews are created by writing safgatopic overviews and saving them as
individual files. Any or all of these separate topierviews may then be included in the report
overview.

i | Silhouette - Overviews E]@
Overviews
Path to Overview Folders: Select Path Div 2 Jones 0506 T2

|c:'\F’r0gram Files\silhouetted\Overview j 0 R ‘
Verview Heading

Overview Folders : :
Overview Topics

Div 2 Jones 0506 T2

* Language Arts
* WMathematics
* Science

Create a New Topic |

-

Create New Overview Folder ‘ :

Report Overview
Export an Overview Folder ’m
Rename Folder Delete Folder |
EI’ Import an Overview Folder ‘

Hide/Show Overview Folders ‘ Exit ‘

22 1"

Enter the name of the new overview folder intowlidte box. Any existing folders are displayed in
the list, but are not accessible at this pointelfessary, a slider will appear in the list boaltow
you to scroll down to view the rest of the list.

After entering the new name, click on Create Owemi-older, or select Cancel if you wish to
cancel this operation.
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Use this option to import one or more overview &klfrom a floppy disk, or Using the Select
Source button, from another location.Silhouetté eifplay a list of folders available for importing
Click on the name of the folder(s) you wish to impthen clickon% 22 (" <=

If an overview folder with the same name as theyanechoose to export already exists on your
hard drive, Silhouette 4 will notify you and presemo options:

Enter a new overview folder name, then cliek, or 2 the existing overview folder.

43%
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Use this option to export an overview folder tdl@ppy disk, or, using the Select Destination
button, to another location. Silhouette will digpkalist of folders available for exporting. Click
the name of the folder you wish to export, theokcbn43% 2 2 folder:

Note: If an overview folder with the same namer@sdne you choose to export already exists on the
floppy disk you will be warned. You can and overwrite the file, or

5" ?I

22 1"

Use this option when you find that you have accatad many overview folders which you want to
keep, but do not wish to view them at this times S&% " 3 # for details on hiding or showing
files.

Note: To temporarily view all folders, includingyahidden ones, selectthe5™ 2 2
P check box.

2 2

5"0

Use this option to create or edit the headingHi dverview. Heading font sizes can be set from
within the Report Overview part of Silhouette 4hBuette 4 will permit two font sizes within the
heading, so that the top line can be set larger @ body of the heading. Use th& '% 0
button to access Silhouette 4's spellchecker.

Click > to save your heading, or select  to exit without saving.
) Itis not necessary to create an overview headfiygur overviews will be included in the

body of the student reports, the overview headitignat be accessed. This heading will be used
only if the overviews are printed using Report Qiew.
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Silhouette 4 is designed to allow for the inclustdriopic overviews in the student report. To
accomplish this, each subject overview must bedsagparately.

To begin a new overview topic, click on & % ¢ and click on> . To edit an existing
overview topic, just click on its name.

Type the topic overview into the large box. Cliek to save your overview, or select to
cancel any changes made.

Usethe $'% 0 button to access Silhouette 4's spellchecker.
The8 & &% andl & &% buttons affect this topic only.

Use the/ ! button to load files from elsewhere on your haigedor floppy drive. There
are two types of files that may be loaded into tbfsc:

22 ( <@ 2= are created by Silhouette 4. The window that yiew\after clicking on Get
Other Files allows you to select from all the Silktie 4 overview files on your hard drive and

floppy drive.
&3 ( <@ 3are files that are typically created with a tedit@ (e.g. Notepad) but may also be
created and saved with any word processor. Cligk on ! andthenon &3 1! ; "

You will then be working with a standard Windowie frequester.

i\ Silhouette Report Overview
Report Overview Ovenview Folder: Div 2 Jones 0506 T2

Get Overview | Save Over\.riew|

v Include Overview Heading

Captain Vancouver I

[¥ Add blank line between Topic Overviews _‘ " J Division 2 Mr. K.
Add Topic Overview: LY Term 2 2
+ Language Arts
+ Mathematics Language Arts
In Language Arts this term, we studied three novels, a

paragraph construction.

Mathematics
In Math this term. the stdents were introduced to cot

Science

¥ Include Graphic Edit Graphic Settings In Science, the smde_nts parti-_:ipacf-d ina tponth—long;
and 4 at the Planstarium. This unit was directed by at

Print Report Overview

Print Current Page

o~
w

Printer Settings | Clear All |
Exit |

Page 1/ 1 <|>| 7
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The report overview is created by selecting the@mpate topic overview paragraphs in the order
they should appear.

Select Include Overview Heading if you wish to htweheading information displayed at the top of
the overview.

Add blank line between Topic Overviews: This optamds a blank line between each of the topic
overview sections. By default it is selected. Clickhe check box to turn this option off and save
space on your overview page.

Add Topic Overview: Click the topic overview tiflén this box to include them as part of the report
overview. The topic overviews will appear in thénppreview window to the right in the order in
which you selected them. Click on the + or - butimadjust the zoom level of the preview.

Click on Save Overview to save this report overyiemon Get Overview to load a previously saved
overview.

Click on Print Report Overview or Print Current Bdg print the overview.

Click on Printer Settings to set the font or sikéhe heading and overview text, as well as theepap
size and margins. Note: Only the font name arel\wil be used by Silhouette 4. Style settings (i.e
bold, italic) will be ignored.

The right side of the Report Overview screen digpk print preview of the overview as it is
created. Click on < or > to turn the page amt + to adjust the magnification of the preview.

& %YWhen the print preview is magnified so that thegpisgbigger than the window, use the scroll
bars to scroll the display or drag the page ardbhedlisplay area by clicking and holding the mouse.
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£ Silhouette - Comment Bases

Comment Bases

Location of Comment Base Folders: Edit a Comment Base

\\Program Files\silhouette4\Commerjig izl (=513

Comment Base Utilities

Sample Grade 2
Sample Grade 7
‘ Sample Grade K

Create a New Comment Base

Delete a Comment Base ‘

Rename a Comment Base ‘

Clone a Comment Base

Hide/Show Comment Base Folders

Get Emailed Comment Base ‘

Import/Export Comment Bases

Export a Comment Base | ’EI
[~ Show hidden Comment Base folders
;" Import a Comment Base ‘ Exil

Click on Create a New Comment Base. Then entendhge of the new comment base into the
white box. Any existing bases are displayed inligtebut are not accessible at this point. If
necessary, a slider will appear in the list boaltow you to scroll down to view the rest of thetli

After entering the new name, click on Create NeweBar select Cancel if you wish to cancel this
operation.

8 #

Click on the name of the base you wish to delefeerAelecting a base, click on Confirm to
Delete, or select Exit if you wish to cancel thpeoation.



1 #
Click on the name of the base you wish to renanfier Aelecting a base, click on Confirm to
Rename, or select EXxit if you wish to cancel thpsration.
Note: If you rename a comment base, all studemirtepising that comment base will be unusable.
However, if you rename the comment base back triggnal name, the student reports will once
again be usable.

#

Click on the name of the comment base you wishaioec The name will be printed into the edit
box below the list. Alter this to make it the naafghe new cloned comment base. Notice that the
Clone ... to ... button becomes active and shbesiame of the original and the cloned comment
bases. Click on this button.

5 n ?I # | 1
Use this option when you find that you have accated many comment base folders which you
want to keep, but do not wish to view them at timee. See%% "3 #) ' &%  for
details on hiding or showing files.

[ 4 " #

Using the email function within Silhouette 4 shopldvide a fast and safe way of transferring
student reports to teaching partners, to the scteketary and administration, and even to
yourself as you work at home and at school.

From within Silhouette 4, you may email class fofdend comment bases to colleagues. These
emails contain attached files that are to be savélde computer desktop from within your usual
email software. Then used4 " # to locate and add the comment base to your
comment base folder. If a comment base by the seame already exists, you will be given the
option of overwriting the existing Comment Basepmviding a different name for the Comment
Base to be saved as.
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Note: To temporarily view all folders, includingyahidden ones, select the Show hidden
Comment Base folders check box.

" . 0! %%-8 $B For years, the floppy disk has been the leastresipe and most efficient
vehicle for transferring data. Unfortunately, flgpgisks are also very susceptible to damage in
transit. However, we now have other options inaigdietworking, emailing and portable USB
drives. Silhouette 4 will permit exporting and innfdleg comment bases to and from locations
other than the floppy disk. The ' and" 8 buttons will allow you to
specify the location for your import or export iy do not use a floppy disk.

Note that from within each comment base theregsjtion to4 # , another
way to export your data.

43%

1t

Use this feature to copy an entire comment basdltippy disk, or, using the 8

option, any Silhouette4 folder within reach of yesomputer. This will enable you to transfer your
comment bases between computers. Note that thetegdmmmment base can be imported into
either a Windows or MacOS version of Silhouettendad®C formatted disk or USB drive.

Select the name of the base you wish to expom, ¢hiek on Export Comment Base, or select Exit
to cancel this operation.

) If a comment base with the same name as the onehgmse to export already exists in the
destination folder, you will be warned. You can and overwrite the file, or the
export.

Expont a Comment Base

Select Other Destination

Network Shared Folder: Set export path to
wASilhouetted

Selecta Comment Base to export.

This expont may be imported by the
kacOs and Windows wversions of
Silhouette.




$' ") If your computer is on a network that has beempéb provide a Network
Shared Folder, the Network Shared Folder buttdireypear on the Export Comment Base and
Import Comment windows. You could access the $pé&&etwork Folder by using the Select
Other Destination option, but clicking on this lomtis a fast and convenient way to get to a folder
that is shared with all other teachers on the netwo

Import Comment Base(s)

Select Other Source Comment Bases: NASilhouete AComments

Import Comment Bazeis)
from c:\Program
Filez\Silhoustte3 folder

Network Shared Folder: Set
import path to x\Silhoustts4

Selectthe Comment
Base(s) to import.

= Import: Grade 5 and 6 Div 6

Exit

#

Import one or more comment bases from a floppyusing the Select Other Source option, any
Silhouette4, Silhouette3, or Sil folder within reaaf your computer. Silhouette 4 will display a
list of comment bases that are accessible. Sahecor more comment bases, then click@n

or selecd3 to cancel this operation.

If a comment base with the same name as the onehgmse to import already exists on your hard
drive, Silhouette 4 will notify you and present teptions:

Enter a new comment base name, then chickor 2 the existing comment base. Make the
appropriate selection to begin the import process.

) Editing a comment base after some reports have ¢reated using that comment base may
result in a conflict between the original versionieh the student file expects to use and the edited
version you have created. Such a conflict wilfdggorted to you when you select the student file.
Silhouette 4 uses version numbers (displayed aogheght of the screen) to check for such
conflicts.
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Silhouette 4 will automatically look for a Silhotes3 folder in the Program Files folder on your C
drive (this is the default installation path folteiuette3). If you want to copy comment bases into
Silhouette 4, just check of what you want copiedrand click on Import.



#

Note: Editing a comment base after some reporte baen created using that comment base may
result in a conflict between the original versionigh the student file expects to use and the edited
version you have created. Such a conflict wiltdygorted to you when you select the student file.
Silhouette 4 uses version numbers (displayed abiheght of the screen) to check for such
conflicts.

Select the comment base you wish to edit or pSiiitouette 4 will now display the topic areas
which make up the comment base.

I Silhouette - Edit Comment Base

Edit Comment Base: Sample Grade 2

Choose topic/subject to edit: Mumber of topics: 7
Yersion Mumber: 54

VWork Habits, Effort and Behaviour
Language Ars

Mathematics

Science

Art

Goals and Support Plan

Ways to Support [name]'s Learning at Home

Comment Base location: e:YProgram Fileshsilhouetted\CommentshSample Grade 2

Create a New Topic ‘ Email this Comment Base folder |
Set Order of Topics ‘ Import a Topic ‘
Exit ‘
& %
Click & % , then enter its name. The new area will be add¢idet bottom of the list

of topic areas

(& %

Use this option to rearrange the order in whichttipécs appear and will be printed on the report.
Select the topics from the window on the left siiéhe screen in the order you wish to see them.
They will be copied into the right window in ordes you select them.
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i Comment Base: Edit Topics Sequence g@
Edit Topics Sequence: Sample Grade 2
Current Topics Sequence Revised Topics Sequence
Goals and Support Plan Work Habits, Effort and Behaviour

Science Language Arts
Art Mathematics
Ways to Support [name]'s Learning at He

Instructions: Click on the next
topic you wish to be presented
on a student's report. ‘

Cancel ‘

Use this option to get all or part of a single togiea from another comment base into the currently
selected one. It may be from another comment bagewr own computer, or one that is part of a
different comment base which may have been exportéala floppy disk or USB drive from
another computer.

To import a Topic Area from another comment base this comment base:

1 Choose the comment base you wish to import fBimouette 4 will display the available
comment bases on the selected drive in the leflovin If necessary, use the,
dropdown or ' option to locate the comment base.

2 Choose the Topic Area you wish to import into ttisiment baseilhouette 4 will display
the available Topic Areas in the right window.

3  Check to see that the imported topic has a uniguee In the bottom window, Silhouette 4
will display the selected topic as well as all thgic names in the current comment base.
If the new topic has a name that matches one iouhent comment base, Silhouette 4
will display a reminder (in red) that you must erdenew topic name.

4  Click on Continue. Then check the comments thatwsiuto be included. When done, click
on the bottom button confirming that you wishnport this topic.



) The new topic area (and the selected commenlid)evadded to the end of the list of topics
in the current comment base. You may wish to'usé (& % (see above) to re-order the

list of topics.

‘omment Base: Import Topic into c\Program Files\silhouette4\Comments\Sample Grade 2
To import a Topic from another Comment Base:

1. Choose the Topicyou wish to import into Sample Grade 2
From: Grade 5 and 6 Div6 = |

Topics:

From path: |c:\Pngram Files\silhouetteél‘-,Commerj

Comment Bases:

Physical Education A

Music
(Goals and School Support
Ways To Support Learning

Grad ind 6 Div &
Sample Grade 7
Sample Grade K

54l

At Home

2. Check that the imported Topic will hawve & unique name in this Comment Base

To: Sam ple Grade 2 |Ways To Support Learming At Home

Topics: c\Program
‘Work Habits, Effort and Behaviour
Language Ars
hathematics

| (Bl

Continue Exit

"k
‘omment Base: Import Topic into c\Program Files\silhouetted \Comments\Sample Grade 2 =

To import a Topic from another Comment Base:

4. Selectthe comments to ke included in this import.

v - Continue proofreading and editing of written work for ideas of flow, spelling, and grammar
M- To continue the stimmlating home support which you provide
- Visits to citv sites in order to expand his her vocabulary base
v+ Check agenda dailv for homework
v - Encourage a varietv of reading materials
- Encourage [name] to read aloud and listen to himher dailv for twentv minutes
v - Use as much English as possible
- Review list words for spelling post-tests
v|- Continue to help with time management La
v - Involvement in a varietv of athletic/community activities would be beneficial to [name]'s well beit

N
Clear Checks Check All 7 comments selected
Irmport new topic: YWays To Support Learning At Home Exit
Seealsd% "3 )" 0.%' 4 . From within Silhouette 4, you may email class

folders and comment bases to colleagues. Thesédsarpatain attached files that are to be saved
to the computer desktop from within your usual érsaiftware.
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When you click o # " , the comment base is automatically
compressed into one file and readied to be sea @&mnail attachment. Select or type in a
destination email address, perhaps add a persotetathe instructions box ahd 4

The person who receives the email will save ibh&rtdesktop. Then they will uge4 "
# to locate and add the comment base to their cornbase folder.

Silhouetted - Email Comment Base £

Contacts
Server

SMTP server |smip telus et

e.q. smtp.telus.net or stargatevsb bo.ca

Sender's Name |Joe Teacher

Sender's Email Address [jneteacher@telus.net
To |kemeacher@caldhﬂail.c-jm j

Subject |Sihoustted Comment Base: Sample Grade 2

Attachment; |

Ready

Frarm: Joe Teacher

Attached to thiz meszage iz the Silhouetted Comment B aze,

To place this comment base into your Silhouetted Comments folder:
1. Sawve the attachment to pour Desktop, and wn Silhouetted.

2. On the Comment Bazes screen, select Get Emailed Comment Baze

Send Email E xit
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To edit a topic area, click on its name. Silhoudtteill display the comments in a highlighted text
box. If there are more comments than will fit, yaan use the slider ot the arrow keys to scroll up
and down the list of comments.

Editing may only be done in the editbox under tke |

You will mostly be working in two areas of the Ed@ibpic Window, the comments listbox and the
comment editbox. Notice that the active elemehigblighted, standing our from the other
elements in the window. Switch (or toggle) betwtesse areas using the Tab key or the F4 and F9
keys. Notice, too, that the F5, F7 and F8 keys hawve special functions.

;7 " &% & ) Bydefault,the " &% & on report printouts checkbox is selected. If
you remove this check, then Silhouette will nohpthe topic title on the student report, even if
comments are checked for inclusion on the report.
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+ 3¢ : When the listbox is highlighted, you may:

1 use the left mouse button to select a commentcthement will appear in the editbox below.

2 use the right mouse button to select a commentc®ihement will appear in the editbox below
and the focus will switch to the editbox so that ywe ready to edit that comment.

use the mouse scrollwheel to scroll up and dowrishe

use the left mouse button on the slider to sckhnd down the list

use the up and down arrow keys on the keyboardrtdl sip and down the list
pressing will delete the current comment

pressind will insert a new comment at the bottom of the lis

pressindA will insert a new comment line above the curremhoeent

© 00 N o 0o b~ W

pressthé 19 & keys to switch focus to the editbox

4" 3( : When the Editbox is highlighted, you may:

1 edit the comment. Notice that comment text in thilnbx changes as you change the editbox
text.

2 use the left, right, up and down keys on the kegtht@ navigate in the editbox

3 pressA  to move to the next comment in the listbox andsaly to edit it

4 press ( 4 to move to the previous comment in the listbox bedeady to edit it
5 pressing will delete the current comment

6 pressing will insert a new comment at the bottom of thé lis

7 pressindA will insert a new comment line above the curremhoent

8 pressthe 19 & keys to switch focus to the editbox



# "2, 0% - ) Silhouette 4 presumes that you will most oftenhvies

enter bulleted comments. Commenting in this stele$ito keep your comments concise and
focussed. A disadvantage to bulleted commentsgtids that there is often a lot of unused space
on a report. You may wish sometimes to deletébthilets and write in full sentences instead. In
this case, be aware that in the student reportoeeaf Silhouette 4, you can mark checked
comments to be appended to the end of a previchslgked comment. This would look silly with
bulleted comments, but works well with sentence roamts, resulting in a paragraph-style look.
See%% "3N# "2, 0% - for suggestions and examples.

"%

&3 ;

Clickon'% &3 ; for a list of commands that can be included im@mment. Click on
the appropriate command to insert it into the aitrecemment.

These commands will be interpreted appropriatelgamh student's report. They can be added to a
comment by clicking on the Special buttons (shoetow), or by typing them in as shown below:

D E:Ineach student report, Silhouette 4 will indkd student's common name wherever this
appears.

/" 2 % . In each student report, Silhouette will selbet &ppropriate form of
these pronouns:
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he/she his/her
His/Her He/She
him/her boy/girl
himself/herself

D B)Yhen printing, Silhouette 4 will italicize this Bn(must be positioned at the beginning of a
line)

D EyVhen printing, Silhouette 4 will boldface this lifraust be positioned at the beginning of a
line)

D EYhen printing, Silhouette 4 will boldface andiit&ée this line (must be positioned at the
beginning of a line)

) Silhouette 4 will insert a bullet character argpace ( To manually type a bullet, check that
theNum Lockis on. Then hold the $- " -% A on the number pad.)

To close the Special Text Inserts window, clicklog'% & 3 ; check box.

)

1. Notice that if your cursor is in the text of thel@omment of the topic, you can prdss to
create a new bulleted comment below.

2. Comments can be as long as you wish. The commenwiticscroll right as you type longer
comments.

3. The gender pronoun his/hers is not automaticallgeseed for gender.

4. Silhouette 4 always prints selected comments irotter that they appear in the comment list.
Therefore, you may wish to pay attention to theeoid which they are entered.

5. There is an additional special commabB8EThis command should be used as the first
comment in a topic. Its function is to force aitaitle to appear if there are no selected
comments in that topic. TH23Bommand does not appear in the special commanmtowi
and must be typed in. S&&% " 3 #.

6. When editing comments, you can use the mouse toidiy words and cut and paste using
for cut and for paste.

7. See%% " 3 8 for useful keyboard shortcuts

&%)

1. ltis a good idea to include a few blank commentthat extra comments can be added for
individual students as the reports are written.

2. Blank comment lines can be used to provide blamslibefore or after sections of comments.
They must be selected in the student report inrdadappear.



3. A comment base topic could contain a sub-headimg §&rengths:). In this case, delete the
bullet so that the sub-heading will be left-justtfi If you intend to use a comment as a
sub-heading, leave a blank comment directly abiovédnen, by checking the blank line you can
skip a space before the sub-heading.

An alternate method to using the F8 key to deleternents, check 8 *" , then check
the comments you wish to delete. When done, clicihe8 & button at the
top of the window. Notice that whén 8  *" is on, the listbox automatically expands,

covering the edit box, to show a greater numbe&oafiments at once.

x xD x")*x2 0?1 " 0

To move a block of comments, or re-order them:

Clickon* *2 *" . Follow the red on-screen instructions.

2 Select up to 25 comments you wish to move, in tderoyou want them to appear. Silhouette 4
will remember the order in which you click them.

3 Click on' 8

Silhouette will display each of the selected comisiein the order they were clicked, and ask
which comment number it should be inserted befGhek the comment number and the
moved comment will appear there immediately.

5 If all the comments are to be moved as a blocld ti@ SHIFT key while clicking the comment
number referred to in step 4 above. Silhouettéllalven move all the selected comments, in
the order they were selected, to the new location.

. Silhouette 4 always prints selected commentisarorder that they appear in the comment
list. Therefore, you may wish to pay attentionte vrder in which they are entered, and use
the Multi Move mode to ensure that they will printt in a logical order.



% % 1) #

OF Clicking on43 '2 0 or pressing thé $ - will exit the topic, discarding any
changes since the last save.

1. Clickon'2 0 '2 0G 43 to save your topic area comments. Your
edited comments for this topic area will be saved.

2. If you enter Multi Move mode, then decide to caribel operation, Silhouette 4 will exit right
out of the topic area. It is always wise to use'the 0 button to save your topic area
before attempting to use Multi Move Mode.

$% O

Use this option to access the Silhouette 4 spallareand check the spelling of all the comments
in this topic area. Se&% "3 )& % $ "& for further information.

The Silhouette thesaurus is available in the ContiBase only. To use the Silhouette thesaurus:

1 first highlight a word in the comment base. You darthis by
double-clicking a word or by dragging to highlighe word or partial
word.

2 click on the& button. If the selected word is in the thesauups,
to ten related words will be shown. To replacestiected word, click on a
word from the list and then click on Replace, @tjdouble-click on the
word from the list.




# &% .

1 & %
Enter the new name for this topic. Note: Youmaliskon'2 0 G 43 after you
rename a topic.

8 & %

This option will permanently and completely delite topic area. Click oH  to confirm.

& %

Silhouette 4 will show current printer settings gagher size. These can be changed by clicking on
o or selecting a different paper size.) Only the font name and size will be used by
Silhouette 4. Style settings (i.e. bold, italic)lveie ignored.

Clickon'2 & ' 0 8¢ if you wish to use them again.
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Click on, to print all comments in the current topic arelaey will be printed out in the order
in which they appear. Make sure your printer isnemed and on-line.

Click on43 to return to the comment editor.

The right side of the Print Comment Base scregpiaiys a print preview of the overview as it is
created. Click o or J to turn the page ariflor to adjust the magnification of the preview.

&% ;" #

Use this option to create a copy of this topic anathin this comment base. This is helpful if you
wish to have a new topic area for second term wbdigtiains many of the first term comments.

Enter the name for the cloned topic area, thekch or

) If you wish the copy of this topic to be creatadidifferent comment base, you must enter
that comment base and use fi¢ & % option.

%% " ( &3

Use this option to import comments that have beewipusly typed and saved on a word
processor. The comments must be saved as a tkfilet before this feature will work. The
following steps outline the process:

1 With your word processor, save the old commengsad a text (.txt) file.
Save it on a floppy disk if you use Silhouette 4aatifferent computer.

2 Run Silhouette. Select the comment base and top&you wish to add
the comments to.

Clickon& % . , then %% " ( &3!

Clickon/ &3 ! and open the text file from step 1 above.
Check the comments you wish to import.

Click on "™ # to add a bullet before each comment.

Click on Append Checked Comments to the Topic Apesdd the selected
comments to the end of the current topic area.

N o o~ W

8 Save the topic area.
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Use this option to import comments from topics thes comment bases. The following steps
outline the process:

In Silhouette, select the comment base and top& you wish to add the comments to.
Click on Topic Utilities, then Append Comments frémother Comment Base

Locate the Comment Base and Topic from which yahwo import comments. Then click on
Continue.

Check the comments you wish to import.

Click on Append These Commemtsadd the selected comments to the end of themuiwpic
area.

6 Save the topic.



CHAPTER 6

% 12)'" 1%

The Student Reports screen contains many optiensnast often the teacher will use it to access
the individual student report files in the largenddw on the right side of the screen.

Note: By default, Silhouette 4 will read studeffedifrom the Silhouette4 directory on your hard
drive. However you may wish to read files fromappy disk. To do so, select
a:\Silhouette4\Classes from the ‘path to’ drop demanu. To read from other locations, click on
Y, to locate any Silhouette4 folder within reach ofiycomputer.

) Each term, a new class must be created (or cloieahany schools, the class folder may be
shared with colleagues, secretarial staff, and adinator. It is a good idea to carefully consider
the name you give to the class folder Up to 30attars may be used, for example, the name, “Div
12 Term 2 0607 Jones” indicates the Division numtegm, school year and teacher’s surname



1. Click on P . There will be four options but unless there &choolwide data file
present in your Silhouette4 folder, only the top tmill be enabled. The Schoolwide data file is the
same Turbo.dat or Master.dat file that ClassLisitBr has used to create classlist files. Now this
file containing information about every studenttie school may be used by Silhouette 4 enabling
you to bypass the ClassList Printer stage. Howelasslist files created by ClassList Printer may
still be used as in previous versions of Silhouette

If there is no Schoolwide data file present, yon ipaport one into your Silhouette 4 folder via
Classes Utilities
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2. Select one of the four new class options arkan, ")

% - (" : use this if you are going to enter student naimgisidually or wish
to make a template, then create student files trmmemplate.

(" 0 ( : use this if you have already got a class listi{pps
from a Turbo-School export). If you select thigiop, you will be asked to locate the class ik fi
before continuing. Silhouette will list all the d&nts in the selected class list so that you can
choose which students to include in the new cléByg.default, all students’ names will be
checked, so you will have to un-check the studgmtisdo not want to include.) The resulting new
class will have all student files already created.

If the classlist file is not in your default CLifstlder, you can use ' to locate
another Silhouette4 or even Sil or Silhouette3dolahere that classlist might be located. You can
even click on the ( - % button and search out the file yourself (This
may be useful for Delta teachers who will be ablfetch a classlist file with FirstClass and sdve i
to their desktop.)

0 " (G (" (( 02



0 "t (G (" ( "2

With this option, you are able to select from bB# students in the school to create your class
folder. This may be very handy for Resource teeche

3. Enter the new class name (max. 30 chars).ufaye creating the new class from a class list file
you will have to choose a comment base for eaatestu You can either select one comment base
for the whole class, or elect to choose a commas ior each student individually.



% 7 % 12)'" 1% 9

4. Click > (or Proceed) to continue or Exit to cancel thisragion.

43%

Silhouette 4 will permit exporting to a locatiorhet than the floppy disk. THe 8
button will allow you to specify the location fooyr export if you do not use a floppy disk.

Use this option to copy a class folder onto a flogjsk or other location.

1. (Optional) Insert a formatted disk in the flogfrwe and click o3% P . Ifthereis

a floppy disk already inserted into the floppy @riGilhouette 4 will immediately go to that drive.
Otherwise, you must use the 8 button to locate the Silhouette4 folder to whickuy
want to export.

2. Follow the on-screen instructions to selectlhgs and export the files. Silhouette 4 will expor
the student reports and, optionally, all commeiselsavhich are linked to them. (Note for class
folders created that do not use the School DisBicgstom Format. You will be notified if the
settings on your computer indicate that printodithis class should include a graphic. However,
you will have to transfer that graphic file usingporer or other file utility.)

"% $1'") If your computer is on a network that has beerupdb provide a Special
Network Folder, the Special Network Folder buttah appear on the Export Class and Import
Class windows. You could access the Special N&tWwolder by using the Select Other
Destination option, but clicking on this buttoraigast and convenient way to get to a folder that i
shared with all other teachers on the network.



Silhouette 4 will permit importing classes fromloaation other than the floppy disk. The
‘ e button will allow you to specify the source fauy import if you do not use a floppy disk.

Use this option to copy a class folder onto thellugive. As an alternative you may wish to simply
read the files from your floppy disk without copgithem. (see Student Reports, above)

1. Click on; % P . If there is a floppy disk already inserted irtte floppy drive,
Silhouette 4 will immediately go to that drive. @ttvise, you must use the Select Source button to
locate the Silhouette4 folder from which you wanirhport.
2. Follow the on-screen instructions to selectdlass and import the files.
3. Click on; % , or Exit to escape without exporting.

) Any Silhouette 4 comment bases that exist in #éhecsed folder will also be displayed on

this screen. To import these comment bases, you gou® the Comment Base section of
Silhouette 4 and select théo # button.

/

4

Using the email function within Silhouette 4 shopldvide a fast and safe way of transferring
student reports to teaching partners, to the sctewketary and administration, and even to
yourself as you work at home and at school.

From within Silhouette 4, you may email class fotdand comment bases to colleagues. These
emails contain attached files that are to be savélde computer desktop from within your usual
email software. Thenuge4 " to locate and add the class folder to your student
report folder. If a class by the same name alrexats, you will be given the option of
overwriting the existing class, or providing a diint name for the class to be saved as.
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enables you to accomplish a variety of tasks.

5 n ?I ! n
Use this option when you find that you have accatad many class folders which you want to
keep, but do not wish to view them at this timee $6% " 3 #)' &%  for details on
hiding or showing files. To temporarily view adllflers, including any hidden ones, select the
oo (" check box

8 + | <=

Use this option to delete class lists. Note: Whemn gelete a class folder, the class list file is no
automatically deleted. TH + ! option allows you to clear out unwanted files.
These files are created and updated on your harel\@dhen you are creating and working with the
student files in each class folder.

/

4

" + !



If, for example, your school secretary has emaalethsslist file to you, you will have saved it to
your desktop. Next, click on this button, locate fike and it will be brought into the Silhouette4
folder. Then you can go back to the Student Regeoreen, click on New Class Folder and use that
classlist file to create your new class.

*O0#SW! "

Here is where you view the backup folders in yallvdbiette CE folder, and delete them or restore
them.

When you click on Manage Backup Folders you wild adist of class folders that have been
backed up. Each named class folder in the left @inchay contain up to 15 dated backups. In the
case below there are four backups for the D5 TB@7/Brady class, all created (untypically) in a

few minutes:

You can delete unwanted collections of backupstbit-8licking on the folder name on the left
window:
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g . )

See Appendix O: Seting up the Schoolwide datddidurther information
[ "8 !

Use this option to get (or update) a schoolwida fifd. Locate the file (The file exported from
Turbo-School must be called either Turbo.da or kladat.)

Silhouette4 will copy the schoolwide data file inbe Silhouette4 folder, ready for use.

Only one schoolwide data file can exist on in thiedsiette4 folder at a time. The file contains data
for the entire school, so that you can create dtadsrs of any division. If two teachers from
different schools attempt to import their schostboolwide data file, the second file will
overwrite the first.

43% ' "8 !

You may use this method, for example, to copy thmelwide data file on your computer onto a
floppy disk or USB drive so that it may be giveratmther teacher who wants to copy it onto her
computer.

/4 " "8 |

If you receive an email with a schoolwide data filamed Master.SCE4) as an attachment, you
will have saved it to your desktop. Next, clicktbe/ 4 "' " 8 ( , locate and
click on Master.SCEA4. the schoolwide data file Wélcopied to yoru SilhoueteCE folder ready for
use.



4 ' "8 |

Use this to email the schoolwide data file in y8ilhouette4 folder to a colleague.

Use this option to get (or update) an Attendante Hiocate the attendance export file (The file

exported from Turbo-School must be called AttLatedt. the Delta attendance file is named
attendance.csv) and open it.

Silhouette 4 will copy the attendance data intoShkouette 4 folder, ready for use.

)

1. This procedure must be repeated each term to etimtréhe report includes up to date data.

2. Only one attendance file can exist on a computartime. The file contains data for the entire
school, so that all classes can use it, but themaat be attendance data from two schools at
once. If two teachers from different schools afietn import attendance data, the second file
will overwrite the first. In this case, incorred¢tendance data will be printed if the two schools
have students with the same student number (ak&tlg). Silhouette will find what appears to
be a correct student number and attendance foefguwet being printed, but it will actually be
data from the other school. Sé&% "3+); "0 "
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/4 " "o

Just as you can email and receive class folders@mdnent bases, you can also email and receive
a school attendance file. When you receive thedttece file via your regular email service, save
the attached file (SilAttend.SCE4) onto your depkto

Then, clickon 4 " " | , locate the SilAttend.SCE4 file and open it. Itiwe
copied into your Silhouette4 folder and deletedrfrynur desktop.

4 "ol

See%% "3 )" 0.%' 4 . When you click o4 "ol , Silhouette

4 finds and prepares the attendance file on yomnpeaer to be sent as an email attachment. Be
sure that your smtp address is correct (not neéé@dt Class option is selected in Utilities) ten

to select the destination email address, perhagha gersonal note to the message box and

4




/4 " !

Just as you can email and receive class folders@mdnent bases, you can also email and receive
a classlist file. When you receive the classlistia your regular email service, save the attdche
file onto your desktop.

Silhouette4\Clist folder and deleted from your depk

Then, clickon 4 " +; | , locate the file and open it. It will be copieddryour

When you click on a class, the student files atedi on the right and the Student Files Utilities a
enabled. These options apply to the selected foéey:

Click on the class name and then on New Stude@ilouette will present three choices:
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a)
b)

f)

)
h)

; n 2 n 1 n ! * _)
Enter the new student's last name and first naioelie boxes provided.

Clickintothe . " box. Silhouette will automatically copy the statle first name into
this box. If this is not correct, edit it to thame the student is known by.

Click the Male or Female box. Silhouette must himng information to make its comments
gender specific.

Enter the student’s grade in the grade box.

Enter the student ID number. It is recommendetlttiaschool’s student number
(Turbo-School) be used here, but any number wikhsltong as each student in the class has a
unique ID numberdowever, if you plan to include attendance or exR8R data at year end,
these numbers must match the Turbo-School studerters.

(Optional) Enter the student’s Provincial EducatdMumber (PEN). This is included because
some school districts include the PEN number orsthdent report. If not, leave this box
empty.

Select a comment base for this student.
Clickon'4 ' " 1 or



)  Silhouette allows for different comment basesinmifa class. There is no need to select the
same comment base for each class member.

oot () Silhouette will display the Schoolwide data file.
Select the Comment Base first and then check efsthidents to be aded to your class.
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" ( : Silhouette will ask you to select a classlist tib use and
then show a list of the students in that clasBlest You must select a comment base, then you can
check the students you wish to add to your owrscl&ick on, "  to finish the operation.

%

A report template may be used if many student tege to contain certain pieces of identical
information. For example, if overviews are to batained within the text of the student report,
using a template will save a lot of time. Then, itlegv students can be added, and each report will
include the data specified in the template.

% ) & % " "2 " | " Therefore,
you should be working in an empty class folder wien begin this process. Multiple templates
are allowed.

1 After you have created your new class folder, hgg@lected th& % % , click on
New Template.

Select the comment base which the template will them click on 4 & %

3 Silhouette will return to the Student Report scraed display the name "-Template" as one of
the students in the class list. Click on -Temptaterork on the report template.

4 Add any opening or closing comments just as youlgvoa a normal student report. You may
also choose a topic area and select comments wiilidhe common to all students, or add
introductory and closing comments within the togicommon use within a template is to
import topic overview information within each ofthopic areas. When selecting comments,
the Special Text Commands (i.e. [name], he/shé, wilt not be interpreted by Silhouette 4.
Instead they will be interpreted later for eacldstit. Comments can be edited now, for the
template, or later, for individual students.

5 After adding all the template data, click'dh & % .(Oruse2 & % G 43 if
you do not wish to create any students at this.}Jime

Click on (& &%
Select one of the two methods of creating studist from the Template:

a) SR B A - Enter the full name, first name, and gendehefdtudent
whose report will use this template. Click on Skile to create this student's report. Repeat
this procedure for each student. Click&n to return to the Template screen.

b) . + & % - This option will only work with a Silhouetteads list
file.

C) Select the path (e.g. a:\ or c:\) where the dlat§le is located.
Silhouette will display a list of classes availal$elect the class to be used for this template.



d) Clickon'2 to create new reports for the whole class, ugiiggtemplate.
Alternately, you may click on individual studentnmas then click oh2 D E to build a list
of students who will use this template. Click®n when the list is complete.

8 After creating files with the template, new studesgorts will be added to the class folder.
Each new report will contain all the comments thate part of the template file, and can be
further edited for individual comments. If necegsadditional templates ("Template2, etc.)
can be created and saved.

# ;% 0&%

# % )/ 01"

Use this option to merge a set of Silhouette repamments to your existing student reports. |f,
for example, your music teacher has prepared mepmrts for your class using Silhouette, this
option will allow you to add the music commentseszh student's report.

) In order to use the Batch Import option, thespsstaust be taken:

1. The other teacher (music, art, etc.) must prepdéineigtte 4 reports for the class. The
StudentID numbers must be identical and studemesamust be spelled exactly the same as
they appear on your Silhouette 4 class list. (W@y wish to use the Export Class List option
to create a class list for the other teacher wipmasgiding you with these comments.)

2. The other teacher must export the students’ repoidsheir comment base(s) to a floppy disk,
or a USB drive, or, if you are working on a netwdhe other teacher may be able to export to
a shared network folder, or the other teacher magileghe class and comment base to you.

3. In Comment Bases, you must import the other teattopic area so that it becomes part of the
comment base that your students' reports refepéz; % &% ,in % ! )
#
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Once these conditions have been met, you canatigk ;% & % to merge the
other teacher's reports with your existing reports.

0 #

% )&%

To import the report comments, follow the humbestaps on-screen.

1.

Select source path usihg ' , or choose from the dropdown. Silhouette 4 will
display all available classes in the window below.

: Select the class reports you wish to import. seheill be the ones that were
created by the other teacher.

Select # . If the source class students do not all usedinge comment
base, you must batch import them in groups, acagriti the comment base they use. Select
one of the listed comment bases and Silhouettedigifilay the names of students using that
comment base in the centre window. If all studéntie source class use the same comment
base, this step is not necessary

Select &% . Select the topic area which you wish to apperttie listed students'
reports.

Clickon# ;% &% and the comments will be added. (Silhouette natify

you if the source topic area is not part of the c@nt base which your class uses or if the topic
areas appear to be different. You will be inseddb import the topic area into your comment
base before continuing.)



When the batch import is complete, Silhouette digpblay a summary of the import, indicating
what was appended for each student and any stugbotsvere not includedNote that it is all

right if there are additional students on eithertloé two class listsSilhouette will import

comments only for the names and StudentIDs thathmdentically and will notify you of any
students who were not included. Silhouette wilbgdst an asterisk beside the student names at the
bottom of the screen to indicate the successfubinp

% )/ "

For intermediate classes, you can also importtaéas from another class folder. For example, in
the first term if another teacher teaches Sciemgetr class, that teacher will create a classefold
with just Science comments and Science gradest ydie have imported the Science comments
(as above), you are ready to import the Sciencgegra

Notice that when youentér ;% )/ " G the grades for student in your class are on the
right side of the window. You may click on the rda> buttons to flip through them.

As with the import of comments, first locate thereot class folder. Silhouette will read in the
grades for the whole class and display them otefite You may click on the < and > buttons to
flip through them.

On the left, click on the radio buttons to hightighe Term and Subject that you wish to copy (in
the Science example, you would select Term 1 areh&e.) Then on your grades list on the right,
again select the Term and Subject to which theggshduld be copied. Note that it does not matter
which student grades are being displayed on edtider when you copy the grades, all students
grade will be copied correctly. Also it does ndttter if the Subject names are exactly the same or
if they are on the same line. Theoretically, yould copy the Term 1 Science grades into Term 2
Mathematics, but that probably is not going to tsaething you are going to want to do.

When you are satisfied that you have selecteddbece and destinations correctly, click on the

%-/ " button. Aswiththe¢¢ ;% )&% above, when the copy is complete,
Silhouette will display a summariote that it is all right if there are additionaluglents on either
of the two class listsSilhouette will copy grade only for the names &tadentIDs that match and
will notify you of any students who were not incaet
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4Il

1% 5" 0&3

)4" 1% 5" 0&3 is only available it ! is not selected.

Use this option to create a heading that will appéghe top of each report. The heading can be
centred, or left or right justified. Click on to clear the headingand &3 orl0
0 &3 to change the justification of the header lines.

Clickon $'% 0 to access the Silhouette spellchecker.

Click on > to save the heading or to exit without saving.

1. Whenever the report heading contains any text4thd % 5 " 0& 3  button will be
marked with an asterisk.

2. The report heading font can be setinghe1% , ' O section in Silhouette
Utilities and does not have to be the same fosiza as the rest of the report. The heading
itself can have two fonts - one for the first lexed one for the remaining lines.

3. Ifaheading is present, it will automatically Ineluded on each report. To remove the heading,
delete the text from this area.

4. The heading is not used in the Silhouette custqortéormat. If the ! box is

checked then this button will redd 1% 8 ,not4" 1% 5" 0&3
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This option is only available when the Use Custamtat box has been checked. The data
entered here must be completed and is necessarpdoce custom reports format.

1 Select either Primary or Intermediate. If yourgyem is special, you can check French
Immersion, or enter a program name in the emptyamkcheck it.

Enter school and class information.
Enter subject names (intermediate only). In sorskeicks, some or all of these are not editable.

Edit Grades for Students in [class]: This optihaves you to enter or edit subject grades for
the students in this class. It is not necessadpti at this time, since the grades can be etitere
from the student’s report later.
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5 Copy Other Grades file into [class]: This optioloads you to find the grades file from another

class folder and copy it into this class folderoridally, it should not be necessary to do this,
providing you use the New Term button to createw olass folder for each term.

H

0) 1 %

Batch Printing: Reports enables you to print somalbof the reports from the selected class.
There is the option to print the selected repoltsaonce or to preview each selected report
before printing. This second option is recommended.

Follow this procedure to batch print the studepbrés:

1. On the student list, select the students whoseatepee to be printed.

2. Ifyou are not using a Custom Report Format, SefecReport Format
and decide whether to include the report Graphic.)

3. Select, 2 % if you want to see each report before
printing. (To check number of pages, etc.)



4. Choose whethertb 2  $ in Topic Areas. Select this

option to remove the blank lines that are autoraiji@dded between
a topic's selected comments and its introductogtaging comments.
This may be used to save space on the page. Titegppeview will
show the change as soon as it is selected. Oreeteet| this option
will remain in effect until it is deselected, oethext time Silhouette is
run.

Click on, $"1% f 2 % has been
selected, the three previously disabled buttpns, % ,'$ %
% and % 0 will become active.
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) During a print job, if Preview Each Report is cket, you may choose to Print Current Page,
choose a different Print Format, font, or event Bdinter Settings.

; % : When teachers create their reports, they may émeePrint/View section and
create custom settings for that student - the Rerbtank lines setting, and the font and.
Theoretically then, every student could have aedgffit font name and/or font size that is saved
along with the reports. If someone else at anatbeputer is then printing out the reports, their
computer will try to comply with these custom sags. All may be well, but, remember, all
computers do not have identical fonts, and, as, @ilerent printers will print slightly differengl
Thus, if you are printing someone else’s repomssire to check that all is going well. Have

, 2 % checked on so that you can avoid wasting timepamer because of font and
printer differences. You may wish to check e "1 2 Settings so that
you have complete control of the look of the prihteport.

H

43%

0)'0 &%

In Batch Printing: Single Topics, you are ableiofpout the comments for a particular subject for
all or some of the students in your class.

,18

This feature is only available in term three. &cimools using TurboSchool, it will export filesato
floppy disk in a format that can be imported intarfo-School for year-end PSR Data entry.



Select the students whose data is to be expomedcleck on, )18

Silhouette will first display the data to be expgait Users should always check this display
carefully to ensure that the data being exporteddsirate. Then clickthe ,'1 8 button to
complete the export. If a PSR export already sxstthe disk, you will be asked if it should be
overwritten or whether this data should be appendéhle file on the disk. (For example,
secretaries exporting data for a number of classesd choose to append, saving them from
having to switched back and forth from Silhouette ZurboSchool or from having to use multiple
disks.)

Note: The Delta version does not permit individselection of student data to be exported. A
single file for the whole class will be saved ifolder called “PSRDataFiles” inside your
Silhouette folder. Before exporting, you must sethe appropriate school code from the list
provided.

See also:%% "3>)43% 0,18
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When you click on a class name, the Class Foldgliiés$ options appear. These options apply to
the selected class:

1
Enter the new name for the class folder, then &k or Cancel to exit.
8
Click Yes to delete the entire class folder, ortbleancel this operation.
43% +
Use this option to export a class list (for useannther computer) to a floppy disk or other
location. This class list will contain all the steurd information needed to create a new class folder
This can be used to create a new class using ®itesud's P option or the
+ & % option. Select the correct destination path, tiek on43%
+ - to begin the export. Note: These class list fes automatically created and updated on
your hard drive when you are creating and workinity the student files in each class folder.
4

You may email the classlist file for the currergblected class to another teacher who may need to
create a class folder for your class, for examplenlleague who teaches Music to your class.



+

Use this option to print out a checklist of studentyour class. The checklist can have up to 17
columns and be sorted in a variety of ways andrazlade letter grades. Séée% "3/), O
+

& 1"

This option should always be used to begin a newv.tdt will create a new class folder and copy
over any school/class information and student gréaen the previous term. You will be given
the option of creating the student files now owvieg them until after you have created a template.

Select the class you wish to begin a new term for.

1 Clickon & 1"
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a)

b)

d)

Selecteithe& & % % or& % . This will determine whether the student
files are created now or after you have made alempThen click on Proceed.

If you have selected % , Silhouette will display a list of the studentsie class
so that you can select which students to includle default, all students will be checked.)
Enter a new name for the copy of the selected class

Select one of the three cloning options:

> % " # : This option will create a new class and all
students will use the same comment base as irrigfieal file. (i.e. same students, same
comment bases)

# ( . This option will allow you to select a new
comment base which will be used for the whole cldse. same students, everyone gets the
same new comment base)

‘ # ( " . This option will allow you to individually seléa new
comment base for each student. (i.e. same ctatisidual new comment bases)

Click, " to continue or Exit to cancel this operation.



5 Once you class has been created, you will be resditmlEnter the Custom Report Data such as
school name, teacher name and division number.

Use this option to create or change a Silhouegtaséword for this class only. To remove a
password, click on % with no password entered.

) Silhouette 4 passwords are case-sensitive. ighgiper case letters are different than lower
case letters. ('CAT' is not 'cat’)

This box must be checked if you are using a Siltteumistom report format. The custom format
will print your district’'s entire report onto a blla page.

When this box is unchecked Silhouette 4 can be tesedmplete preprinted report forms or to
produce alternate reports.

See also%% "3L). O 1% !
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Seealsd%% "3 )' 0.%' 4 . From within Silhouette 4, you may email class
folders and comment bases to colleagues. Thesédsarpatain attached files that are to be saved
to the computer desktop from within your usual émaftware.

When you click o P , the class folder is automatically compressed ami@
file and readied to be sent as an email attachrSemhect or type in a destination email address,
perhaps add a personal note to the instructionabdx" 4

n

The person who receives the email will save ibtrtdesktop. Then they will uge4
to locate and add the class to their list of cfakters.



1% °

Silhouette 4 will display all the available topieas. Any areas that have had comments selected
for use in this report will show an asterisk begtem. From this screen you can also rename or
delete this student's file.

0'M




% 7 % 12)'" 1% 7

If you have inserted or moved comments in your cemibase (since the time this student's report
was last saved) you will find that any checked canta remain as they were last while the
unchecked comments are as you moved them.

Use this option to change the name, sex, graddeBtiD, or PEN of an existing student. Please
note that a correct StudentID number is vital, el if you are exporting PSR data or having
attendance printed directly on the reports.

Use this option to delete a student's file. You & given a warning and asked to confirm this
action.

This option is only available when using a custeport format for an intermediate class. Use it to
enter subject and work habits mark for this stud&ar more information and a full description of
keyboard commands when entering grades,%eée "3L). O 1% !

4"

1% % O

Use this option to enter opening comments at tiggnbéng of the report. Enter the comments into
the white text box, then click or . These comments are in Rich Text Format. Use the
toolbar above the textbox to uge" , Italics andUnderline. As well you can change the
justification if you wish.

Clickon'2 1&! to save this opening comment as a Rich Text Bildater use.
Click on+ "1&! toload a Rich Text File that has been saved.

Clickon $'% 0 to access the Silhouette spellchecker.



7

) These comments can contain any of the gender sensibrds or the [name] command
listed in Chapter 4. These are useful if you wiskdve the opening comment and use it as the
basis for another student's comment. Simply criseomment using [name] and gender
sensitive words, then save it. Then, for each siiided the text file and it will appear with et
appropriate words in place.

/ &3 # : Using this feature, you are able to go to anyctopany

comment base within reach of your computer anccsaleomment that will then be appended to
yourtext. If% 0 % - is selected, the comments will be added diredttg@end to the text;

if % ( is selected, a new line will be created and the ca@mment will added there.

"' &3 # : Use this feature to add a section of text totapjc of any
comment base within reach of your computer. Firsé, your mouse to highlight the text that you
wish to add to a comment base topic. Then click'on " &3 # . Then
locate the comment base and topic. Finally, click'd

4"

1% 0

This option is identical to Edit Report Opening Goents, except that it will appear at the end of
the student report.
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These features are only available for Term 3 ckas3éey should be used to enter the year end
data that will appear on the report card. Thedss the data that will be exported for the stuslent
PSR Cards.

;" )

Most often, the information shown will be correatlaall that is necessary is to select OK to
include the data as part of the student’s replbthe student is not being promoted to the next
grade as usual, be sure that the grade assignedrigct.

In addition to the data shown above (for intermedaasses), primary teachers must select from
the PSR comments to include them on the reporte{Nmtme district formats do not include the
PSR comments on the report) and in the PSR DatarExp



T4

Vancouver version

Delta version
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1% O & %

1 Selectthe topic area you wish to use. Silhoueitalisplay the available comments in a listbox

that will be highlighted. Any comments that hadvioesly been checked will appear checked
and the text will be bolded.

2 Navigation in this area is similar to the Comment8 topics:



+ 3¢ : When the listbox is highlighted, you may:
use the left mouse button to click on the text cbenment. The comment will appear in the
editbox below, but the checkbox will not be checked

use the left mouse button to click checkbox toldifieof the comment. The comment is black
bolded and the text is copied into the editbox Wwelbo edit the comment, press F4, F9 or click
into the editbox. Note: click again to uncheck toenment.

use the right mouse button to click on the texd abmment or on the checkbox before a
comment. The comment is blue bolded and the textpged into the editbox below. To edit the
comment, press F4, F9 or click into the editboxteNolick again to uncheck the comment.

use the mouse scrollwheel to scroll up and dowrishe
use the left mouse button on the slider to scikhnd down the list
use the up and down arrow keys on the keyboardradl sip and down the list
press the or!9 or Tab keys to switch focus to the editbox
4" 3( : When the Editbox is highlighted, you may:
edit the comment. Notice that comment text in thidbx changes as you change the editbox
text.
use the left, right, up and down keys on the kegdbt@ navigate in the editbox
press4  to move to the next comment in the listbox andsaly to edit it
press ( 4 to move to the previous comment in the listbox badeady to edit it
Pressing acts to left-check that comment in the listbox
Pressing acts to right-check that comment in the listbox
pressthé or!9 & keys to switch focus to the editbox

3. Select comments to be included in the studemrte

# "2, 0% - . % - (

n 0 - % $ % - n ( n
n II2 0 n G OG ( ( mn % %
H - n n ( n
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In the student reports section of Silhouette 4, ga mark checked comments to be appended to
the end of a previously checked comment. The bilg=glol comments created by right-clicking the
comment line indicate that the comment will be ayglgel to the previous checked comment. To
quickly check on the look of you checked commetitsk on & % button at the bottom
right of the window. The paragraph style would I&illy with bulleted comments, but works very
well with sentence comments.

See%% "3N# "2, 0% - for suggestions and examples.
)
If there are unused or empty comment boxes inishethey can be used by clicking into the

line. Then switch to the editbox and type a comment

2. Silhouette always prints selected comments in tberahat they appear in the comment list.
Therefore, you may wish to pay attention to theeoid which they are entered, and use the
Multi Move Mode (in the Comment Base Editor) to @msthat they will print out in a logical
order.

3. When editing comments, you can use the mouse toidiy words and cut and paste using
Ctrl-C to copy, Ctrl-X to cut and Ctrl-V to paste.

4. To add a bullet that has been accidentally remowét,the Num Lock on, holdthe $- "
A onthe number pad. Always add a space after ingeatbullet character, or else the
next word (beginning with a bullet) will be skippby the Silhouette spellchecker.

5. There is a limit of 75 checked comments per topic.



"ot

These options allow for additional lines of text®added at the beginning or end of this topic
area on this student's report. This text is n®ich Text Format like the report opening and
closing comments. When in the Introductory Commeyds may also click on% & %

22 to include all or part of your topic overview imig section.

& &%

This option will show you all the comments seled@dthis comment area only, as they will
appear on the report. Click Exit to return to tbenment area.

$

This option will clear all check marks from the coient area.

1( #

This option will restore unchecked comments in thfsc area to the way they appear in the
comment base, clearing any edits that have beemneghtor this studenChecked comments will

remain as edited

$% 0( "

Use this option to access the Silhouette spelldreitkcheck only those comments which have
been selected. A window will open at the top ofg¢breen to display any misspelled words as they
are found. Click> to return to the Edit Student Report screen. %8¢ "3 )& %  $

"& for further information.

)  The student report is not saved until you cligk' " 1% on the Student Report
screen. It is wise to save the report before salgeinother comment area.
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0 1%

When this option is selected, Silhouette createrd preview of the student report. The preview is
shown on the right side of the screen, while tliteside shows printer options and information.

The Silhouette print preview will show you the eatieport for this student, as it would be printed.
Click thel andJ arrows to turn pages, and + and - to adjustrihgnification of the preview. Use
the scroll bars to slide the report in the windowdrag the report over by holding the mouse
button down on the preview and moving the mouse.

12 3 & % 2" 0 . Select this option to remove the blank lines
that are automatically added between a topic'stsglecomments and its introductory or closing
comments. This will save space on the page. T préview will show the change as soon as it
is selected. Once selected, this option will reniaieffect until it is deselected, or the next time
Silhouette is run. This setting will also be remengal for this student’s report. This means you
can set Remove Blanks for some of your studentrtepod later, when you want to print, this
setting will be remembered. Other settings yousedro be remembered are the Font and Fontsize
for each student’s report.



)
1. Click the Set button to set the current magnifmats the default value.
2. The print preview cannot be edited. Return to thelént Report section to make any changes.

3. If you find that a new page begins at an undesérgbint in the student's report, use lthe

%0 $ ... dropdown menu at the bottom of the screen.
/ 8( ! N
You may have been experimenting with different $cemid fontsizes for your report. Click this
button to retrieve the Default Font and FontsizéeWSilhouette 4 was installed on your
computer, the Default was Times New Roman 10, butmay have changed the default (either
accidentally or on purpose) since then.
''8( ! N

Here you may set the current font and fontsizethadew default for student reports viewed or
printed at your computer. This does not overriggt@m font and fontsize settings that may have
been set previously with other students.

1% ! < 2

The six report formats and graphic settings areamailable if you have checked the Use Custom
Format box for this class. S€é% "3L). 0O 1% ! . Select one of the six
available formats. These formats can be editedto gwn preferences.

v

This area contains information about your docunaenbrding to the format (printer fonts and
margins) that have been selected.
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"0

4

1.

| % 1% 5"0< 2

Silhouette can include a graphic image as patsdfeading at the top of the first report page. The
image must be in bitmap (.bmp) and should be admour image for best results. It can be any
size.

To set up the graphic for inclusion, click on GrapBettings. Then select Get Graphic and use the
Windows file requester to locate the graphic (.bffilp)to be included.

Finally, select the placement (left, right, or cehtand height of the graphic, then Save Settings.
The graphic will appear in the page view displayendver the Include Graphic button is checked.

' 0< 2 . I =

Silhouette stores settings for up to six reponrfats. Each format should have its own name.
These names, as well as the fonts, sizes, andmsagin be edited to your own preferences. The
six formats are identified by their names besidgedilx buttons at the top of this window. Select

any of the formats to edit it. Sé®% "3*)4" 1% , ' O
)
If your selected format utilizes fonts that are aedilable on your system, you will see a notice

instructing you to set your printer fonts correcBgfore printing you will need to edit the
printer fonts (in the Utilities section) to seldéohts that are available for your printer.

2. Silhouette stores settings for six report formBisdefault these are labelled primary and

intermediate. However, these labels as well asahis, sizes, and margins, can be edited to
your own preferences.






CHAPTER 7

%% "3 )&
% $ "&

& % $

The Silhouette Spellchecker is available througl@illtouette wherever you are editing text. This
spellchecker functions like many typical spellchersk Click onthe $'% 0  button:

misspelled words are displayed in the top window
Silhouette will check its dictionary and displaynas with similar spellings

Click on Ignore to skip this occurrence of the mpadked word, or Ignore All to skip all
occurrences of the word.

click on Add to add this word to the Silhouettetouns dictionary. Use this feature to build up
a custom dictionary of Canadian spellings and etitutal terms.



To correct a misspelled word, enter the propedisgdbeside the words "Change To:" or select
a replacement from the list of suggestions. Thak €hange to correct this misspelling or
Change All to correct all misspellings of this word

)

1. When checking spelling in Student Reports, Silhsuenly checks those comments which
have been selected for inclusion on the report.

2. Silhouette does not check the spelling of any wamnttaining a non-alphabetic character (e.g.
postal code, numeric data, etc.)

% $)

In Silhouette Utilities (accessed on the front enjeyou can turn Autocorrect on or off. When
ON, as soon as you have typed a word, the spekeh&dll compare try to find it in its dictionary
and custom dictionary. If the word is not foundgrhthe spellchecker may simply underline it if it
finds no alternate spellings. It may also displar@down list of up to five alternates.

& &
The Silhouette Thesaurus is available in the ConitRage only. To use the Silhouette Thesaurus:
1. First highlight a word in the comment base. You darthis by double-clicking a word or by

dragging to highlight the word or partial word.

2. Click on the Thesaurus button. If the selecteddwsiin the thesaurus, up to ten related words
will be shown. To replace the selected word, ctinka word from the list and then click on
Replace, or just double-click on the word from like
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& %Jf, for example, you double-click on the wgodompting the thesaurus will reply that it has
(No Suggestions). Instead of giving up, highligia toot word onlyprompt The thesaurus will
display a full set of ten synonyms.






CHAPTER 8
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In most Silhouette windows, pressing the Escape)(Eey will activate the current Cancel, Exit or
Done button.

1 0 "" 0 3(

When loading or saving plain text files in Silhaeeffor example, Report Opening and Closing
comments, and Get Other File in Overview Topics latriductory Comments) Silhouette will
display the standard Windows requester. Within tegtiester, you can click a filename with the
right mouse button and rename or delete the fiedessary.

nm O 3

When creating comments, it may be helpful to afisheblank lines at the end of each Topic Area.
This will enable you to type in extra commentsday student who needs them without
permanently entering them in the comment base.

If your Comment Base topic has many comments, yay find it confusing as you navigate back
and forth. Use blank lines to mark off differenttsens. Type in labels that will help you to
identify the sections even if you would never imgdithem in a student’s report. Make it easy on
yourself.

nm O n %

Always put a space after bullets and special charsito separate them from the following word.
This will ensure that the Silhouette spellcheclaer distinguish the word from the special
character. (Note: Hold Alt and type 0183 on the banpad to type a bullet manually, but make
sure that the NumLock key is on)

#$0.%' 8



It is always wise to backup your data. You couldaxto a floppy disk (the least safe method), or
export to another hard drive on your computer, tetavork folder on your network, or email the
data to a friend or to yourself at school or at boWhatever method you choose, you will know
that if something untoward happens, you have augaakailable.

Note: When exporting a class, the associated cornbaese files can be exported at the same time,
S0 it is not necessary to export them separately.

"0

o gk~ w NP

&% 2 2 1%

Once you have created topic overviews, you may tgshclude them in the introductory
comments within a Topic Area of your Student Repdrhis can be accomplished in the following
way:

Select the student report you wish you edit.

Select the Topic Area which is to contain a Topie@iew.

Click on Introductory Comments

Click on Import Topic Overview

Select the folder containing the Overview files ymed.

Select the desired Topic Overview file. The Topie@®iew will appear as the Introductory
Comment of the selected Topic Area. It can be dditeadded to as necessary.

) If this procedure is done as part of a report fatepeach new student report will
automatically contain the Topic Overview(s).
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Before beginning your comment base you should pdaayout. Some teachers prefer larger topic
areas containing sub-topics, others prefer a numlb&maller topic areas. Also, some teachers
prefer to include several versions of a single cemmvhile others include just one version and
edit it for each student. Some teachers prefeuild bne comment base that will be used all year,
while others prefer to use a new comment baseteact perhaps importing or cloning some of
the previous term's comments. Silhouette is extherersatile and can be set up to meet each
teacher's needs.

% " $ & %

If you prefer to use sub-topics within a largeritogrea, it may be wise to leave a blank comment
line, then enter the sub-topic title as a commpeth(@aps italicized). Then, in the student report,
check both the blank comment and the sub-topéeditid the sub-topic will be nicely spaced. Also,
it may help to include a comment line of dashes-()-above or below the sub-topic to separate it
visually from the other sub-topics. This line ostlas would not be checked at report time but
would make it possible to quickly spot the new sojlic when the topic area is printed out or when
looking through the topic area on screen.

(; 0 M #
0"M OB

Silhouette will warn you if there have been anyrges to a comment base since the time the
student report was created or last saved. It iaydvadvisable to do all comment base editing
before creating the student files.

This warning can be safely ignored if the changederto the comment base were limited to
re-wording and adding comments to the end of timensent list. However, if comments in a topic
area have been inserted, moved, or deleted, tHerdtiile (i.e. the affected topic area) should be
cleared and comments re-checked.

If the warning is ignored and comments have besartad, moved, or deleted then the student
report will not display the comment base propefllyy comments that were previously checked
will overwrite the new or moved comments that skdag in their place.

For example: Suppose that Student A's report weetetl and comments 2 and 6 in the first topic
area were selected for inclusion. Later, the contrhase was edited and comments in the first
topic area were moved (or inserted or deleted)eithe teacher returns to Student A's report (and
ignores the warning) the comments in the firstaarea will not display properly. Instead, the
previously selected comments 2 and 6 will appe#inersecond and sixth positions instead of the
new comments that were there after the commentwasedited.



It is always advisable to use the Print Preview ¥digav This Topic options to be sure that the
student report is accurately and properly presented

*20? " O #

You may find that you wish to re-order your comnsentthin a topic area.

To move a block of comments, or re-order them:

1. Click on Multi Move Mode. Follow the red on-screi@structions.

2. Select up to 25 comments you wish to move, in tlderoyou want them to appear. Silhouette
will remember the order in which you click them.

3. Click on Selections Done.

4. Silhouette will display each of the selected comisigin the order they were clicked, and ask
which comment number it should be inserted befGhek the comment number and the
moved comment will appear immediately before it.

5. If all the comments are to be moved as a blocld tit@ SHIFT key while clicking the comment
number referred to in step 4 above. Silhouettettvdh move all the selected comments, in the
order they were selected to the new location.
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0)  If you enter Multi Move Mode, then find you mustncel the operation, Silhouette will
exit right out of the topic area. It is recommentieat you use the Save Changes button to save the
topic area before entering Multi Move Mode.

5" 0

00

After using Silhouette for a number of reportingipds, you may find that you have Overview,
Class, or Comment Base Folders which you wantép kait don't need to see in the file list. These
files can be hidden by clicking on the Hide/Showtdmy then selecting the folders you wish to
hide.

;"0 &% &

There is an additional special command, [x]. Tdasimand should be used as the first comment
in a topic. Its function is to force a topic tite appear if there are no selected comments in tha
topic. The [x] command does not appear in theigheommands window and must be typed in.

To force a topic title to display without selectemmments, enter [x] as the first comment and
select it in the student report. The title wilpliay and none of the comments (even if they are
checked) will be shown.

%

There have been occasions when a teacher has rteeded or print student reports but the
comment base is not available. This could happteiteacher neglected to export the comment
base to floppy disk before bringing the reportsdbool, or forgot to import it after importing the
class folder.

In such an emergency, Silhouette will allow yowi@wy or print your reports. Simply"
$-  while you click on a student name. This will t8llhouette to go directly to the
print/view screen and allow printing of the report.

For batch printing in this situation, click on Baterint Reports, select the students to be printed,
then ™" $- while clicking on Print Checked Reports.

> In order to show student reports in the absehtigeocomment base, Silhouette must rely on
the information as is it stored in the student repe. Generally, this is adequate. However, if
you have made changes to your comment base siectutient file was last saved, these changes
will not be reflected in the student report. Tikigarticularly important if you have changed the
order of your topics. The student report willlgiiow the old order unless it was re-saved dfier t
comment base was changed.

-t 3% - . ("
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Silhouette 4 is not limited to the creation of teeports. It can be a valuable criterion referenced
evaluation tool for a variety of class assignmeffter determining appropriate criteria with your
students, you may wish to set up topic areas fliwvidual book reports, projects, units, etc. For
each of these assignments a mini-report can dasifyrepared, clearly and effectively
communicating the degree to which each studentrtgaghe required criteria. Eventually these
topic areas can become the basis for the termegradtr
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Silhouette 4 for MacOS comment bases and studpattesare completely compatible with
Silhouette 4 for Windows. Thus, these files cartrbpsferred and used between both versions.

8 $(

) Tt B

In order to share files between the Windows and@®&&wersions of Silhouette, you must be able
to read the same floppy disk in both computerscé&SiWindows cannot read a MacOS disk, you
must use a Windows formatted disk in the MacOS adB1p

1"0

TSN

MacOS computers running System 7.5 or later haa/® @ Exchange extension included as part of
the System software. Make sure the extension metlon and the MacOS computer will
recognize a Windows disk when it is inserted.

TS

Sometimes a MacOS computer will be unable to reatihalows formatted disk. This can occur if
the disk was formatted with no label and used Wiihdows. It appears that Windows 95/98 wiill
overwrite the portion of the disk that should camthe disk label, so that the MacOS computer
will display an incorrect disk label even thoughndtbws will still consider the disk unlabeled.
Typically, the MacOS computer will think the disklabelled "ASil" or "ASi" or contain an
unknown character. It is recommended always to &nour disks with labels if you may wish to
transfer the files between the different versiohSithouette. Silhouette 4 for Windows will
automatically relabel your floppy disk before expuy any files to it.

Often reformatting the Windows disk, or trying &elient disk, will solve the problem.

% ( ,"$ B

There may be disks that PC Exchange can readtilbars unreadable to Silhouette 4. If this
occurs, simply open the Sil folder from the flomoyd drag its contents into your Silhouette 4
folder on your MacOS hard drive.
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The MacOS operating system automatically writessfdnto any disk that is used in a MacOS
computer. Therefore, after a Windows formatted tiszk been read by MacOS, there will be some
MacOS files on it (e.g. desktop, finder.dat, reseurk, etc.). This is normal, and these files
should be ignored. They will not interfere witht®ilette 4 for Windows or MacOS.
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Esc

The Esc key is always linked to the CancelExitbuttons in Silhouette 4.
Using this option will save a lot of time as yowiggate through the screens.

Comment Base topics: Listbox highlighted

F4 and F9 Press the F4 or F9 keys to switch faxtiset editbox

Left click Use the left mouse button to select a comment.coheament will appear in

comment the editbox below.

Right click Use the right mouse button to select a comment.cohement will appear ir

comment the editbox below and the focus will switch to #dhitbox so that you are
ready to edit that comment.

Scrollwheel Use the mouse scrollwheel to scroland down the list.

F7 Pressing F7 will insert a new comment at théolnoof the list

Up/down arrow
keys

Use the up and down arrow keys on the keyboardradl $1p and down the list

Comment Base topics: Editbox highlighted

F4 and F9 and
Tab

Press the F4 or F9 or Tab keys to switch focubedistbox

Arrow keys Use the left, right, up and down keystom keyboard to navigate in the
editbox

Enter key Press Enter to move to the next comnmetti listbox an be ready to edit if

Shift-Enter Press Shift-Enter to move to the prasioomment in the listbox and be ready
to edit it

F7 Pressing F7 will insert a new comment at théobobf the list

Student Reports topics: Listbox highlighted




F4 and F9 and
Tab

Press the F4 or F9 or Tab keys to switch focubdaetitbox

Left click Left-click on the text of a comment. The commernit appear in the editbox

comment below, but the checkbox will not be checked.

Left click Left-click checkbox to the left of the comment. Té@mment is black bolde

checkbox and the text is copied into the editbox below. it the comment, press F4
F9 or click into the editbox. Note: click againuncheck the comment.

Right-click Right-click on the text of a comment or on the dtiex before a comment.

comment The comment is blue bolded and the text is copigathe editbox below. T
edit the comment, press F4, F9 or click into thigbes. Note: click again to
uncheck the comment

Scrollwheel Use the mouse scrollwheel to scrolang down the list

Up/Down arrow
keys

Use the up and down arrow keys on the keyboardradl $1p and down the lis

""" 1% % )4" 3 00 "

F4 and F9 and
Tab

Press the F4 or F9 and Tab keys to switch foctisetdistbox

\dy

o

X

Arrow keys Use the left, right, up and down keystom keyboard to navigate in the
editbox

Enter key Press Enter to move to the next comnmetfitsi listbox an be ready to edit i

Shift-Enter Press Shift-Enter to move to the prasioomment in the listbox and be res
to edit it

F2 Pressing F2 acts to left-check that commertterlistbox

F3 Pressing F3 acts to right-check that commetitaristbox

Alt-0183 Windows: To insert a bullet in any text area irh8uette, hold the Alt key an

(Windows) type the numbers 0183 on the number keypad. Checkitim Lock is ON.

> - ma

Ctrl-X Use the mouse to highlight a section of tékbld the Ctrl key and press the
key to cut the text and place it into the computigboard.

Ctrl-C Use the mouse to highlight a section of .tekild the Ctrl key and press the

key to copy the text and place it into the computigboard.

C
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Ctrl-v You can paste the text that was cut or cdpigo the computer clipboard.
Click the mouse into the place where you would tikéave the text placed
Hold the Ctrl key and press the V key to pastedie

, 2
These keys are linked to the + and - buttons béhewprint previews seen
when you are preparing to print a Comment Baset@Report Overview, a

+ and - keys Single Student Report or Batch Printing studenorisp
These keys are linked to the < and > buttons béhavprint previews seen
when you are preparing to print a Comment Base t@Report Overview, a

< and > keys Single Student Report or Batch Printing studenoresp

/"4 -&

Page Up These keys are linked to the forward and back agranwd will advanced or
back to the next student.

Page Down

Tab Moves down the column of marks.

Enter Moves the cursor to the next mark to be edtéor this student, either work
habits or grade.

8 , ? < % =
If you hold the CTRL key while clicking on a studerame on the Student
Reports screen, you will go directly to the Prinél¥ screen for that student's
report. This feature is useful if the comment Hfasehat student is not
available.

_ Similarly, in the Batch Print screen, if you hol@RL as you click on Print
CTRL —click on | Reports, Silhouette 4 will not require the commisage to be present.

student name
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For schools on Novell and Windows Server 2003 nektsydSilhouette4 has features that allow for
easy updating and sharing. All but two of thes@rggaire made by editing the Sil.ini file. In most
case this would be done by the district or schedhhology staff rather than by a classroom
teacher.

$43) If True, then the Silhouette4.exe in the foldelf sérve as a Network Exe. (All
computers on the network would run from this folji@his folder containing the Silhouette4.exe
also contains all the Silhouette related filesudahg all the dependencies (e.g. ocx's, dll's,aust
fonts). All computers on the network would runrfrehis folder.

5 " 2) Onthe network, each teacher's home drive, thtalgglled h:\, is distinct. When
NetworkExe=True (see above), all work is directethe Home Drive. In this way, each teacher's
settings, classes and comment bases will be sedavat everyone else's.

$" ") This Silhouette4 folder (Note: it must be a Silatte4 folder) is designated
as a folder that each teacher can save to, wheaxémple, she want to send a class folder to be
printed, or she is sharing a comment base. Therspecial buttons on the Export and Import
Comment Base and Class Folder windows which altmvirfstant access to the Special Network
Folder.

18 %" ) This is one of only two settings that are accésslirough Silhouette4 Utilities.
When checked, the Special Network Folder locatidhappear on the path dropdowns on, for
example, the main Comment Base window and the 8tiRigports window. While most teachers
may not use this feature, a secretary who is pgmeports, or an administrator who is reviewing
reports may find it very useful.

, 2 %" "10 ) These two settings are intended to be used byonketw
administrators only as particular network condisiovarrant.
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Silhouette 4 presumes that you will most often wiesknter bulleted comments. Commenting in
this style helps to keep your comments concisefeeussed. A disadvantage to bulleted
comments, though, is that there may be a lot ofedspace on a report. This can be an important
issue in some reporting formats. As well, somelteemay wish to write full sentences instead of
bulleted comments as a matter of personal preferenc

Notice that the checked bulleted comments beloveasy to read in the printout, but there is
wasted white space.

, 0% -

In a paragraph style, the same comments may e kasy to read, but space is used much more
economically.

In the examples above, there are only two linesddy changing to a paragraph-style. Greater
savings would be made when the comments are shjistdong enough to require a second line.

$?2 0 $

In the Student Reports section of Silhouette 4,ganumark checked comments to be appended to
the end of a previously checked comment. This windé silly with bulleted comments, but
works very well with sentence comments.

+(* $) Select comments to be included in the studentrtégydeft-button clicking in
the check boxes next to them. A check mark willegwpand the comment will be bolded. Left
click again to de-select comments. If you are waghn the Editbox, you can press F2 to
left-check the comment in the listbox.
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10 * ) Ifyou right click in an unchecked check box, e will be checked and it will be
indented immediately. This indicates that this cantrwill not be printed on a separate line;
rather, a space and then the comment will be agoketadthe end of the previously checked
comment. Right-click again to de-select commeiitgou are working in the Editbox, you can
press F3 to right-check the comment in the listbox.
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Silhouette 4 has a built-in utility to print claskecklists. Many teachers have found the Silheuett
checklists to be a very handy classroom managetoeit

The Print Class List feature in Silhouette 4 isistomized and limited version of ClassList Printer,
the software made freely available to schools dhat a licence to Silhouette 4 or SilhouetteCE.

In Print Class List, you are able to print wholepartial class lists. You are able to customize the
look of the printout in many ways. There are thoeéour frames on the main screen (below) that
allow you to customize the printout: Data to appeacClass List printout, Sort by, Settings, and, if
the class is a multi-grade class, Multi-Grade Betti

With you class folder selected, click pn +

% 0 %

8 %% + ) Enter school and class information here to appetre top
of the class list.
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If your class is using the Custom Report Formatyandhave entered the custom report data, then
this information will automatically appear in maofithe fields in this section. Otherwise, you will
have to enter the data you wish to appear on #opitinT he data will not be saved for future
printings.

! : Select this option if you want the girls’ namede indented a few spaces.
' -)  You may choose to sort by first or last name pasttow first name only.

*") Select Print Class with Grid to create an empscklist, or Print Class with
Grades or ID to print a hard copy of the gradesegmtered or a list of student ID numbers.

" 0) Withthese settings you are able to customizesdisisprintouts to a great extent. The
default setting (as above) will appear every tirog gnter the Print Class List section of
Silhouetted, Your altered settings will be mainggirfor only as long as you work in this section.

Select the number of columns and height of rowsHigrprintout. You may also choose to add up
to 5 blank rows at the bottom of the list.

Be warned that if you choose a large font sizd, glesome students’ names and other information
may be truncated. Note also that the student namented along the bottom of the rectangle that
encloses it.

,% 'N) Choose letter or legal.

" %? ) Checking either or both of these will add a tatleasion to the top or
bottom of the checklist which will be a place foritimg column headings.

, 1) click on Change to select a new font or size.

o " 0) These options will only appear if the class hasentban one grade
represented. You can choose to sort by gradetoambw the grades alongside the student names.

Once you have selected the printing options, sétechames of the students you wish to be
included on the class list (you do not have totghia whole class) and click on Show. Silhouette 4
will display a preview of the list. Click on Bats change any of the settings, or Print to priet th
list.

The minus (-) and plus (+) buttons are for zooniimgnd out.
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If you have selected Print Class with Grades oraldrop down menu and a list of subjects will
appear. Use the drop down menu to select Term3, @r Final. Then select the subject(s) you
wish to have printed out and whether or not toudel Effort Marks (check box). Then click on
Show/Print to view and print the list. One furtlogtion is to select Student ID Numbers from the
drop down menu. In this case, the subjects wsthpgpear and the list will only contain the student
names and ID numbers.

T %

The separate software, ClassList Printer, offet®np to create, print and save as Silhouette files
any particular grouping of students at your schddiereby, you may create and print a list of
sports team, drama club or band members. See dssl@$t Printer manual for details.
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Silhouette 4's companion utility, ClassList Printan create Silhouette class lists using a master
file exported from TurboSchool or other school mdi@nce programs. The master file exported
from the attendance program must be a text filenansk contain the information described below.

In order for Classlist Printer to create Silhoudtidass list files, you must have a master file
containing the names of all the students in thealchThe file must be a text file with one ling fo
each student containing the following information:

Division

Last Name

First name

Used

Sex

Grade

Student Number

Provincial Education Number (PEN)
Teacher

Room



Each item above must be enclosed in quotation martke line for one student. Here is a sample
of the data needed:

"1""Barker","Sandra","Sandra","F","7","4194","9990899","Mr M Post","201"
"1","Chan","Edward","Edward","M","7","4321","999931B8","Mr M Post","201"

It is not essential that each item be included doytexcluded items must still be represented by a
comma and a pair of quotation marks ( “").

It is essential that each student have a uniquiEstinumber and that the first six items are
accurate.

See ClassList Printer and your TurboSchool mararahstructions on how to export this file.
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Moving from one term to the next is not difficldyt requires several steps. First consider whether
you need to edit your comment base, or perhapateceenew comment base for the new term.
Then use the New Term function to create your reewn ttlass folder.

H

As always, your comment base is the first thingriepare. To begin a new term, you have three
choices:

Continue to use your term 1 comment base. If yaxid® to do this, you should go ahead and
add any term 2 comments to your existing commese bahe advantage of this is that it makes
all your first term comments available for use@c@nd term if you wish. The disadvantage is
that the comment base may get large and you mag/ toado more hunting to find the
comments you want.

Create a new comment base for term 2. If you ahdiws, then you should click on Create a
New Comment Base, then enter the topic names agéne adding in the comments that will
be used in this term. The advantage of this istteacomment base is specific to this term, so
reports will be easier to make. The disadvantagkdat you won't have access to term 1
comments, unless you re-enter them in this comimzse.

Make a copy of the term 1 comment base, then révidéyou decide to do this, you should
click on Clone a Comment Base, then select the fecomment base and give it a new name.
You can then add new comments and remove any cotartiet are specific to just the old
term. The advantage of this is that you do nothawe-enter comments but still end up with a
term 2 specific comment base.

In the end, the decision you must make is thisyDwwant one big comment base with all three
terms’ comments in it OR do you want a separatencent base for each term. It really doesn't
matter - either way will work fine.

# &

E

Once you have your comment base in order, you teeathke a copy of your class list and tell
Silhouette which comment base you will use for thisn:

1. In the Student Reports section, click on your Térobass



. Click on New Term. Silhouette will offer two optis - the Template Option or the Clone
option. Select the Clone option, unless you ptanse a Template to begin the new term’s
reports. Click on Proceed.

Enter a new name for your term 2 class (max. 8har

4. Choose one of the three comment base options. eege Student File... is for people who
want to use the same comment base as terml1l. CNewse. is for people who have a
different comment base for this term. The thirtiapis for those who want to select different
comment bases for individual students. (If youad®the second or third choice, you must
select a comment base from the box that will appetre top right corner.)

. Click on Proceed and your new class folder wilcbeated, containing your student names,
grades and school/class information - ready for use

) If you selected the Template option, you will set all of the above steps. After entering a
new class folder name, Silhouette 4 will createfeieer and copy over the necessary files - but no
student files will be created. You will select y@omment base when you create the template and
create the student files after you have createtethelate.
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Silhouette 4 contains a Custom Report Format tlilbailow you to print your entire report on a
blank page. This format is set by your distriotl @annot be edited. However, the process of
creating a comment base and student reports ifffecetht. The points noted here are in addition

to the usual Silhouette steps.

4 0 1% 8

If you are planning to use the custom report foymmztke sure that you check the box that says Use
Custom Format after you create your class folé#fghen this box is checked, the button that
usually says Edit the Report Heading Text will Ealjt Custom Report Data and will allow you to
enter the information that is needed for your custeport format.

1. Click once on your class name to open the folder.

2.Select the Use Custom Format box.



3. Click on Edit Custom Report Data.

4. Choose the report format - Primary or Intermedidtgiou teach French Immersion, check the
French Immersion box. If you teach another progfeug. L.A.C. or E.S.L.) You may want to
enter the program name in the box below French Irsime and click its checkbox. If either of
these checkboxes is selected, the appropriategirogame will be included on the report
underneath either Primary or Intermediate Report.

5. Enter School and Class Data. Any information exttdrere will be printed exactly as it appears,
so be sure to use the format (e.g. date format)ythawant on the report.

6. If you have an intermediate class, enter the stib@mes. For some custom report formats,
some or all of these cannot be edited and willregef out. However, if there are empty spaces
or the subiject titles are on a white background, gan enter the subject names you need.

7. Edit Grades for Students in [class]: This buttoh allow you to enter subject grades for your
students right away. Typically, this will not beeded and you will enter the grades portion of
Silhouette 4 from the student reports.

8 %- ["] D E) This button will allow you to locate a grades fileanother
class folder and copy it into this class foldehisTwould ensure that term one marks are
included in the term two folder but is not necegshyou use the New Term button to create
your term two class.

9. Click on Save, then Exit to save this custom regats.

)

1. This custom report data will be automatically caolpie your term two folder when you use the
New Term button to create a term two class folgleit is not necessary to enter it a second time.

2.;*,1& &) For Grade 3/4 Classes: Teachers of grade 3/4edassst note that a class must be
either primary or intermediate if you are using ¢astom report format. If you have a grade 3/4
class you will need to treat it as two classese gitade three students must be in one class folder
and the grade four students in another. When yeate class folders for each grade from the
classlist, you will need to uncheck the studerthaother grade before continuing.
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If you use a custom report format for an intermed@ass, you will need to enter the student
grades for each term. Silhouette will store antphe student grades as part of the report. When
a new term created using the New Term button, teeigus terms’ marks will automatically be
copied over.

You can enter the student grades portion of Silttedein two ways: Either click on Grades on any
student report, or click on Edit Grades for Studéntclass] from the Edit Custom Data part of
Silhouette 4. In either case, once you are emgaiades for one student, you can move ahead or
back to enter grades for other students.



If the Grades button does not appear on the studpott screen then either the Use Custom
Format box is not checked or Intermediate has eehlselected in the Edit Custom Report Data
part of Silhouette 4.

When entering grades, the following keyboard shustenay help:

Enter - move to next mark, either Grade or wodabits
Tab - move down the current column

Page Down - next student in class list

Page up - previous student in class list

As well, the < and > buttons will move to the pans or next student and the << and >> buttons
will move to the first and last students in thessla

Student Grades are automatically saved upon extiegrades screen.
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Silhouette 4 will store and then export PSR gradescomments in a format that can be read by
Turbo-School. These features are only availablenwjou are using the Custom Report Format
and are working on a term 3 class (the term idrs&dit Custom Report Data).

Important Note: The Delta Schools version doegeamit individual selection of student data to
be exported. A single file for the whole clas$ bél saved in a folder called “PSRDataFiles”
inside your Silhouette4 folder. Before exportiygl must select the appropriate school code
from the list provided.

This feature should be used to enter the year atadtdat will appear on the report card. This is
also the data that will be exported for the stugldP®R card. It is important to remember to dse thi
for each student in a term 3 class.



For intermediate students, the year end dataishaggrade assignment. This will be printed on
the final report (... assigned to grade ...) autaraky.

For primary students, the year end data are traegrasignment and the two PSR Comments.

Check to make sure the grade assignment is cotinect select the appropriate comments to be
included on the report and PSR card.

) If the student works on an IEP, select the IEProemt for literacy and no further PSR
comment is necessary.

43% 0,18

This feature will export files to a floppy disk anformat that can be imported into Turbo-School
for year end PSR Data entry. Insert a floppy distirive a:.

Select students and click on Process PSR Datéa elchers must also select their two digit
school code from a drop down menu.

Silhouette 4 will create the necessary files forbbuSchool to import the data using its Orbiter
Options and display the data on screen. Be suggamine this data carefully to ensure that it is
correct. Then click on Save PSR Data to writefiteeo a floppy disk.
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If there is already a PSR Data file on the diskj wdll be given the option of 0 thefile or
%% " 0 toit. . (For example, secretaries exporting data number of classes would choose to
append, saving them from having to switched backfarth from Silhouette 4 to TurboSchool or
from having to use multiple disks.)

¥, 1& &)  Special Education classes in Vancouver and Sduodeld not use the PSR Export
option unless their students’ grade level is idattias EU. Silhouette 4 can make this conversion
for you.
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Silhouette 4 will print student attendance dataocg@ch report card. In order to do this, you will
need an attendance file exported from your officdistrict computer. Once this file has been
imported into your Silhouette 4 folder, the attemciaoption will be available on the Print/View
Reports screen.

& ) Schools using Turbo-School (v8.09 or better) cetnag attendance export by
going to Utilities —> Export Data. Select the Explay Division option and all the default settings.
Select Format 5 - Attendance Export. Export tieetdi a floppy disk and it will be ready for use in
Silhouette.

; % O n (1] )

From the Silhouette 4 title screen, click on Studeeports.
Click on Classes Utilities.
Click on Get Attendance File.

Locate the attendance export file (The file expdftom Turbo-School is callesttLabel.dat The
attendance file in Delta Schools is nana¢indance.cgvand open it.

Silhouette 4 will copy the attendance data intoSHeouette4 folder, ready for use.

) 1. This procedure must be repeated each termsirethat the report includes up to date
data.

2. Only one attendance file can exist in a Silhtm4efolder at a time. The file contains data Far t
entire school, so that all classes can use ittHaue cannot be attendance data from two schools at
once. If two teachers from different schools atieto import attendance data, the second file will
overwrite the first. In this case, incorrect attence data will be printed if the two schools have
students with the same student number (quite JkeBjlhouette will find what appears to be a
correct student number and attendance for thetrbporg printed, but it will actually be data from
the other school.

8 """ 1%



Once the attendance file has been imported, Sitteuall automatically check the file for
attendance data for the student whose report igyh@inted by checking for the appropriate
student number. If no such student number is fo8ildouette will report that attendance data
could not be found and no attendance grid will ap@as the report.

If Silhouette finds attendance data the attendgndewill be included automatically. However, it
can be removed by clearing the Print Attendancelchex on the View/Print Reports screen.

) Silhouette will report the number of absenceslates for each month that school has been
in session. If a student was registered latemibieths prior to registration will be representethwi
dashes (-).

When you enter Student Reports and click on a ¢tdder that uses a custom report format,
Silhouette 4 will automatically check the date @fation of any attendance file it finds in the
Silhouette4 folder. If this file is older than om®nth, you will be advised that "It is probably an
old attendance file that should be deleted anchoeal with an up-to-date attendance file before
you print these reports."

) From Classes Utilities on the Student Reports aivd

1. using/ "o , You can copy an attendance file from, for exanmgpldSB drive

n n

2. using/ 4 , You can move an attendance file (that you havedsto your
desktop upon receiving it by email) into your Sillette4 folder

. using43% "o , you can copy the attendance file in your Silhta4efolder onto,
for example, a USB drive, so that someone elseopn it into their Silhouette4 folder.

. using4 "ol , Yyou can email an attendance file to someone wlad it.
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These settings are only used for reports that dasethe custom format. Custom format reports
use their own settings as required by the schatiichi.

For non-Custom Format reports, Silhouette 4 steettings for up to six report formats. Each
format should have its own name. These names, lhasviihe fonts, sizes, and margins, can be
edited to your own preferences. The six formatsdaetified by their names beside the six buttons
at the top of this window. Select any of the forsnatedit it. A group of six settings can be saved
using the Save Settings AS button. The savedgsttan be retrieved using the Load Other
Settings Button. This is useful if you use Silhb@dor non-report card assessment and need
different formats.

! ) Enter a name for this format.
8 ( ) Check this box if you want this format to be tledadilt setting. Silhouette 4

will automatically print using the default formatlass another is selected. This box will
automatically be unchecked if another format iecield as default.

* 0 ) Settings are measured in centimetres. Noticelilea¢ are separate settings for page one
and page two. The page two settings will be usedudbsequent pages also.

,% N) Select either letter or legal for this format.



,O#" % ) Use these settings to print a border around yootqut. The choices are:
None, Box, Top line only, Bottom line only, Top aBdttom lines. The border line can range in
thickness from 1 (thin) to 5 (thick).

) The Page Border options are only available whem page one and page two margins are
identical to each other. If they should differ, ®@ge Border Options will be ghosted out.

I 8 % ) Use this area to note any information about thisht. It is for your
reference only.

! 0) Select the font and size for each of these it&iisouette will not permit printing
or viewing if any of the fonts of the selected fatrare not properly set. Note: Only the font name
and size will be used by Silhouette. Style settifigs bold, italic) will be ignored.

&% & # ") Select this box if you wish to have the topic arekentified in bold print
(recommended).

,0 ) Select this box if you wish to feed second pamasually. This is necessary if the second
and subsequent pages have a different format kieafirst.

Clickon'2 " 0 to save printer settings, or Cancel to abortdpisration.
& %)Many Silhouette users prefer to set up one rdparat with a small font and one with a

larger font. This way, longer reports can be pdntgth one format while shorter ones could be
printed with another format.
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In the Silhouette 4 Utilities, you must choose adwtwo methods of email from within
Silhouette 4. Most teachers will select the Wiksoethod.

*1& & &4) Vancouver teachers - the SMTP address for allasministration computers
in Vancouver schools is stargate.vsb.bc.ca. Atdawmer schools you will not need (or be able) to
use the method below.
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1. First, find your SMTP address: In Outlook Expresck on Tools/Accounts (for Mozilla
Thunderbird see below)

2. Next, double-click on your account in the list

3. Select the Servers tab and note the Outgoirih(BMTP) address. You will enter this address
into Silhouette 4.
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4. Close Outlook Express and run Silhouette 4.
5. On the Student Reports screen, select any atabthen click on Email This Class Folder.

6. Enter your SMTP address, your name (Sender’sd)lamd your email address (Sender’s Email
Address) (Note: these will be automatically saveg@u won’t have to enter them again.)

7. To check that all is working well, email thessao yourself. Notice that you can add a personal
note in the editbox at the bottom.

*P;++ &5.841#;18) & % " 2 -
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1. Select Tools/Accounts from the top menu



2. Select Outgoing server. Note the Server Naroe. Will enter this address into Silhouette 4.

3. Close Thunderbird and continue with the instounst 5 to 7 above.
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The schoolwide date file for use in SilhouetteCH &ithouette4 is the same Turbo.dat file that
ClassList Printer has used to create classlist fdebe transferred to the reporting software. With
Version 1.5 of SilhouetteCE and Version 4.5 or &ilktte4, the intermediate step that is ClassList
Printer is no longer necessary. Either the Turlidilgafrom TurboSchool or the Master.dat file
that is inside the ClassList Printer folder maycbpied into the SilhouetteCE or Silhouette4
folders and will function as the schoolwide date.fi

0% & " () " -&
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1. In Turbo School, go to Utilities and select 2p&rt Data.

2. Select E. Edit the Format: Select a blank foramat enter the following elements to export
(some element numbers may differ):

6 Division

1 Last Name
2 Given Name
3 Name Used
4 Sex

5 Grade

43 Com#

74 PEN

46 Teacher
47 Room

Once the above ten fields have been entered, yguagthany number of extra fields. These will
be made available for printout in ClassList Prir{iéote: these extra fields are ignored by
SilhouetteCE and Silhouette4). Be sure that thexena commas in these additional fields.

3. Cursor up to change the following:

Drive --> A (the letter of your floppy drive) or @&hichever you prefer

Filename --> Turbo.dat (actually any file name wlil. Turbo School saves its files with the
suffix .dat)



Title--> ClassListPrinter (this is the title forishrsave format)

4. Press <F2> to save this export format.

#43% 0 & " ( < "' ( =)
1. Exit to Utilities, and again select Export Datal then select 3. By Division.

Most of the defaults that follow should be accepted
Starting Division: 1

Ending Division: (your school's last division numpe
Split the Grades? Y

Split the Sexes? N

Include withdrawals? N

Date for determining enrollment? (current date)

2. Select the format of the destination: sele@atabase (commas and quotes)
3. Select form to export: select the ClassList fgou saved in #4 above
4. When Turbo School asks for a drive letter, etiterdrive you may wish to save the Turbo.dat

and Common.vec files onto, for example, your CrelriChange the target drive as desired. Turbo
will then save the file.

/ 0 <& n : n n ( 1 4 1
1. Exit Turbo School, enter SilhouetteCE or Silhtesk
2. Enter Student Reports and click on Classestitédi

3. Click on Get Schoolwide data file. Locate thebitudat file you just saved and click on Open.
The file will be copied into your Silhouette fold@nd be available as the schoolwide data file.
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Silhouette 4 (as of Version 4.5) supports Windowstd/and behaves in identical fashion to other
Windows editions except in one way, the UAC (sdewsg It will install by default in the
c:\Program Files folder just as it always has f@vmpus versions of Windows. A manifest file
included with the upgrade and install for Silhoaettelevates Silhouette 4 to administrator status
so that it is able to save comments and studenttemto the Program Files\Silhouette4 folder
successfully. with this manifest file in place, whgu run Silhouette4, Vista brings up the UAC
window for tyou to confrirm that this elevationakay.

UAC stands for User Account Control, and is a neausity feature of Windows Vista. Instead of
forcing us to create separate administrator armdlatal user accounts to helps keep our system
secure against virus and malware threats, UAQUIetsse just one user account, but play two
different roles with it: the role of a standard ke the day-to-day tasks, and the role of the
administrator for system maintenance, when needed.

When you use the computer for the regular taske fhecking email or editing documents), the
standard user identity is used. Only when you gitémdo a system maintenance task (like
installing new software, or changing settings #fégct other users) or run software that requires
access to areas that Vista considers sensitive A€ temporarily puts the administrator's hat on
you and (with your permission) allows you to penfidhe task. When the task is finished, UAC
returns to using your standard user identity. Ehaliat all those elevation prompts are about: they
ask you to confirm that you are about to perfortask that requires elevated (administrative)
access to your computer.

Silhouette4 requires elevation to administratatust because it saves data into the Program Files
folder. This is what you see the UAC advisor edtietyou run Silhouette 4.



Credit: some of the above text are paraphrasesxofromhttp://www.tweak-uac.com
http://www.tweak-uac.com, where you can get Tweaklfee software that allows you to run
UAC in 'silent mode'.



