Attached is your student database information. Here are the instructions for setting up to do your Fall2011 updates.

First you need to make sure you have the correct shell. You’ll need to download it from the EVS website. Here are the instructions:

1. Open your “Documents” (Mac) or “My Documents” (Windows) folder. If you see a file named “Fall2011” please delete it.
2. Go to the EVS Website Teacher page, http://edvisionservices.org/For_Teachers.html. Below the calendar is the link to download the Fall2011 database shell.
3. On a Windows PC, right click on the link and select "Save Link As...". On a Mac, hold down the "Control" key and click on the link and select Save Link As...". In the save dialogue box that comes up, navigate to your Document folder and save the shell. It will be called “Fall2011.fp7”

Now you are ready to download and import your data. Please make the appropriate updates and send the data back to your supervisor. Make sure to update keyboarding information and complete the progress reports. In addition there are a few new fields. On the IEP page there are 2 fields relating to student graduation. Please mark Yes or No in the Graduating This Year box. In the Anticipated Graduation Date box, just enter the month and year. It is required for high school age student but if you want to enter it for younger students, feel free to do so.

To import the data into your shell:
1. Download the attachment to you computer. To do this right click on the name of the attachment (Mac users, click on it while holding down the control key). In the menu that appears, select "Save link as..." and save the file to your computer.
2. Open up the Fall2011 database shell. Click on the Import/Export Data button along the top the database window.
3. Click on the Import Student Data button.
4. Navigate to where you saved the file in step 1. Click on the Open button.

If you are missing any students, contact me and I will send you the student's data. IF you have a student who is not on your caseload, you can delete the record.

[bookmark: _GoBack]Once you have finished your updates and your progress reports, you need to export the data and email it to your supervisor. Make sure you export it first. DO NOT EMAIL THE ENTIRE DATABASE!!! To export & email your caseload data:
1.      Click on the Import/Export Data button along the top the database window.
2.      Click on the Export Entire Caseload button.
3.      In the “Export Records to File” dialogue box that comes up, type your name in the Save As (Mac) or File Name (Windows) field. 
4.	In the "Save as type:" (Windows) or "Type:" (Mac) field, click on the down arrow so it says "FileMaker Pro"
5.	Select the desktop as your save location.
6.      Click on the Save button.
7.      Log into your email.
8.      Create an email to the your supervisor
9.      For the Subject, write “My database” followed by your name.
10.      Click on the paperclip icon along the top of the email window to add the attachment. Click on the Browse button and select the database export file you just created – it should be called “your name.fp7”
11.      Click on the attach button. Now click on the send button.

If you have any questions, contact me. I will post these instructions on the EVS website.
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