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1. Using the Keyboard

When using SAINT, it is possible to perform most functions using the keyboard instead of the mouse. This makes using SAINT quicker and more comfortable. This section of the document will introduce you to a few tips on using the keyboard in SAINT.
1.1 Switching Between and Navigating Around Screens

When using multiple screens in SAINT, you can switch between them using the keyboard: Hold down the <Ctrl> key and press the <Tab> keys. This will bring the screen behind the one you are currently using to the front. Pressing <Ctrl> + <Tab> will bring the next screen to the front, and so on. 
To move forward between fields in SAINT, use the <Tab> key. To move back to a previous field, hold down <Shift> and press <Tab>. 
1.2 Function Keys and Keyboard Shortcuts

The toolbar at the top of the SAINT window (figure 1.2a) offers shortcuts to commonly used features, in a similar way to Word or Excel. 
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Figure 1.2a – the SAINT toolbar

It is also possible to use keyboard shortcuts for most of these functions. Each icon, its function and the keyboard shortcut is listed in the table below.

	Button
	Function
	Keyboard Shortcut
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	Clear
	<F12>
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	Retrieve
	<F5>
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	Save
	<F6>
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	Print
	<F11>
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	Message
	<F9>
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	Add record
	<Ctrl> + <N>
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	First record
	<Ctrl> + <Page Up>
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	Previous record
	<Page Up>
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	Next record
	<Page Down>
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	Last record
	<Ctrl> + <Page Down>
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	Cut
	<Ctrl> + <X>
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	Copy
	<Ctrl> + <C>
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	Paste
	<Ctrl> + <V>
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	Clear field
	<F7>
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	Zoom
	<Ctrl> +<Z>
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	Help
	<F1> for contextual help or <Ctrl> + <F1> for manuals


Table 1.2b – toolbar function and keyboard shortcuts

On the SAINT website, there is a keyboard template that you can cut out and stick above your function keys to remind you which key performs which function.
1.3 Using the Alt Key

Pressing the <Alt> key when using SAINT will underline a letter in each of the words on the menu bar (figure 1.3a). You can then use the underlined letter to access that particular menu – so for example to access the Misc menu, press <Alt> then <M>.
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Figure 1.3a – underlined letters on menu bar after pressing <Alt>

Each of the options in this menu will then have a letter underlined (figure 1.3b), which can be pressed to access the function.
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Figure 1.3b – underlined letters in the menu – press the appropriate letter to access the function

So in this example, to access ‘Print Screen’, press <Alt> then <M> (for Misc) then <P> (for Print screen).
2. Load Last Profile
If you have done a retrieve (for example of a particular student’s records on the SMR screen) and then cleared the screen, it is possible to re-use the same details without having to type them in again.
Go to Misc ( Load last profile (figure 2a)
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Figure 2a – Misc ( Load last profile

Click on Load last profile, and the screen will be completed with the data you previously entered (figure 2b)
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Figure 2b – Your last entered data
3. Quick Analysis
Quick analysis is a mathematical tool built in to SAINT. There are two ways of using it: as a counting tool (e.g. to count the number of each value in a field) or as a cross-referencing tool. Quick Analysis is accessed by going to Misc ( Quick Analysis.
3.1 Example 1 – A Mathematical Analysis

In this example, we’re going to use the counting tool to count the number of students on each route code within a course code. 
Open the SCE screen and enter your course code and year. Retrieve the records, then place your cursor in the field you want to analyse – in this case, the route field (figure 3.1a).
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Figure 3.1a – cursor placed in the field to be analysed
Go to Misc ( Quick Analysis (figure 3.1b)
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Figure 3.1b – Misc ( Quick Analysis

The Advanced Quick Analysis Selection Screen will be displayed (figure 3.1c). Ensure ‘Mathematical Analysis’ is selected. ‘Field’ will already be completed with the name of the field you highlighted earlier. Click ‘OK’
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Figure 3.1c – the Advanced Quick Analysis Selection Screen

After a few seconds, the results of the analysis will be displayed (figure 3.1d).
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Figure 3.1d – results of the quick analysis

3.2 Example 2 – A Cross-reference Analysis

In our second example, we’re going to use the cross-reference analysis tool to see how many students were on each route code in each academic year, again using the SCE screen. 

Open the SCE screen and enter the course code, block and C* in the enrolment status. Press retrieve – this will retrieve all students matching the criteria, regardless of year. Highlight one of the fields you want to analyse (in this case, either year or route) then go to Misc ( Quick Analysis (figure 3.1b). This time on the Advanced Quick Analysis Selection Screen, select Cross reference analysis (figure 3.2a). 

Field 1 will be completed with the field you highlighted earlier, and field 2 must be completed by you. To find a field code, click in the field on the SCE screen then press F1 or click the Help button. The field code will be displayed (figure 3.2b).
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Figure 3.2a – the Advanced Quick Analysis Selection Screen
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Figure 3.2b – finding a field code by using F1/Help

Click ‘OK’ to run the analysis. After a few seconds, the results will be displayed (figure 3.2c).
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Figure 3.2c – result of a cross reference analysis.
4. Sorting Records
When working with records in SAINT, it is possible to sort them: for example alphabetically, or by academic year and/or semester. The sort function is accessed by going to Misc ( Sort. 
4.1 Example 1 – Sorting by one criteria

In this example, we will sort student records in SCE alphabetically.

Open the SCE screen, enter your criteria and retrieve the records. Click in the field you want to sort by – in this example, the student name (figure 4.1a).
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Figure 4.1a – retrieved records, with cursor in the field to sort by
Go to Misc ( Sort (figure 4.1b) and the Sort box will appear (figure 4.1c). The ‘Sort by Field…’ is the one you have already selected by clicking in it. Choose ascending (i.e. A-Z) or descending (Z-A), then click ‘OK’
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Figure 4.1b – Go to Misc ( Sort
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Figure 4.1c – Sort selection screen

After a few seconds, your retrieved records will be sorted in the specified order.

4.2 Example 2 – Sorting by multiple criteria
This example will look at sorting records on the SMR screen by year, then by semester. 

Open the SMR screen, and retrieve a student’s records (figure 4.2a). Click anywhere in the year column to select it. 
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Go to Misc ( Sort (figure 4.1b).
The sort box will appear (figure 4.2c). This time, the first ‘Sort by Field…’ will be completed with the field you selected earlier. On the next row, the ‘Then by Field…’ is followed by a drop down box. Scroll through the box until you find the correct field – in this case, Period Slot Code. Click ‘OK’ to sort the records.
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Figure 4.2b - Sort selection screen when sorting on multiple criteria

After a few seconds, your records will be sorted in the specified order.
5. Dropping Records
When working with large numbers of records, it is possible to ‘drop’ records you are not using. This does not delete the records, but simply removes them from the set of data you are working with. The drop records function is accessed by going to Misc ( Drop Records (figure 5a).
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Figure 5a – accessing the Drop Records function

When using the drop records function, you are offered a number of options (figure 5b). First, select whether you want to drop records (i.e. remove selected records from your retrieve) or keep records (i.e. remove everything except selected records).
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Figure 5b – the Drop/Keep records screen

Once you have chosen either Drop records or Keep records, you need to specify which records you want to drop/keep. 

Here you have three choices: 

· Current record (figure 5b) – drops/keeps the record currently displayed on screen only

· Range of records (figure 5c) – drops/keeps the records numbered as shown

· Select by value (Figure 5d) – drops/keeps the records according to the criteria specified. 
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Figure 5c – Selecting a range of records to drop/keep
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Figure 5d – Selecting records to drop/keep by criteria

6. Wildcards
SAINT has a number of wildcards which can be used when searching for records. Most users are aware of the ‘gold star’ wildcard, which stands for ‘any character’ when searching, but there are a whole range of wildcards that can be used on their own, or to build up more complicated searches. 

To enter a wildcard into a field, right-click and select Insert Wildcard (figure 6a). 
[image: image39.jpg]Studert code:

Forename used Clear Field
Inkials -
Fullname s
Date of birth paste

Name of next of kin
Print Field
ucasd,

HESAd,

Stu support no.
Research Councl

—l—l o

Help

|

Fes status J—

EAresidence [
Employer —

Sumame |

any characters (*)
#Any single character (7)
or()
and 8)
Mot (1)
Equal To .
Not Equal To (1=)

Greater Than ()

Grester Than or Equal To (>=)
Less Than (<)

Less Than or Equsl To (<=)
Gold Semi Colon ()





Figure 6a – Inserting a wildcard by right-clicking

The wildcards available in SAINT are as follows:

	Wildcard
	Function

	*
	Any characters

	?
	Any single character

	|
	Or

	&
	And

	!
	Not

	=
	Equal to

	!=
	Not equal to

	>
	Greater than

	>=
	Greater than or equal to

	<
	Less than

	<=
	Less than or equal to
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