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COPYRIGHT

The University of Bradford retains copyright for this material, which may not
be reproduced without prior written permission

SAINT screen shot(s) reprinted by permission from Tribal Technology
Limited

Business Objects screen shot(s) reprinted by permission from Business
Objects UK

Microsoft [Excel] screen shot(s) reprinted by permission from Microsoft
Corporation. Microsoft is a registered trademark and Windows is a
trademark of Microsoft Corporation

The SAINT team welcomes feedback on its documentation. Please email
any comments on the content of this document to saint@bradford.ac.uk

For other SAINT documentation please see:
http://www.brad.ac.uk/admin/SAINT/traindocs.php
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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.

ITEdS kel 4| dananrE | @

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
Clear <F12>
B
" Retrieve <F5>
L
H Save <F6>
Print <F11>
=
4 Message <F9>
e
. Add record <Ctrl> + <N>
P
M First record <Ctrl> + <Page Up>
4 Previous record <Page Up>
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b Next record <Page Down>
Last record <Ctrl> + <Page Down>
Cut <Ctrl> + <X>
&
Copy <Ctrl> + <C>
=3
Fet Paste <Ctrl> + <v>
- Clear field <F7>
j_;- Zoom <Ctrl> +<zZ>
<
il Help <F1> for contextual help or
i <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.
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1.3 Using the Alt Key
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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>.

Wi SAINT - Test System - data
| File Edit Misc Help

JGd I & | hpk

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.

HESAINT - Test System - data copied fro

File Edit | Misc Help

B Lj = Clear screen

Prink screen

Crl4+-P

Meszage Chrl--mM

Print Meszage

ik Analysis
Sark

Drop records
Set IO Level

Save profile
Load last profile
Select Profile

My personal notes

Projects

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).
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Page 6 of 18



2. Load Last Profile
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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)

AlF: SAINT - Test System - data copied from Live 24th Sept {
File Edit Goto | Misc Other Current Al Help

Clear screen ol
JE d S & 33
————  Printscreen Chrl4+P b
4 student Mod
ACRTAN] M?ssage L = |
Ptint Message
CAMD4
ik fnalysis
1 of  Sot T USE THIS SC
Drop recards
Set 'TO" Level
Student (SPR)  w Save profile Oce Lev

I— Load last profile I | I_

Select profile

Iy petsonal notes

Projects »

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)

AIESAINT - Test System - data copied from Live 24th Sept (

File Edit Goto Misc ©Other Current &l Help

5 dS S kW 4 0 M | & 23

# student Module Result

ACREYANL
CANOY
1 of 0 I ARMING!H - DO MNOT USE THIS 5C
Student (SPR) Wear Prd Module oo Lew
[o===- | | | | [

Figure 2b — Your last entered data
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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).

_alC EL= | Welghted S0mM=s | Highers taken | Fossible l

Planned hrs SUMS |_ Weighted ELS SLIMS |_ A levels baken |_ Missed |_E
Ext learn supp I_ Ink, of study I_ Follow-up survey? [~ SDSdata? [

Mext SC1 code QEM code I_

Prograrime IIBECH BEMG COMPEMATH Route SOFENG]

Mext programme LIBECM BEMG COMPEMATH Mext rouke SOFEMG

MR & | prary—= 1 S kA D hlmnck blarls | R R S o =

Figure 3.1a — cursor placed in the field to be analysed

Go to Misc = Quick Analysis (figure 3.1b)

HIE:SAINT - Test System - data copied from Live 24th
File Edit Goto | Misc ©ther Current Al Help

N Clear screen Flz
JdJd 3 : d
———— Print Screen Chrl+P E
4 student Cou -
ACRYAN] ';“‘f’s::qge S Y
tink Message
SRS01 . e En
Quick Analysis
1 aof Stk ords
Drop recards
=07 cade IE Set IO Level E——
Course E v Save profile R

Bk gedr I5 Load last profile

Select profile

Department [IMG
My personal notes

Course group DER

UDS code Projects r
—

Faculky lINF IMFORMATICS-

Figure 3.1b — Misc = Quick Analysis
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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’

HIESAINT - Test System - data copied from Live Z24th Sept {evening).
Fle Edit Misc Help

= e O I I O I = i o o )

AL ) Advanced Quick Analysis - Selection screen Y ] 1|
SRE Analysiz of field ROU_CODE ROU - Route (ROU) code.

(% Mathematical analysis (Min,Max, Average)
(~ Cross reference analysis

" |Field  |ROU_CODE ROU Route (ROU) code

¢

[ [~ Discard retrieved records after processing

£ [~ Group values case sensitively

L

" | Masimum processing time in minukes I e E

E

" — -

r 1\.9 Cancel @ Ok

I

(b iop e e e T TS T T

Figure 3.1c — the Advanced Quick Analysis Selection Screen

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

AIE SAINT - Test System - data copied from Live 24th Sept {(evening).
File Edit Misc Help

DS &l ki 4 b | &#2B80K | @

| 4 Quick Analysis - Results =10l x|
alue | Court | Perc |
Results for field: ROU_CODE ROU |BSCMSG | 3 1.86%
Route (ROL) code BLISCOM 15 9.26% |
COMINE 3 5.56%
Total records 162 COMSET 22 13B8% |
Unique records 16 COMSYS 13 8.02% |l
ICTINF 17 1048% B
Total values 1] TCTLAW 10 A7z |
Unique values TCTHAN 16 9.88%
Wi value BSCMSG ICTMED 70 4wz
Maximum value SOFENG ICTMKT 12 Mz [
Total value ICTPSY 1 062z [
INTCOM 3 1mmx |
Average value MCCOMP 1 06z% F
Sk, Dev. (Sample) MULCOM B 370% [
Median value ROBOTI 9 556% |
Made value SOFENG 1B 11.11% |
Mode frequency E
¢ Egport @ Ok

1 = - =

Figure 3.1d — results of the quick analysis
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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).

# Advanced Quick Analysis - Selection SCreen =10 x|
Analysiz of field &YR_CODE.AYR - Academic Year (AYF) code.

{~ Mathemnatical analysis (Min, Max, &verage)

{+ Cross reference analysis

Field1 |avR_CODE.AYR Academic Wear (A%R) code
Field2 |ROU_CODEROU Route (ROU) code

[ Discard retrieved records after processing
[~ Group values case sensitively

Maxirmum processing kime in minukes I 2 E
-.;4) Cancel l\;l Ok

Figure 3.2a — the Advanced Quick Analysis Selection Screen

— i

FIELD: ROU_CODE.ROU

ROUTE (ROU) CODE (SCE_ROUC.SCE.3RS)

The student’'s CAMS route. This field will normally be completed by transferring
the data from the student's CAMS SPR record using the appropriate option
from within the CAMS SRS Administration menu (CAS). It is required an the
SCE record for the HESA return and the transfer from CAMS therefare should

nat talea mlaca nntil thia Aata e ctahls

Figure 3.2b — finding a field code by using F1/Help
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Click ‘OK’ to run the analysis. After a few seconds, the results will be displayed (figure
3.2¢).

# Quick Analysis - Results =10] %]

Analysiz of field A%ERE_CODE AYE (Academic Year (AYR) code) vs. ROU_CODE RO (Route (ROL) code)

~Presentation Display Mode — 7 Rowsort ...
Row= (¥ AYR_CODE.AYR - Academic Year (8YR) 0| (& Number of records {* Code % fAscending 3 ¥ oo
il iz ; =gl |
" ROU_CODE.ROU - Route (ROU) code { rkarinn ok Eokbtokal " Total ™ Descending
Fonk |C0urier,8 ;I - F ol | ~Calumn sork ..,
Percentage of Column kaka .
Forrnak ? EEXT [~ Show Zero values? = {* Code {* fAscending Colurnn Width
Hem +
 Chart [¥ Show Percentage? " Percentage of Grand total " Total " Descending I [3 E
| T T e -
|ROU_CODE.ROU - Route (RO code
| = o R R o R $m—mm e R R R R R -
|AYE_CODE.AYER |BESCHMIN|BECHMECG | BUSCOM| CHMMETIN | COMINF |COMPTN | COMSCT | COMSYS | CYVIWER|DCOMMA | FOUINF | ICTINF|ICT
|icadenic Year (ATR] codel | | | | | | | | I1TZ | | |
T e e o R I o R R o R o o e R -
|2002/3 | 7 | 33 1 | 31| | 82 | | | | | |
|Z00374 | | | 4 | 25 | 25 | | 3 | | | | | |
|Z004/5 | | z0 | 1z | 1z | £ | 29 | | | | |
1200548 | | | 20 | 3| 11 | | 39 | | | | | |
| 200647 | | 9] 15 | 3] 14 | | 21| 1&g | 3| | |16 |
200778 | | 31 19 | | g | | 23 | | | | | 15 |
|Z00&/2 | | 21 14 | | =l | zZ0 | =l | | | 1a |
|z00%/0 | | 31 | | 4 | 11 27 1 N | 3| 11 7T e
|========================+======+======+======+======+ + + + = +
| TOTAL | 71 Bl | 1EL | 43 | I I | I
ittt bt Eke ity F=rs—= S e bk Tt Fo=—r = == + + + + +
1]

Figure 3.2c — result of a cross reference analysis.
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4. Sorting Records
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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 2>

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).

I SAINT - Test System - data copied from Live 24th Sept {(evening).

File Edit Goto Misc Other Current &l Help

JSdd & | ke 4 b W |

4 2@ACT | @

Last Updated: 26™ January 2010

£ student Course Block Enrolment -0 x|

ACRYANI] SAINT - Test System 2647 an/2010
SR201 Course Enralment Detail (SCE) SR3_BCE

245 of 1156  Student Enrolment (SCE) records UDF

SClcode | jeHaKES=— Seq number ||:|1 Gend fSTU M SO ]

Course ChILGDP L COMP PART I Crse block |1 Forename P Sy

Acad vear |2|:||:|2.|‘3 200252003 DCCurrence |,ﬂ-. [.o.B, 200eciS

Department ICM COMPUTIMG Batch IEIRANDNEL-"J

= e e T o

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’

AlE SAINT - Test System - data copied from Live 244
File Edit Goto | Misc Other Current Al Help

L Clear screen Fiz
LM Print Screen Chrl+P
ACRYANL e CHEHEE 1.
SRS Prink Message SEl
Quick Analysis L
245 of { Sort iords
Drop records -
23 code IE Set 10" Level =]
Course E v Save profile i
Acad year ﬁ Load last profile
Select profile Bl
Department MG
o IMy personal notes e
UDS code Praojects 3

Page 12 of 18



Advanced Users

Figure 4.1b — Go to Misc = Sort

_ioix]

Sort entity Student Course Block Enralment (SCE)

~Sort by field ..,
=CE_=RTH.=CE - o name ¥ Ascending

{ Descending

~Then by Field ...
f(Mone) =] & fscending
' Descending

= Then by held ...
||:N|:|nej =] & fscending
" Descending
l\,_;::l Cancel .__} Ok

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.

_lnix
ACRYANL SAINT -Test Systemn 26/Tand2010
CAND4 Student Module Result Status (SMR) CAM_EME_1
L of 18 UWARNING! - DO NOT USE THIS SCREEN TO AMEND RESULTS - ONLY USE TO DELETE, IF APPROPRIATE!! UDF
Atmpk - - Ack - - --Aar - - Skatus Cur
Student (SPR)  Year Prd Madule ol Lewvel CuiCa Mark Gr Mark Gr Crdks RE  SAS PRC Pro  Scalng Status Identifier SCE Details
e [ove [sEmi [omoiisl [a o [rf 512 | [stz f Jzooo o Ja Jo fcom =] — | E
20075 [SEMi  [cwmOt1eD & i R [5e5 F (98 [ [Jo00 P [o] [ Jcom] =] o o1
207 [sEMz  [omoiito [a i [ [ara p Jara | Jzooo o Ja Jo Jcom = — W&
20075 [sEmi  [cwozozm [ i frp [7s0 [0 f Jwoo o [a [& [com = — o1
20078 [SEMz  [cwoziid [ i frp [ss0 [0 [ Jwoo P [& & Jcom = r— o1
20088 [seMz  [cw03n4D | [a | |2 frp [sa0  [ss0 f [aooo o [a [& fcom =] = 0z
200858 [sEmi  [cwoaosl | a2 Fp [se7 [ [ss7 [ | Jzoo0 P &1 Jo 1) Jeom] =
T brnas =Rt onnentm 2 B T Tant e sn1 p Tanon e Ta Ta Teom = = >

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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ShiR_LDFLSMR - User Defined Field 15

al " Descending
|| ShR_UDFJSMR - User Defined Field 19

=10] x|
Sort entity Studert module resut (SMRD
~Sort by Field ...
|AYR_CODE ANR - Academic Year code ;l * Ascending
{ Descending
~Then by field ...
(Mone) =] & fscending

SMRE_UDFK SMR - Uzer Defined Fisld 20 ;
SMR_USCD .SMR - Unzcaled Mark & fscending
SMR_ISCG SMRE - Unscaled Grade

" Descending
ShR_ISCM SMR - Unscaled Mark

ShR_WALC SMR - Walidsting Baody cade

ShRE_WRMNOSMR - Year of entry O Ok
SPR_CODE.SMF - SPR Code = T

Figure 4.2b - Sort selection screen when sorting on multiple criteria

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

Last Updated: 26™ January 2010
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5. Dropping Records

When working with large numbers of records, it is possible to ‘drop’

Advanced Users

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
(figure 5a).

HIE SAINT - Test System - data copied from Live 24t
File Edt Goto | Misc Other Current Al Help

o Clear screen F1Z
#@I.ﬂ Prink Screen Ctr+-P &
ACRTANI ESEE ETRE /T
SRa01 Frink Message it
Quick Analysis
1 of ;. Gort ords
Drop records
=1 code ﬁ Set 'O Level z
Course IE ' Save profile R

Acad year IE Load last profile

Select profile

Department NG
My personal notes

Course group DEF:
UDS code Projects » |PROCI
Faculey {3 INFORMATICS-

Misc - Drop Records

Figure 5a — accessing the Drop Records function

When using the drop records function, you are offered a number of
First, select whether you want to drop records (i.e. remove selected

options (figure 5b).
records from your

retrieve) or keep records (i.e. remove everything except selected records).

ﬁ Drop/Keep occurrences

=10l

Crop Student Course Block Enralment (SCE.SRES) recards.

(+ Draop records
" Keep recards

{* Current record
" Range of records
{ Select by VYalue

\:ﬁ Cancel l\_,;

ok

Figure 5b — the Drop/Keep records screen

Last Updated: 26™ January 2010
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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:

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

e Range of records (figure 5c) — drops/keeps the records numbered as shown

e Select by value (Figure 5d) — drops/keeps the records according to the criteria
specified.

_loix)

Drop Student Course Block Entolmernt (SCE SRS records.

(* Drop records
LT Keep recards

| Current record

(% Range of records Fram |1 E To |14?8 E

™ Select by Yalue

@ Cancel @ Ok

Figure 5c — Selecting a range of records to drop/keep

=

Drop Student Course Block Enrolment (SCE.SRS) records.

* Drop records
~ Keep records

| Current record
{~ Range of records
i+ Select by Yalue

|+ Single field |SC.J_CODE.SCJ - Studert Course Join code (SCE_SCJC SCE) ;'
T Ay Field
| Mode  [Contsins |
Yalue |
@ Cancel @ Ok

Figure 5d — Selecting records to drop/keep by criteria
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6. Wildcards
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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).

Student code
Forename used
Initials

Full name

Date of birth

Mame of next of kin

Clear Field

SUFnAmE |

_uk

Copy
Paste

2er

Title I
ame |

—

Insert Wildcard

ary charackers (*)

LICAS id,
HESA id.
Sku support no,

Research Council

—l—l I |

any single characker (1)

Print Field or (1)

Help And (&)
I Mok §17
I— Equal Ta (=)

Mok Equal To (1=)
Greater Than [=)

Fee stakus |

LEA residence |

Emplayer |

Greater Than or Equal To (==]

Less Than (<)

Less Than or Equal To {<=)

iaold Semi Colon ;)

Figure 6a — Inserting a wildcard by right-clicking

The wildcards available in SAINT are as follows:

Last Updated: 26™ January 2010

Wildcard Function
* Any characters
? Any single character
| Or
& And
! Not
= Equal to
I= Not equal to
> Greater than
>= Greater than or equal to
< Less than
<= Less than or equal to

Page 18 of 18



