ETS-Foothill-De Anza CC District SARS TRAK Quick Guide

Using SARS TRAK in the Fitness Center

Important Information

Students can only check-in once per day.

Students can only check-in for one class per day.

Students cannot check-out before completing 29 minutes in the lab. A student who checks-in and
then leaves can be checked out by the instructor in the lab (instructions can be found in the next
section, step 8).

Students who forget to check-out will be credited with 29 minutes.

Students will be limited to 135 minutes (2 hours and 25 minutes) per day.

To View Students Currently Checked-in

1.

N

The instructor system behind the desk in the Fitness Center should be logged in to Remote Terminal
where SARS is running.

Click on the TRAKAdmin icon @ TRAKAdmN to open QUK ENRS b Bafahiise

the tool bar. | L E 1 [ H
You will be asked to enter your SARS login ID and % jl

Manisa Enkry
password. Student Mantenance
Click the Manual Entry button (second to the left). Students currendy checked-n

Click the last option, Students currently checked-in.

At the bottom left of the pop-up window, select the

application you wish to monitor. Most users will only be able to

see the application they are assigned to. The name of your application is “FITCENTER’.
The list automatically

refreshes every sixty Students Currenthy Check-in
seconds. However you can Studeriz Name Check i Tie | Butan Selected] Corse arFesson Selected | Tui
also click the Refresh ]

i 11184M OpenLsh aFEN
button. G —— 094980 Selectd Class  ALCAF2M

— = 1030 AM  SelectAClass  ALCAFZM
To check a student OUt, i = 10:58 ikl u:,E:;__,bl.- y OPEN =

s R = 08:41 &M Open Lab OPEN
highlight the name and il = 11194M Sclectd Class  ALCAF200
then click the Checkout
button. ;
Applisalion [—— s =] Befiesh | Checkout i Cloze

Manual Entry of Student Hours
If the network goes down and

students are not able to check in using
the SARS terminal, they will need to record their time

- Select Application

on a piece of paper. When the network is restored, Application
the times recorded on paper will need to be entered |Fitness Center
into the system. Here are the steps:
1. Click on the TRAKAdmin icon to open the tool Buttan
bar. IEIa&s
2. You will be asked to enter your login ID and
password. Lancel
3. Click the Manual Entry button (second to the
left).
4. Click the first option, Manual Entry.
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Select “Fitness Center” for the
Application and “Class” for the
Button. Click OK.

A window will pop up where you

can enter the student’s ID or

name or even part of a name. In

the example to the right, |

entered “Susan”. Clicked the

Search button and a list of

students named Susan will

displayed for me to pick from.

Once the correct student is

selected, click OK and then the

Add button at the bottom of the
window to enter the student’s

time manually.

You will select the day and start

and stop times. The system will
calculate the duration for you. Make
sure the current term is selected and
check the Check-in Box if the student
checked in manually.

In the Courses/Reason area, select the
course, PHED F045, and section these
hours should appear under. Only the
section the student is enrolled in will
display. Then click the Save button.

%M

anual Student Activity Maintenance

‘ Application: Finess Canter

Buttor; Clazs ‘

— Enter 1D or Name to find a Student

Student IC MName 5
I iSUSAN Clear
Activity Dahel Start
Select student from kst Then Click 0K
Student I I Birthdate I Studant Mame | Home Phone | Contar AI
== (. T— === (650 E
i — oo== G (650) .
1 0= == (650) ===
i — 1 (== (650 H—
1 12 C [650)
1 1 - —_— [408) ¢ 408 3,
L — 5 — [E=————e [B50) ===
el -— — i = - rAnon
<
Activity Date Sk
AR [F Ok |

E{j Manual Student Activity Maintenance

‘ Applicatior: Finess Center Button: Class |

[ Enter ID or Name to find a Student -
Nams

s

Activ'lgDalel SIarlTimsI Stap Time Duratiml Feason Code | Course | Section # Dhscksdlnl Chg |

There are no items to show in this view.

| [BimManual Student Activity Maintenance

Application: Fitness Center

Buttore Class

~Entes ID o Name to find a Student
Student ID

Name

[r===

fw

Actiity Date

Activity Date | Stat Time | S
124322

Time | Duwation | Feason Code | Course

0501 AW 10:01 &M [=1] PHED FO45. 03 Yes

Start Time Stop Time Durstion - Couess/Feasons

IT | Check

[rznzniz =] Josoaed = Josios e =

Section # | Checked In

Activity Date Start Time Stop Time Duration] —Cou /Reasons:
- - a ¥ =
f1277 2012 =] Joz51 v =5 [oa51 P = [60 cowem [Sesion
Teim | FHED FO45. L]
F Therkadiri |201 321 (9242002 - 1241 472002) _;I =l

Delete Cancel | Cloze [

10. Click Clear to select another

Course/Aeason
Tem

[em3et @aarzmz 12naemz 7]

Section

student and Close when you have completed
all of the manual time entries.

11. You can also use this screen
to delete or change an entry. Simply

highlight the entry you wish to modify or

delete. Note in the example above, the Chg

1/3/2013

indicator is marked Y because it was changed
after originally saved.
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To View an Individual Student’s Activity
You have three options:

1. Use the Student terminal to click Check Lab Attendance Totals button in the upper left corner of the
screen and enter the Student’s ID number. Their total number of visits and time will display. Totals are
not maintained for Community Education students.

2. Follow the instructions for Manual Entry to display a detail listing of a student’s activity.

3. Run the Student History Report using the instructions below.

Community Education Students

People who have paid through Community Education to use the Fitness Center will be assigned a log-in ID which
consists of the first eight digits of their phone number. With the area code, phone numbers are nine digits so they
will just drop the last digit of their phone number. These ids will be entered into the system by the Division office.

There are no restrictions on the numbers of visits or duration of a visit for these people. However, they are
required to check-in and out. They will select the Community Education button after entering their ID.

To run a report:

1. Click on the TRAKAdmin icon to open the tool bar. - B @ :m |
2. Click the printer button to display a list of reports. 2w Folder i 1 e temn
3. We suggest that you run the “Student Lab Hours Mame s  —Af—————— Certfied T‘ijmes Report
” 7 Course and Reason Report B
Re Eort . . Excess Lab Hours Report

Hours by Arrangement Report
Reason Code or Section Report
Sign Up Repork l

4. Click on the report that you wish to run. Note,
some reports ask you enter a student ID and

B TRAKATN

. . . PR Student Class List Report
provide information on the activities of that Bl ratentr e
student. Student Lab Hours Report

. . Student Roster Repart

5. A new window will open where you are asked to i by e Rt
select the parameters for the report. Make sure Students ot Checked Out Report
. . Unduplicated Count of Students Report
that you check the Preview Report box prior to ol o e e it o e i
nti : H Usage Report by Student

printing or exporting a report. That way ygu will G e
be sure to get the report that you are looking for. Lisage Report by Visi

Usage Report for a Day
Usage Repott For Applications
Usage Report For Tutors

Abouk

FITCEMTER

> 3.4z =

= iunw:mz =]
200321 |24s202 2h 4 7] iFHEE F45. ¥

I+ G0 Mirute Hour
50 Mirule Houw

Running Reports from Your Office Computer Erint |I Export | Reset |

You will need to two things:

1. A Remote Terminal Login. To obtain one, following the instructions which can be found at:
http://fhdafiles.fhda.edu/downloads/etsfhda/SARSUserLoginlnstructions.pdf If you have a problem, contact
the Call Center at 408-864-8324.

2. ASARSlogin id and password. This will be provided to you in an e-mail from ETS Applications.
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To export a report file:
1. You can save files to your local C drive from the remote desktop PC by changing your Remote Desktop
Connection (RDC) settings.
a. Mac user can go to a write up from UC Berkely by following this link:
http://www.bai.berkeley.edu/support/RDC.htm. If

you already have Remote Desktop, start with step #3Remote Desktop Connection
three. @ Remote Desktop
b. PC user should: a: Connection
i. Launch Remote Desktop Connection - —
. Local devices and rezources
ii. Select the OPTION button Chmselharg‘:’\;ceesanmawrm an this computer that you warit to
iii. Select the LOCAL RESOURCES tab = Sm’:ms '
iv. Inthe Local devices and resources frame I Serial potts
select MORE = DENE:S
v. From the Local devices and resources L —
window select the DRIVES check box @ [ Supported Piug and Play devices

vi. Click OK to save the settings and connect
to your remote PC as normal.

vii. When in the Remote PC your local drives | Which Plug and Play devices can| use nmy temote session?
will be available as additional drives and v |

listed in MY COMPUTER or
WINDOWS EXPLORER on the

|I w Save Report - [Certified Hours Report] B
remote PC. O )= [1 - setngren - pmion - - B [sewch oo
2. When you click the Export button, a window will Crgance = Nowfakder =@
pop-up to use to select the file format, .PFD, .XLS, | # ""“R'«m = |‘::°'R"‘”‘°"' - |:‘:d&
. 5 : & Al wrioas 1572012 11:44 Al il T
.CSV, .HTM, .RTF or .TIF, the file name and where Al J Frcil AdDatatocks 120202011 404N i Pkl
the file is to be saved. Once all the selection are S T - i
completed CIiCk the Save button B b 428cb3ales 1b0F320201d Lo Urused Desktop Shortouts 51872012 1157 AM  Fila Folder
’ * & b dell
. . = : EJrest 10/5/2012 3:53PM Microsaft
3. Another window will open that allows you to select S Cor it st Wros s SmIzZM Mot
. ; 5 & Administrator (EJrestdata 1032012501 PM Microsaft E
some or all of the fields that make up the report. Y B Bosterz R S
Click Ok and the report will save where you I G T S T e
E + From_ok_Computer @iﬁtqu 11/30/2011 11:48 AM  Microsoft E:

[ Ju SMalmgren

specified and in the format selected.

= i Faworites
& A My Documents

L@ C on SEM7E-MALM—
Il Export Raw Data = Do SEMREMAL
¥ F on SEM7E-MALML

Include Cokurnng o 3 o e mee] 4

T\
Ldled .

File name: I

Save as bype: IPDF Files (* PDF)

_ i Excel Files (*.5L5)
] oy Text Files (*.C3w)
IE E:url_?rnt ] # Hide FD'_Iders HTML Files (* HTM)
v 2lop_lme Rich Text Files E“.RTF)
Tiff Files (" TIF)
Check Al Uncheck Al Raw Data ("CSY)
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