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SchoolDir is an application to help you manage the directory for an elementary or secondary school, with student and parent names, addresses, phone numbers, and e-mail addresses. The major benefit of the program is the ease of updating the information each year. Rather than starting fresh each year, asking parents to fill out a paper form and submit it for some volunteer to type in to a spreadsheet, SchoolDir itself can send an e-mail to every family in the directory asking them to confirm or update their information for the new year.
SchoolDir runs on Microsoft Windows (XP or Windows 7); to fully appreciate all features, you will need a copy of Microsoft Word.
You can test some features of SchoolDir for free, but a license is required to send messages. As of January 2013, a license key can be obtained by making a $20 donation via PayPal to BirchMeadowPTO@gmail.com (the author is the treasurer of the Birch Meadow PTO and wanted the PTO to benefit from the hours he spent developing the application). 
The following pages will show you how to get going and some of the key features.


Getting Started

1. Sign up for a free POP3 e-mail account. GMail and HotMail both provide free POP3 access to your accounts, and setup files are available for both. Other providers can also work, but you will need to know the POP3 server name, port, and similar technical details. We recommend choosing a name like SchoolNameDirectory@gmail.com so that families will easily recognize the sender.
2. Create a new folder and extract the contents of the compressed folder (.zip archive) into that folder.
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3. Start SchoolDir by double-clicking on the schoolhouse icon ([image: ]). The program will start with a Welcome dialog.
[image: ]
4. Assuming you have a GMail or HotMail account, leave the “Use setup file” box checked; click OK and select the appropriate setup file for your provider. (If you chose another provider, you may want to visit the nPOPuk web site for further information.)
5. When prompted for the username, give the part before the @ sign: SchoolNameDirectory in our example.
[image: ]
6. When prompted for your name, you can use your name or the name of your PTO/PTA.
[image: ]

7. You should provide the password for the account in the Account Settings dialog.
[image: ]
8. Click the “School Info” tab to provide the lowest and highest grades of students at your school.
[image: ]
9. Click OK to close the Account Settings dialog.
10. You should check for mail to verify that your account is properly configured. Click the check mail icon ([image: ]) or select “Check account” from the “Connect” menu.
[image: ]
11. For more information on the Account Settings and other features of the program, you may want to visit the web site for nPOPuk:
http://npopuk.org.uk/
which is the e-mail client on which SchoolDir was based.
12.  You will not be able to send messages from SchoolDir until you obtain a license.


Importing Addresses
If you have a spreadsheet with a previous year’s directory information, please follow these steps:
1. Exit SchoolDir.
2. Open Excel (or any spreadsheet program that can create a tab-separated value file).
3. Arrange your columns in this order, with the first row containing these column names:
FirstName1
FamilyName
FirstName2
LastName2
Address
Phone1
Phone2
Email1
Email2
Confirmed
Child 1
Gr 1
Child 2
Gr 2
Child 3
Gr 3
Child 4
Gr 4		
FamilyName is the last name of all the children and usually at least one parent/guardian. A second parent/guardian can have a different last name (LastName2) in the directory. Also, by leaving FirstName1 blank, you can have a single parent with a different last name than the children; the program presently does not support more than one parent with a last name different from the children.
The “Confirmed” column may be left blank; the program uses this to record the (academic) year in which the family last confirmed their information.


4. Save the file as type Text (Tab delimited) (*.txt) with the File name Directory.txt
[image: ]
5. Copy Directory.txt into the folder with the SchoolDir program and files.
6. Start SchoolDir and verify that the information has been imported correctly.
7. If your directory is from a previous year, keep reading these instructions to find out how to quickly update the grade level of all the children.


Adding Addresses
1. Click the address book icon ([image: ]) in the toolbar. Click “Add” to add a new entry.
[image: ]
2. Enter the family name, address, phone numbers, etc. You must enter a valid e-mail address for E-Mail 1; E-Mail 2 may be left blank.
[image: ]
3. Click the “Children” button to switch to the next page.
4. Enter the children and their grade levels.
5. Click OK to close this dialog box. If you have “Request confirmation” checked, a blank message will automatically be created in the Outbox to send to the family to make sure the information is correct.
6. Add further addresses, as desired. Entries will be alphabetized by Family Name.
7. Click OK to close and save the address book.
Special Features of SchoolDir
The key features of SchoolDir are found in the File menu.

[image: ]

Update grades…
With this menu item, you can quickly increment the grade levels of all students in the directory. Any student who is then in a grade higher than the highest specified in the School Info section will be removed from the family entry, and any family who no longer has a student in the school will be removed from the directory.

Request confirmations…
With this menu item, you can send an e-mail to everyone in your directory to request they confirm or update their address information. This feature requires a valid license.

Process responses…
When you get responses to your confirmation requests, this menu item directs SchoolDir to check the received messages for “confirm” or “update” in the subject line or first line of the message.

Mail merge
With this menu item, you can generate a mail-merge document that works with Microsoft Word to format your directory.
Request Confirmations
When you select this menu item, a dialog box will come up, with the To: box pre-filled with e-mail addresses for all the families whose information has not been confirmed in the current academic year.
[image: ]
The “Send Individually” checkbox directs SchoolDir to send a copy of the message to each recipient individually (if there is a second e-mail address for the family, that address will receive a carbon-copy (CC)). The “Include Data” checkbox directs SchoolDir to list the directory information for each family in the message to that family. When you click “OK” the message composition window will open.


A sample message is shown below; it is important that you tell the families to reply with CONFIRM or UPDATE so that the program can automatically process their responses.
[image: ]
When you are done editing, you can click “Save and Mark” ([image: ]) or choose that item from the menu. At that point (assuming you have a valid license), the program will make a unique copy of the message for each address in the To: line, and add the directory information (if “Include Data” was checked). Note that this process is not reversible: once the individual copies have been made, any further edits to the message body will have to be done on each copy! If you are not ready to send your message, just click “Save” ([image: ]) and a single copy the message will be saved to the Outbox, ready for later editing.
When you are ready to send your messages, switch to the Outbox and click “Update account” ([image: ]) in the main window. or choose it from the Connect menu. You can also use “Update all accounts” ([image: ]) when any other mailbox is selected, though this may cause other actions to be taken, if you have marked mail for downloading or deletion.


Process Responses
After you have sent your message, you should start to get some responses from your families. The program can  automatically process responses when the subject line (or first line of the message body) is “CONFIRM,” “UPDATE,” or “REMOVE”. 
1. Select the messages you wish to process.
2. Select “Process responses…” from the File menu.
3. The program will process each message as follows:
a. If the subject line (or first body line) is CONFIRM, the program will check the From: header of the message, find the corresponding directory entry, and set the Confirmed date to the current academic year. A dialog box will pop up if the sender is not in the directory.
[image: ]
b. If the subject line (or first body line) is UPDATE, the program will check the From: header of the message to find the corresponding directory entry. Then, the program will attempt to find updated information in the rest of the message body. If it finds updated information, it will ask you to confirm that you want to make the change.
[image: ]


c. If the subject line (or first body line) is REMOVE, the program will check the From: header of the message, find the corresponding directory entry, and ask if you want to remove the entry from the directory.
[image: ]
d. If none of the above actions are taken, the message will be flagged for manual review.

4. After the messages are processed, a dialog box will show how many directory entries were confirmed and updated.
[image: ]


5. To manually review a message:
a. Double-click on the message in the main window. This will bring up the Mail View window, and you can read the message.
b. Choose the “Address information” item from the Mail menu. This will bring up the Address dialog for the entry associated with the sender, assuming the sender e-mail address is in the directory. If the parent sent the message from a new address, you will have to find the old entry manually.
[image: ]


Mail Merge
Once you have gotten responses from most of the families, it is time to make the directory. SchoolDir has a built-in routine to set up a typical directory document, using the mail merge feature of Microsoft Word.
1. Select “Mail merge” from the File menu of the main window. A dialog box will show you the location of the file “MailMerge.rtf”; it will be in the folder with the program (and it will differ from the example below).
[image: ]
2. Double-click on the file (or right-click, choose “Open with” and select Microsoft Word, if this is not the default program for rich-text format documents).
3. Word will ask you if you want to run an SQL command to import the directory; answer Yes.
[image: ]
4. Word will show you the cell format below. Modify the format as desired.
[image: ]


5. From the Mailings tab on the ribbon, select “Finish & Merge” then “Edit Individual Documents.”
[image: ]
[image: ]
6. Click “OK” to include all records in the new file.
[bookmark: _GoBack][image: ]
7. A new document will be created with the formatted directory entries. Add a cover page, school information, etc. and save your document as PDF.


License Agreements

THIS SOFTWARE (SCHOOLDIR) IS PROVIDED ``AS IS'' AND ANY EXPRESSED OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED.  IN NO EVENT SHALL THE BIRCH MEADOW PTO OR ITS CONTRIBUTORS BE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

If you choose to make a donation to the Birch Meadow PTO, the PTO hereby thanks you for supporting its efforts to support the school and educate the children. Any donation you choose to make is non-refundable, even if the PTO is not able to provide the license key or if additional features do not work as desired. It is your responsibility to verify that the Birch Meadow PTO is still in existence, functioning, and able to provide a license key, prior to making any donation. At the time of writing, Birch Meadow PTO is a tax-exempt 501(c)(3) organization, and donations may be deductible.


This product includes software developed by the OpenSSL Project for use in the OpenSSL Toolkit (http://www.openssl.org/)
This product includes cryptographic software written by Eric Young (eay@cryptsoft.com).
Please see “LICENSE_openssl.txt” for more details on the license for OpenSSL and cryptographic components.
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