Before you start:
TalkiT should be installed on your applications server.

TalkiT will create a folder structure that will need to have read/write permissions and
full security for all files in all folders. You may therefore decide that sharing the
TalkiT Folder as a mapped drive letter is the easiest method, however if y ou normally
share ‘Program Files” then you must ensure that you allocate read/write permissions
to all of the TalkiT folders and files.

The only file that Students need to ‘see’ is TalkiT-P.

Once TalkiT is installed you must not alter or re-map the paths or TalkiT may not be
able to find it’s data files. See Install GuideQ.doc for more information

If you fail to set the permissions you will see the error message “The Microsofi Jet
database engine cannot open the file 'C:\ProgramFiles\TalkiT\Data\Users.mdb'. It is
already opened exclusively by another user, or you need permission to view its data”™
This is Microsoft’s long-winded way of sayinga file (in this case Users.mdb) is read-
only.

Step 1 (Installing the programs)

Install the programs from the CD onto your applications server. This will run
automatically if Auto Insert Notification is turned on. Otherwise run TalkiT.Exe from
the CD.

You should check for program updates at www.marilyntew.co.uk before you proceed
any further.

Step 2 (Getting a list of Students names)

You then need to generate a Comma Separated Variable (CSV) file from your Student
database or SIMMS system.

This should contain a minimum of - First Name and Last Name, but it is strongly
recommended that you also include FormYear or Form Tutor, Gender and a login
name as Full Name. N.B. If Full Name is omitted it will be generated by TalkiT as
First Name + Last Name.

Example:
¢ Microsoft Excel - SteveTest.csv
]l@ File Edit Wiew Insert Format Tools Data Window Help _-_i_ﬁ’_ijﬁl
A | B | C | D | E I =
1 |Forename Surname Name Tutor Year Gender 7
2 |Anastasia Scott-Lewis Anastasia Scott-Lewis John Smith ‘fear] ful
3 |James Taha James Taha John Smith ‘fear] hl
4 |Ella Kimber Ella Kimber John Smith ‘fear] F
5 |Eleanor Guilding Eleanor Guilding John Smith ‘fear] hul
| B |Dazawa Hare Dazawa Hare John Smith ‘fearl E
7 |David Ackrill David Ackrill John Smith ‘fear] hul
8 |Aidan Satchell Aidan Satchell Hilary dones  YearZ Ml
8 |Armnr Liang Arnr Liang Hilary Jones | Year2? ful e
10 |Benjamin Aweazi Benjamin Awazi Hilary dones Year? F
11 |Chloe Hughes Chloe Hughes Hilary Jones | Year2? E
12 | Christopher Henry Christopher Henry Hilary Jones | Year2 E
13 |Connor Morsweorthy Connar Marswarthy Hilary Jones | Year2? ful
14 X
14 [4]» [m] SteveTest | 4| | L“_|




It is a good idea to include the names of the Tutors in this file, together with their
appropriate year group.

Note that characters others than A-Z and 0-9 will be stripped out of the file

Copy this CSV file into the TalkiT Utilities\Data folder

Step 3 (Importing the Students names)

Run TalkiT User Exchange from the TalkiT Ultilities folder and follow the on-screen

instructions to copy your CSV file to the TalkiT users database.

You will have to match your headings with the program headings in the drop down
boxes. The program will automatically match any that are the same.

Example:

T TalklT Uszer Exchange - Ver 2.2 rev 0

End Program

“|=|2|®%|=
Back |Fomward| Help Wi E xit
C:Wwbbdatahtdapts S choolsi U serE schangehSteveT est.cav
Source File Destination Filz
wiew FieldList Fleaze match the Source fields to the Destination fields
Farename | FirstMame ;i
Impart CSY Surhame Lasth ame ;!
Wiew Pupil DB Name NOT MATCHED =]
Titar NOT MATCHED =l
SulitUsers ar NOT MATCHED =]
Exnion GO Gender Geer &

(3 ender

Formear
FarmT utar
Address1
Address2
Address3
Addrezsd
City

Flease check that
Header/Mo Header is
carrect

MOT MATCHED' fields
will it be imported with
the exception of

FullM ame

Thiz iz the name to be
uzed for login and will be
generated fram first and
last names if not supplied

Pleaze uze Yiew Pupil
DB after import to check,
the data and to select
Tutars

* Header Bow
i~ Mo Header Row

Cancel I

M ake sure that you mark any Tutors in View Pupil DB as True; this will show as —1
i the Tutor column. Also check that the number of Students/Tutors is correct.

Example:



T TalklT User Exchange - Ver 2.2 rev 0 M=l E3
-~ Y| | @
Back |Fonward| Help Wiely Exit
CAVBEDATANADAPTRSCHOOLSYUSERES 14D atahPupilz. Mdb
Tutor FulMame Firzth ame L asthame Fazzword
iew FieldList 0 Aidan S atchell Aidan Satchell pazsword
0 A Liang Amr Liang pazaword
0 Anastazia Scott Lew | Anastazia Scott Lewis pazzword
gt 0 Benjamin Awazi B enjamin Awazi pazaword
: : R Chioe Hughes ~ |Chloe Hughes pagsword
Wiew Pupil DB |0 Christopher Henry | Chinistopher Henmy pazsword
: 0 Connar Morgworthy | Connor Margworthy pazzword
SplitUsers 1] D avid dckril David Ackril pasaword
| Twe =l Dazawa Hare Dazawa Hare pazawiord
Export C5% 0 Eleanar Guilding Eleanar Guilding pazsword
0 Ella Fimber Ella Famber pazsword
0 James Taha James Taha pazzword
End Pragrarm
4 3

Claze I Murnber of Records =12

Use the split by Year or Tutor group if you want to separate the data into different
folders (recommended) N.B. you have to include Year or Tutor group information in
the CSV file to do this.

Tick the full list box to see all the options

Example:

T TalklT User Exchange - Yer 2.2 rev 0

=] B3

Copy Mow |
Cancel i

“|=|2[%]|=
Back [Fonward| Help Wiely E it
Split by: DO MOT SPLIT
Wiew EieldList 00 NOT SPLIT If & split iz chozen, the pupil database wil
Gender be copied to sub folders named by the
Farm'ear zplit type
Impar C5% F_ormTutnr I.e. if the spht iz by vear then the sub
City folders might be called Yearl. Vear2 etc.
Yiew Pupil DB Loty o . .
UnD efined! Thiz will make it easier for Pupilz and
_ UnDefined2 Tutars ba lagin and the data management
Split Users UnD efined3 and backup will be simplier
UnD efined4
UnD efineds "o will be added to all user databazes
Export L5 UnDefineds with a login name or Syzop and a
UnDefined? pazaword of ‘pazsword’. We would
suggest that pou change this password
uzing TalkiT-P or TalkiT-5 as Syzop iz a
End Pragrarm POWELLISET

N.B. ¥ou MUST use the No
split option and Copy Now to
copy the pupil database
even if you don't want to split
it




You will receive a warning if you choose an option that has no data in your pupil
database.

Note in versions prior to 2.5.0 you MUST use the Split Users option (with No Split)
to convert the pupils database to Users.mdb

Step 4 (Setting up the profiles or questionnaires)

Run TalkiT Setup from the TalkiT Utilities folder.

You will be asked to enter the name of your school. Please type this rather than using
copy & paste as control characters (such as carriage return) may be added.

Note you cannot proceed with the next step without a Profile Licence number to
unlock a number of profiles.

Click on Add Licences and enter the number you have been given. If you do not have
a number then please ask your supplier for one.

Example:

Add Profile Licences

|
To get more Profile Licences Ok
Pleaze ring your supplier quating: -
TalkiTSetup ﬂ'
Steves School
a031854 6295

Then type the new number in the box below

|301854.6295

The only option you will normally be concerned with is Create Profiles. There is a
step by step guide at the top of the screen to guide you through the process.

If needed change the Database Path to where the Users.mdb is stored using the
browse button.

If needed change the Sets Path to where the Schools4.set is stored using the browse
button.

Select the names of the people for whom you wish to create profiles

Example:



"7 TalkiTSetup Setup - Yer 2.2 rev 0

Step by Step Guide Click on the Left and Right arrows [to the nght] to get a step by step help

Databaze Path Change Databaze Path
CAVBEDATANADAPTSS CHOOLSATALKIT-PAD atak

Sets Path Change Sets Path
CAVBRDATAMDAPTYSCHOOLSATALKIT-PAD atal

Select Set
|Schnnls4.88t j

:I Create Profiles I

[t RS Elear

INumber of Profile Licences remaining = 9946

Score Hange
Cloge | |4 vI

Click on Create Profiles, when it changes to Continue ... click it again.
After a short time you will get a message saying that the profiles have been created.

13 names seleted

This process creates a copy of the master Schools set of questions for each Student
with a space for them to enter their scores.

If you have split your Students into Year or Tutor groups you will need to create
profiles for each group (folder) separately.

Step S Check that you can login to the programs
You can login to TalkiT-P and TalkiT-S using the default login name of Sysop with a

password of ‘password’ Sysop is reserved for technicians to test the system. Check
that each menu option displays a (demo) screen without an error message then exit the
screen.

Step 6 Make TalkiT-P available to Students

The only program the Students need to ‘see’ is TalkiT-P, however the program needs
to be able to access all files in ...\TalkiT (for Program, Help, DLL etc.) and
...\TalkiT\Data (plus any sub-folders for the Pupils data). M ake sure that you check
you can login as a Student on a computer that a Student will use. This will do no
harm as long as you do not complete profile scoring (although this can be reset).

Step 7 Make TalkiT-S available to Tutors
The only program Tutors need to see is TalkiT-S (plus files as for TalkiT-P) but you
may optionally give them access to TalkiT-P.



Notes

Printing — the default is to allow Students to print their own Graphs and Action Plans
if this is not desired then edit TalkiT-P.Ini and either add or edit the line under
[General] to read IndPrint=False.

Screen Size — the default screen size is set to assume 640%480.

If you want the program(s) to always be full screen then edit TalkiT-P.Ini (and
optionally TalkiT-S.Ini) and either add or edit the line under [WindowSize] to read
MainForm=01245 01395 09495 03195M ax (the numbers are unimportant only M ax
on the end causes the program to run in full screen mode).

For further information see TalkiT Setup help topics F.A.Q. and System Overview.
Updated versions can be found at www.marilyntew.co.uk

If you encounter any problems please contact us.

We will always need you to send us a copy of the relevant error log, not an edited

copy, or all of them (4). These are stored in the same place as the associated program.
In the case of TalkiT-P the error log name is TalkiT-PERROR.LOG.



