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G E N E R A L  E - C O M  S E T T I N G S  

Admin Session 1: 

Admin Settings 

  Settings and preferences in E-Com may be accessed by level 
2 users via the “Admin” menu. 

  This menu is available from the Preferences screen or, for 
newer versions of E-Com, via a drop-down list on the 
Admin screen (reducing the number of steps required). 

  This webinar will cover the more general settings and 
preferences 
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Access Log 

  The access log is a searchable list showing different staff actions. 
  Actions will include at least logins and work with forms  

and batches. The newest list of recorded actions is shown  
to the right. 

  The log is typically used to find which staff have worked  
with a student record, what forms were deleted, and when. 
It may also show what version of FileMaker and what  
operating system a staff member logged in with. 

  Use the Find button to search the log for specific dates, specific 
staff members, or specific students. 

  The log is printable, and may be purged as well. 
  Please be careful with the Purge button, as this action cannot be 

undone. 

District Prefs 

  The various district preference tabs may be reached by selecting 
“District Prefs” from the drop-down on the Admin screen. 

  Available tabs will vary depending on whether you use the 
“hosted” E-Com or whether it is on your district’s server. 

  We’ll discuss the tabs available to all districts this session 

  The first tab contains your district information. 

  This doesn’t usually need to be updated that frequently, but this 
is where you can update phone or fax numbers, or district 
addresses. 

  The headers that appear on each form may be edited here as well. 
Changes made here will replicate across all forms. 
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District Prefs: District Info/Headers 

  The first tab contains your district information. 

  This doesn’t usually need to be updated that frequently, but this 
is where you can update phone or fax numbers, or district 
addresses. 

  The headers that appear on each form may be edited here as well. 
Changes made here will replicate across all forms with the click 
of a button. 

District Prefs: Lists Tab 

  The Lists tab includes a number of standard lists in E-Com. 

  Districts typically only edit Areas of Service; this list  
controls what Areas of Service appear on those forms  
with Areas of Service drop-downs, or that appear on the  
student demographic screen. 

  The other lists appear as drop-downs on the student  
screen, and are mostly useful for those districts that do  
not use the student import. 

  To edit a list, simply place your cursor in the list where you want 
the new entry, and start typing. 

  Each entry should start on a new line. 

  The list will appear in alpha order in the drop-down. 
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District Prefs: Lists2 Tab 

  We ran out of room on the Lists tab! 

  Programs = programs on the Projected Placement section of the 
student screen. 

  Zip codes = will appear as drop-down items on the student 
screen and the parent screen. Districts using the student import 
need not bother with these. 

  Referral reasons = appears on the Special tab on the student 
screen. 

  Text categories = allows you to set categories in the drop-down 
lists of the Text Editing area. 

  Assessment fields = these set the drop-down lists on the 
Assessment tab on the student screen. 

Admin Prefs: Calendars 

  There is an auto-calculation in E-Com for the 35 school 
days between parent consent and due dates for evaluations. 

  The calendar must have non-school days entered in order 
for the calculation to work correctly. 

  To set holidays, simply click on a date; it should highlight 
with yellow. This date will not be counted in the 35-day 
calculation. 

  Half-days are not considered in the calculation, so they 
should not be entered in the calendar 

  To remove the highlighting on a date, simply click it a 
second time. 
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Admin Prefs: Schools 

  If your district uses form 14.1, you will want to make sure 
that the school records contain instructional minutes per 
week, so that the calculations work correctly for LRE. 

  If you use Spanish language forms, and the school has a 
Spanish name, you may want to enter that data. 

  Lists of all students assigned to that particular school 
appear in the three columns at the bottom (home, serving, 
and projected). 

  The list of schools is searchable; be sure you have the 
correct school before making changes to the record. 

Admin Prefs: Text Editing 

  E-Com comes with a pre-defined lists of goals and tests. 

  Administrators may add more, if they wish, as well as adding other text 
blocks. 

  It may be easier for a staff member to set up “template” batches or forms if 
they will be using “boilerplate” text for multiple students.   

  These additions will be available to staff when they select either “Insert 
Text” from any form, or choose add goals or tests on the forms with the 
appropriate buttons for those actions. 

  Select “New Text” under Actions, choose a type, add categories, if 
desired, and enter the block of text into the main body. You may format 
the text (font, size, color, style, tabs). This formatting will carry over. 

  Categories may be set on the Lists2 tab. 
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Merge Student Records 

  Districts occasionally come up with duplicate student 
records for the same student. Sometimes this is because a 
staff member created a new student record, but did not 
enter a student number or an SSID. E-Com matches 
records based on one of these two numbers, not based on 
student name. If the record is not found during the 
update (because the number is missing), E-Com will 
create a new record, with the correct numbers entered. 

  These records should be merged as soon as possible, to 
prevent duplication of batches and staff effort, as well as 
confusion. 

Merge Student Records 

  Find the two records you want to merge. Make 
certain you only have two records – Merge Students 
will not work with more than two at a time. 

  Check the records over carefully. Batches and forms 
will be transferred, but Other Docs will not. If one 
record has an attached document, that is the record 
that should be made active by clicking the Active 
checkbox. If there are reason to not use this 
particular record, make a note of the document. You 
will need to reattach it to the record once the merge 
is complete. 
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Merge Student Records 

  Once you have the two records, and one is marked as 
active while the other is inactive, go up to the top menu 
bar and select the “Admin” drop-down.  

  “Merge Students” should be the first option there – select 
it. 

  Click “Yes” on the message that appears and the records 
will be merged. Note: You have the option to cancel at 
this stage. Once the records are merged, you cannot bring 
back the previous record. 

  After the merge, placement areas should be verified and 
updated as needed. It is good policy to check student 
numbers and SSIDs as well. 


