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What is WorkView?

The principal job of the WorkView software is to assist you and your teachers to find you
the most appropriate and most rewarding work experience placements.

The way in which work experience is organised varies not only from county to county
around the country but even from school to school. It is therefore not possible for us to
write a software manual that will tell precisely what you must do and when — your teachers
will brief you on this.

The WorkView software will allow you to browse easily through the work experience job
descriptions that are available to you. If it suits the way work experience is organised in your
school, you may also be able to record a range of job choices using WorkView.

The Purpose of this Student User Guide

The purpose of this guide is to explain the full range of facilities that may be available to you
through the WorkView software. Don’t worry if you see some screens in these pages that
aren’t available to you. It will only be because your teachers have set-up the software to suit
the way that work experience works best in your school and in your area.

If it needs a book it must be difficult!

Well, no. Using WorkView is really easy and you'll probably get on just fine without reading
this guide at all! However, if you get stuck or need to know more, you'll probably find the
answer you're looking for in these pages.



Signing-on to WorkView

You'll probably open WorkView by clicking on a Windows Desktop icon.

Unless your teachers have automated the logon, the next thing you'll see is the logon
window (below). Just enter your name as “student” and click the OK button.

That’s all you have to do to open the WorkView software.
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The WorkView Logon box

The Main Menu

After you have logged-on to WorkView, the next thing you'll see is the main menu.
From here you can browse for jobs, record job choices (if your teacher needs you to do
this) and exit back to the Windows Desktop.
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The WorkView Main Menu



Browsing the job file

Browse the
job File

Clicking on the job browse button will lead you to the job search screen

(Note: The ‘Job Flag’ fields shown at the top of this screen may not appear in your version
of veryan WorkView.)

= Job Search

Search for Jobs

Use this screen to find jobs. Job Flags 1 -mh-m 3- m
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Use the MORE HELF button
for more information and
the EXIT button to quit.
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Enter search criteria and click =1 to select option from list
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This button starts a search and displays placements based
on selected criteria
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Double click on "JebMumber or 'Job Title to change from the “DataSheet” view (above) to
the “Form” view (below)
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The “Job Flag” field may contain codes that your teacher will tell you about.

The Form View of the job description shows you Five pages.
They are, Job Description (displayed on the previous page) and Conditions, Health and
Safety, Organisation Detail and Local Notes (displayed on the next few pages).
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The Organisation Detail page

The Local Notes page. This page may display any notes your teacher(s) have added about
the job.
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Use the search screen and the DataSheet and Form views of the Job Descriptions to study
the details of jobs that may interest you.

You will not be able to record any information in WorkView until you have been given a
“Pin Number” (There’s more about this on the next page.) In the mean time, if you find a
job that interests you, make sure you make a note of its’ “Job Number” from the top of the
screen.



Recording your Job Choices

Record job choices

Mame and Password

Click = and select your name
from the pull-down list

Enter your PIN No (If you don’t
have one you can’t continue.)

Click the - button to

continue

This will lead you to the “Choices” screen. Use this screen to look up the Jobs you are
interested in from column 1. You must give each of your selections a “Choice Number” in
column 4 (prioritise you choices by giving then a number between 1 and 6).

Note: You teacher(s) will tell you if you need to use the “Period” information in column 3
and the last column will tell you how many people (including you) have chosen each job.
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—| If you want more help with this screen, just press the help button
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