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Introduction

The Automated MIICE Toolbox is designed to be run on MS Access, ’97 version. An upgraded 2000 version is also available but has not been tested as thoroughly. Alternatively, the application can be opened in MS Access 2000 and converted. The application has been written in Visual Basic. A FileMaker Pro version is planned.

This instruction sheet accompanies version 1.75 of the MIICE Toolbox automated version. This issue is made available for Beta testing purposes to a limited group only. It is not for re-distribution and is subject to the usual copyright and IP restrictions.

General information

The MIICE Toolbox automated version has been written in Microsoft Access ’97. A FileMaker Pro version may be available in the near future. If you are running Office 2000 or later you can allow conversion, although there may be some obsolete code messages that can be ignored.

To launch the application, either double-click on the file icon or open directly from MS Access. It is advisable to save a copy first (right click on the icon and select “Copy”, then right click anywhere in the folder and select “Paste”).

To use this automated version a working familiarity with the standard MIICE Toolbox and related terminology is assumed. Evidence requirements for each Measure will need to be determined to suit the evaluation context. These are then entered into the database using the edit option (see below). This should be the first task. Samples of evidence for Outcome 1 have been entered as examples only. These can be deleted or amended as required.

Currently, only one set of evidence records for each sector (Primary and Secondary) can be stored, so re-editing may be necessary for each new context if a different set of evidence is required. However, you can save evidence sets simply by making a copy of the database file. Editing an evidence record where evaluations are on-going will be reflected in the reports for all of the current evaluations for that sector. There is no need to enter all of the evidence for the entire Toolbox prior to commencing work on an evaluation. Typically, an evaluation would focus only on a specific area, a particular Component, for example.

Once the required evidence has been decided upon and entered, the next task would be to enter user details (“Register a new user…”), then select this user and proceed to entering details of the context. From there, the user can go on to complete details of the evaluation.

The standard MS Access Menu Bar has not been edited in this version. A number of options can be selected that might have unexpected results, such as applying a filter or sorting the Toolbox in a different order. It is advisable to avoid using any commands other than those referred to here.

Running and using the MIICE Toolbox automated version application

The application opens to a switchboard menu that allows 6 options:

· Register a new user… or edit an existing one

· Select a user and proceed to evaluation or reports

· View or edit the MIICE Toolbox Outcomes, Components and Measures

· View or edit the MIICE Toolbox suggested evidence for the Primary sector

· View or edit the MIICE Toolbox suggested evidence for the Secondary sector

· Quit the MIICE Toolbox

Click once on the required menu item or its adjacent icon.

Standard MS Access functions are available.

Registering a new user… or edit an existing one

On selection of this item, a database form will open presenting a range of fields that allow input of information relating to the user. Click on the required field to enter name, organisation, designation, department and notes, as required. Also select an appropriate sector from the pull-down list in the “Sector” field. MIICE currently only deals with Primary and Secondary.

(Note: If MIICE develops frameworks for other sectors a future automated version can incorporate these quite easily.)

Additional new users can be added by using the record navigator buttons at the bottom of the form to navigate beyond the last record or by clicking on the “Insert new record” icon (( . Alternatively, choose “New record” from the “Insert” menu on the main menu bar. Enter details for new user as appropriate.

User records can be edited as and when required by navigating to the record to be amended and making the necessary changes. You can create as many users as you wish.

Select a user and proceed to evaluation or reports

Click this option to enter the details of an evaluation into a user’s record.

You are presented with a list of all users that have been entered. If there are no names in the list, then return to the switchboard and select “Register a new user…”. Otherwise, select the required user’s name then click the “Make user current” button. Alternatively, simply double click on the user’s name. You may have to scroll down the list if the list is long and the required name is not visible.

A new form (“Select Evaluation”) opens. An “Evaluation Record” can now be created for the new user by entering appropriate data in the fields on the lower half of the form. Additional “Evaluation Records” can be added for this user by using the record navigator buttons at the bottom of the form to navigate beyond the last record or by clicking on the “Insert new record” icon (( . Alternatively, choose “New record” from the “Insert” menu on the main menu bar. Enter details for the evaluation as appropriate. You can create as many evaluation contexts as required for each user, each with their own separate record, reports, etc.

(Note: In versions prior to 1.74, do not use the “Insert” menu option if the “Notes” field on the top half of the form has been selected or if you have accessed the form via the “Create new MIICE user” button option from the “Select Current MIICE User” form and one of the user fields rather than an evaluation data field is selected. This will result in a run-time and other errors.)

Once the relevant evaluation data has been entered, click on the “Select this evaluation” button at the bottom right hand side of the form. This opens the “Evaluation Record” for this context and user.

Recording an evaluation is then a simple matter of navigating to the target Measure using the standard record navigator buttons at the bottom left of the form. If an item of evidence is observed in the context under scrutiny, then it can be ticked by clicking in the small box to the right of the evidence description.

In addition, there is a blank box for the insertion of “Other Evidence” on the “Evaluation” form. Entry of text into this field overrides the pre-determined evidence. Thus, an entry in this field under Level 2 or Level 4 implies that the evidence is sufficient to warrant an attainment statement at the appropriate level. Whether some or none of the relevant boxes are ticked will not affect this. However, if the boxes are not ticked, then no statement will be generated for that item of evidence in the “Evaluation Report”. This equates to a statement that that specific evidence was not observed.

As soon as an item is ticked, a report is generated for that Measure. The report will show what evidence has been observed, the level attained (0, 2 or 4), and an “Evaluation Statement” will be created to reflect this level of attainment.

To see this report, return to the “Select Evaluation” form by clicking on the standard MS “close window” cross-hair at the top right of the form window, or by selecting “Close” from the “File” menu. Select the “View Form Report” button. This opens the “Evaluation Report” form. Navigate through the Measures using the standard navigator at the bottom left of this form. Only those Measures that have been evaluated are visible. A printable version of the report can be accessed by clicking on the “Open Report” button at the bottom left of the form. The report can then be printed from the Toolbar or the Menu Bar. Alternatively, it can be exported to an external file using the “Save As/Export…” option. “Rich Text Format” (RTF) is the most reliable.

View or edit the MIICE Toolbox Outcomes, Components and Measures

The Toolbox for both Primary and Secondary can be viewed by selecting this option. Navigate through the Measures by using the standard MS record navigator at the bottom left of the form. There should be no need to edit the Toolbox. However, this is possible by clicking on the “Edit” button at the top right of the form window. It may be that you wish to amend the “Evaluation Statements”. Simply select the field to be edited and enter/delete text as required. Close the form to return to the “Switchboard”.

View or edit the MIICE Toolbox suggested evidence for the Primary sector

This option opens the evidence editor. Some sample evidence has been entered for the Measures for the first Outcome. You are likely to want to change these to suit the context of your own evaluation. Click on the “Edit” button at the top right corner of the form window. This unlocks the fields and allows free editing, deletion, etc. Navigate through the Measures as necessary.

Evidence might be very specific to a given context. In this event, it is best to create new copies of the database application so that your evidence database can be saved. Alternatively, you might devise more general sets of evidence that could be applied to multiple users across a range of contexts.

Up to six items of evidence can be entered for each measure at each level (2 and 4). Unused fields remain hidden in the “Evaluation” form. However, if you edit a field, that has previously been ticked in an evaluation, you will need to return to any affected evaluations to remove the tick, if necessary. If you delete a field between two fields, field 2 say, move the subsequent fields up, 3 into 2, 4 into 3, etc., by cutting and pasting the text. This is simply cosmetic so that the final report does not contain blanks. The database currently retains any ticks against evidence items that subsequently have been deleted. If a new item is entered later, then you will need to remember to remove or amend any inappropriate ticks, as required.

View or edit the MIICE Toolbox suggested evidence for the Secondary sector

As for the Primary Toolbox above.

Quit the MIICE Toolbox

When you have had enough, choose this option!

