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Module 2 – Follow-up Training 
 
10 linked files 
11 online charting tools 
12 more online charting tools 
13 online chart gallery 
14 comparative charts – quartile lines 
15 key stage level definitions 
16 presentation in Excel 
17 presentation in PowerPoint 
18 presentation in Word 

……ssuuppppoorrttiinngg  sscchhooooll  iimmpprroovveemmeenntt    
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Clicking the “linked files” 
icon enables a new file to 
be linked to the school 
or visit 
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Linked Files 
The Linked Files facility is indicated by an icon (showing pages and a red arrow) on
the Title bar of the pages for School Basic Details and Visits. Linking files from these
pages will allow access by other IMPULSE Online users. The files to be linked may be
in any format, eg a report in Word for Windows (.doc), Excel Spreadsheets (.xls),
Adobe PDF files, Text files (.txt), etc. The number of Linked Files will be shown at the
foot the main tab page. Clicking the Linked Files icon will open a dialog listing any
Linked Files. 
 
To open a linked file… 
Click on the file in the list which you wish to view. The View button is then made
visible. Clicking the View button will open the file in an IE browser window, showing
the file URL with its unique identifier in the title bar.  
Once the file has been opened and closed a hyperlink is inserted at the top of the
Linked Files dialog. The hyperlink provides quick access to the file, as it does not
have to search the database again. This will be available until another file is opened
or the dialog is closed.  
 
To edit/save a linked file… 
Open the file by highlighting the required file and clicking the View button.  
If you wish to edit or save the file by downloading onto your PC go to the File menu
and select Save As (the Save option is not available). The Save As dialog will be
displayed with the File ID in the File Name field. Use this dialog to locate the
destination, on your PC, for the saved file. 
linked files relevant 
to each individual 

school available on-
line when required

            rg- LinkFiles.doc 28/10/2003 
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Filing and Clipboard 

 
Import 

Import a chart from a file. Clicking 
this button allows you to open a 
saved chart. This file must have a 
'.chf' extension saved from EMS 
OnLine. 

 
Export 

Export the chart to a file. Clicking 
this button will save the chart with 
'.chf' file extension. 

 
Copy (as 
bitm ap) 

Copy to the clipboard as a bitmap. 
The graph is copied and may be 
included in another application 
such as a word processed 
document. 

 
Copy  (as tex t) 

Copies data to the clipboard as 
text. The graph data is copied for 
inclusion in another application 
such as a word processed 
document or spreadsheet. 

 
Print 

Print the chart. The chart is sent to 
the spooler and printed without 
further intervention. 

Displa y 

 
3D/2D 

Switches between 3 dimensional and 2 dimensional 
views. 

 
Rotate the 
Chart 

This option is only available when 3D is switched on. The 
angles of the view of X and Y axes may be adjusted either 
by typing in the new angles or by using the pointer to 
move the coloured spot around the axes. The right hand 
box gives a sample view. This function is also available in 
Chart Properties. 

 
Z Clustered 
Series 

Switches on/off the option to view the columns/bars 
stacked on the Z axis (front to back). Click on a column 
with the right mouse button to see the name of the 
school/LEA. 

 
Zoom 

Clicking on this button activates the zoom facility. Click 
and drag over the area of the chart to zoom in. Clicking 
the Zoom button again with return to normal view. 

Graph T ypes 

 
Change 
Galler y 

Clicking the down arrow displays a 
drop down table of different graph 
types. Click on a chart type for a brief 
description of its presentation.  

NB It must be noted that not all 
chart types in the Gallery are 
appropriate to any given set of data. 
Use of an inappropriate type can 
result in misrepresentation or an 
apparently blank chart. 

 
Change 
Colour 

Clicking the down arrow displays a 
drop-down colour palette. Select a 
colour then drag and drop from the 
coloured button to fill any area. 

Grids and Legends 

 
Show or  Hide 
the Leg end 

Switches the 
legend for the 
graph on/off. 

 
Show or  Hide 
the Series 
Legend 

Switches the series 
legend for the 
graph on/off. 

 
Vertical Grid 

Switches vertical 
grid lines on/off. 
May be used 
with/without 
horizontal grid 
lines. 

 
Horizontal Grid 

Switches horizontal 
grid lines on/off. 
May be used 
with/without vertical 
grid lines. 
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http://capitaes.camcnty.gov.uk/ems/help//chartproperties.htm
http://capitaes.camcnty.gov.uk/ems/help//changegallery.htm
http://capitaes.camcnty.gov.uk/ems/help//changegallery.htm

