Click System – Maintenance Items
This document will cover ad-hoc maintenance performed. It will be modified / extended as and when items that would fall into this category are performed, so they can be documented during execution.
1. Facilitator Maintenance
This process is initiated when Kirsty from the Click Foundation sends a link to a Google Sheet to the Tech team. The sheet includes 3 worksheets:
· Users to add
· Users to suspend
· Users to update details (such as email address, schools, etc.)
The spreadsheet supplied includes 2 columns of dates, in which we track
· The date the request was provides (inserted by Kirsty)
· The date the request was completed (inserted by Meraki)
It was envisaged that a front-end would be built to allow this type of maintenance, and as such no effort has gone into automation of this “upload” and it is performed through a series of very manual steps, as described below:
1. The input spreadsheet is opened and the new rows to update are located (on all 3 worksheets)
2. Another spreadsheet is opened, into which the “rows to update / insert” are inserted (copied from the input spreadsheet
3. This second spreadsheet builds SQL statements, which are copied
4. These SQL statements are pasted into “Facilitator Update.SQL” which is executed
Notes on use of “Facilitator Update.xlsx”.
· To add a facilitator, populate columns F,G,H,I,K
· To move a facilitator from one school to another, populate columns B,C,D,J
· To remove a facilitator from a school, populate columns B,C,D,L
· If the facilitator will no longer be linked to a school after removal from the school specified, they are removed completely
· You can perform a combination of the above, for example:
· Change a name AND change a school
· Columns B-D are used to find the existing Person to update / remove, columns F-I are for their new data
Common Errors (caught by validations) – When you execute the SQL query it will return any discrepancies it finds. These are normally items like:
· Existing facilitator not found
· Link we were asked to remove does not exist
In some cases we resolve these ourselves and continue, for example where it is obvious there was a spelling error, or the request to remove the facilitator was a duplicate and has been processed before. In other case, we refer this back to Kirsty for clarity on next steps.

Sample Files Supplied:
1. Click Email Tracker.xlsx (copied from google sheet – the “input” file)
2. Facilitator Update.xlsx
3. Facilitator Update.SQL
