=
Student — View details —» External Partners — Ex ortln school
ADD new or EDIT Current — swipe YES to Either

Half Term/Full Term school report = SAVE

Student — View details - Guardian = ADD
new or EDIT Current — swipe YES to Half

Term/Full Term School Report— SAVE

External Partners
& Guardians

Complete at the bottom of the
report — Click EMAIL Report

[E] Extemal Partner i Archive Report

Archiving complete
0 ENE 10N 1CORM, CIcK ENe Duln bel




Menu — School Reports — Create
— save changes — once
complete — SEND FOR REVIEW

— Continue to save changes/Edit —

Complete — Report is archived.

You can also Email Reports to
external partners!

Completing
chool Reports

= Archive Report

Archiving complete

The F2port has been attached to the student recond. Click e DULON below if you would lilie 1o view the repar nomw.

logi
Fran@futstechnologes.com

B3 Email Report
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Menu — Management Reports — Reports — — n
Settings — Half Term Headings — Type a new
heading name — Add.

(Use your cursor to reorder the list to how you
want it presented in the report.)

Hall Term Repart Headings

[
Menu - Management Reports — Reports — : — =
Settings — full year Headings : e —
type a new heading name — Add. , —
Use your cursor to reorder the list to how you : —— -
want it presented in the report. \ === =
=
Type a new heading hame — Add. : =
Use your cursor to reorder the list to how " re=
you want it presented in the report. " o sg
3 { o |
| o
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Menu — Management Reports — Reports sch 00' ne 0 rt

— Settings — Qualifications

Type a new Qualification — Add nro p nown en “
Options

Menu — Management Reports — Reports
— Settings > Numeracy

Type a new Qualification Level - Add Leomersinisnin

Menu — Management Reports — Reports
— Settings — Literacy

Type a new Qualification Level = Add

Menu — Management Reports —> Reports

Menu — Settings — Organisational — Settings — Learners Intention

preferences — Scroll down to school reports

Literacy, Learner Intention — Save
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To enable: Settings — Organisational sc h 0 0 I ne 0 rt
preferences —>school reports — enable

I'op Down menu
Options

Those enabled will ajla(pear on the

school Report like this:




	Once the report is ready → Click Complete at the bottom of the report → Click EMAIL Report
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