
Exporting School
Reports to

External Partners
& Guardians

Student → View details → External Partners →
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

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



→ Continue to save changes/Edit →
Complete → Report is archived.

Completing
School ReportsMenu → School Reports → Create

→ save changes → once
complete → SEND FOR REVIEW

You can also Email Reports to
external partners!



Menu → Management Reports → Reports →
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.)

School Report
Headings 

Menu → Management Reports → Reports →
Settings →  full year Headings

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 name → Add. 
Use your cursor to reorder the list to how

you want it presented in the report.



Menu → Management Reports → Reports
→ Settings →  Learners Intention

Type a new Learner Intention → Add

Menu → Management Reports → Reports
→ Settings → Qualifications

Type a new Qualification → Add

School Report
Drop Down Menu

Options 
Menu → Management Reports → Reports

→ Settings →  Numeracy

Type a new Qualification Level → Add

Menu → Management Reports → Reports
→ Settings → Literacy

Type a new Qualification Level → Add

Menu → Settings → Organisational
preferences → Scroll down to school reports
→  Click YES for Qualifications, Numeracy,

Literacy, Learner Intention  → Save



To enable: Settings → Organisational
preferences →school reports → enable

‘YES’ → save

School Report
Drop Down Menu

Options 

Those enabled will appear on the
school Report like this:
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