
Menu → Students → Add New

Adding a Student

Minimum Requirement: Complete  First Name,
Last Name, D.O.B, Start Date, Group and School.

Decide Status (Active/Inactive) → Add



Menu → Settings → Staff
Members → ADD 

Adding a Staff
Member

Complete form → CREATE



Capturing
Missing Data

Enable an Email to come to you every
Monday with a Full List of Missing Data
Including Attendance, Logs, Behaviour &
Participation

Settings  → Staff Members → Choose Staff
Member → Edit → Set “Receive Weekly
Completion Email” to Yes → Update/Create
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