
Formatting Daily
LogsMenu → Settings → Logs

Create Headings → ADD 
(Use Mouse to toggle and reorder)

Optional: Log Guidelines Tab →
Create guideline → ADD

→ Swipe YES if box is Postive,
Negative or Mandatory



Daily Log
SettingsMenu → Settings → Organisational

Preferences

Log Sharing → 
Log Search Sharing Display: YES  
Log Search Sharing Externally Display: YES 

→ SAVE



Completing Daily
LogsMenu → Students → Select Student

→ logs

Select Date → Complete Boxes →
Save Log

Optional → Attach
Documents/Photos



Exporting Daily
LogsMenu → Logs → Logs Search

Select student → Select Dates
From → Select Dates To → Search

Click “Share” → Select From
Internal and/or External List →

Send 



Automated
Exporting Daily

Logs weekly
Menu → Students → Select Student
→ View Details → External Partner
→ Add/Edit → Weekly Logs Swipe
Yes → Save

Menu → Students → Select Student →
View Details → Guardian → Add/Edit
→ Weekly Logs Swipe YES → Save
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