
Main Menu → Students → Click on
Student Name → View Details

By clicking Save you will be
taken back to the Main Page for
that student.

Click on Tab labelled “Student” →
Edit or Add new information into
relevant boxes → Click Save.

Includes information like:
Name, DOB, Start / Referral dates,
SEN Type, Student Phone Number,
School ETC.

Student Details



Click on Tab labelled “Address” →
Clickk “Add” → Fill in details → Set
to Primary or Secondary → Save

To edit an Address click on blue
“Address Line 1" → Make changes
→ Save

Students can have multiple
addresses saved but one MUST be
their primary address.

Student Address

Main Menu → Students → Click on
Student Name → View Details



To edit a Guardians information
find and click on name → Make
changes → Save

“Guardian” → “Add” → Fill in details
including “Contact Preferences” and
“Email Delivery” → Set to Primary or
Secondary > Save

Students can have multiple guardians
listed but one MUST be their primary
guardian.

Guardian Details

Main Menu → Students → Click on
Student Name → View Details



“Key Information” → Fill in any
relevant information under the
different subheadings → Scroll down
→ Save

To edit text make relevant
changes or add new information
→ Scroll down → Save

This includes information around
allergies, medical needs, home
context and qualifications.

Key Information

Main Menu → Students → Click on
Student Name → View Details



This section allows you to record
specific information around the young
persons SEND Needs including
triggers and strategies.

SEND

Main Menu → Students → Click on
Student Name → View Details

“SEND” → Fill in any relevant
information under the different
subheadings → Scroll down → Save

To edit text make relevant
changes or add new information
→ Scroll down → Save



“Professional Contact” → Click add
→ Fill in details → Save

Contact details for any external
professionals working with the
young person, eg social workers.

Professional
Contact

Main Menu → Students → Click on
Student Name → View Details

To edit a Professional Contact →
Find and click on name → Make
changes → Save



“Transport details”→ Click
Add → Fill in Details → Save

To edit Transport Details →
Find and click on Name → Make
Changes → Save

You can add company details of
young people who get transport
provision.

Transport Details

Main Menu → Students → Click on
Student Name → View Details



“External Partners” → Click Add → Fill in
details including Email Preferences →
Save

To edit an External Partners
Information → Find and click on
Name → Make Changes > Save

You can add external partners, for
example, local authority, social
workers and schools.

External Partners

Main Menu → Students → Click on
Student Name → View Details



“Alert” → Add/Edit Information
→ Save

Information will appear in red box
on student dashboard.

In here you can highlight important
information about the student that
can be seen at a glance for example,
medical needs.

Student Alerts

Main Menu → Students → Click on
Student Name → View Details


