
Exporting
Individual

Communication
Logs

Menu → Students → Select Student →
Comms → Complete Log → Save → Share →

Select internal/External Recipient → Send



Searching
Communications

Logs 
Menu → Logs → Communications → Select

Student → Select Date From → Select Date To
→ Search 



 Communications
Log Settings for

Drop Down Menu 
Menu → Settings → Comms Log →

Comms Log Settings → Fill in Comms
Log Type Name → Add



 Communications
Log Sharing

Settings  Menu → Settings → Organisational
Preferences → Log Sharing → Display: Yes

→ Save
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