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Emailing students reports via the family email address.

Create a

PDF of the reports in the Academic Reports File, set up the family
email addresses and check the Email School Reports option in the
family file. Please note whenever copying any text from another
program like Word, always use Paste without formatting Command
(apple) option V, or Control Shift V on Windows.

Families Email

Address

)

Add Parent

Family Detail

# =+
Main Menu Back Search  Print Menu Quick New
Assistant Search Family
100144 Hooke
131 Family Code 121 Family Name Use as addressee
Vailing Tite : [The Hooke and Family Father
Relationship
Salutation : | Mr and Mrs Hooke
; 02 1234 5678
A Work Phone
Property : D A26092 Mother
Map Street : |1 John St Reationship
Suburb/State/PC : |21 Sydney 121 NSW 11 2000 02 1234 5678
Country : Work Phone
Telephone : | 02 3456 7890 Fax:
3 €mail : srussell@denbigh.com.au
Count of Children: [ Future | Current | _Former { Hosted
) s ['To 0
General Information .~ General Information
Future Students -
Family
Current Students Language : Australian
Marital Status :  Married
Former Students Eldest Student : | David Year: 9
R Email School Reports : [X]
Email Non Resident Parent School Reports : [
Addresses Email Statements : [X]
F Family Alert
Groups Family Alert:
Notes & Documents
Correspondence
Emall/SMS
M Mark Family Find Marked Mark All Found Unmark All

Community  Addresses

D Parent Details (2)
@ Mr Harry James Hooke No Solicitor Father
Te  Given Names Surname WWCC FMR St Occupation Role in Family
0414 123 456 | srussell@denbigh.com.au Yes
Mobile EAemai % Default Email Inchude in PTI a8
® Mrs  Judy Hooke No Registered Nurse | Mother
Tile  Given Names Sumname WWCC FMR St Occupation Role in Family
0414 123 456 | pwindle@denbigh.com.au Yes
Mobile BAemai % Default Email Inchude in PTI a8
Contacts (0)
Child Emergency Contact Details
MCEECDYA Data
Father Mother
Language:
School Education:
Non School Education:
Occupation Group:

Family email addresses are entered into the Family Details screen.

Default Family Email Address

Family Detall
Father v
Role in Fami

100144 Hooke O
121 Family Code 11 Family Name Use as addressee
Mailing Title : | The Hooke and Family s
Relationship
Salutation : | Mr and Mrs Hooke
" 02 1234 5678
e Work Phone
9 Property : » A26092 Mother
Map Street : 1 John St Relationship
Suburb/State/PC : 1 Sydney 11 NSW 12T 2000 02 1234 5678
Country : Work Phone
Telephone : 02 3456 7890 Fax
(&3 emai : srussell@denbigh.com.au ) o
Count of Children: | Future | Current | Former | Hosted
] 1 ] [To

 Mr Harry James Hooke
Tile  Given Names Sumame
0414 123 456 | srussell@denbigh.com.au
Mobile A Emai ¥ Default Email
® Mrs | Judy Hooke
Tite Given Names Sumame
0414 123 456 | pwindle@denbigh.com.au
Mobile B email | Default Email

D Parent Details (2)

No Solicitor
WWCC FMR St Occupation
Yes b
Inchude in PTI
No Registered Nurse
WWCC FMR St Occupation
Yes
Include in PTI

Mother
Role in Family

]



1 - Check the Family box below the email address to choose the
default address that emails will be sent to. 2 - It will then update
the family email field.

Email School Reports

General Information General Information

Future Students

Family i Contacts (0)

Language :  Australian Child Emergency Contact Details

Current Students
Marital Status :  Married

Eldest Student : David Year: 9

Email School Reports : [X|

Former Students

Hosted Students
Email Non Resident Parent School Reports : [X]
Addresses Email Statements :
Family Alert MCEECDYA Data
Farily Alert: Father Mother
amily Alert:
Groups Language:
School Education:
Notes & Documents
Non School Education:
Correspondence Occupation Group:
Emall/SMS

Check the "Email School Reports" box.
Report PDF Archive

A e e

Main Menu Back

Q @ - :
Database  Admin Quick Quit é) Den blg h

Administration

Config Tasks Search

ada
Birthdays | Absences = Timetable =~ Calendar | Reminders
B R B a
Family Students Class Details Class Reports Class Lists
Today (Wed.)
m zé H g @ Lydia Hoad (10.1) is 16 years old today.
Individual
Community L Staff | Course Details RHTREROS Find Free Rooms
N
B ) B | B = e
Documents Academic Tutor Group Find Free Day Year House Name e
Archive bzl Reports Menu | Reports Teachers 4 &9
@ Mon 6 B  Ning, Ashley 12
®Wed 10 B Hoad, Lydia 16
— gy | @Thu 8 B  Croker, Srikar 13
= ] ®R = = :
M Development = |
Compliance B Markbook Menu House Reports Cowree Csh
2 | || Lu 2| L[a a
PTI Erance References Print Reports Staff Timetables
N
= B <‘ = st Bithays
Enrolment Report PDF Student i N
Enquiries \SEEpore Meny B Archive Timetables @ Fri Gorringe Mr W
Calendar Print Menu Room Timetables
MAIN MENU DENBIGH DEMONSTRATION SCHOOL

Click on Academic - Report PDF Archive




A <

Main Menu é_ /_»_,,7 Den b |g h

Administration

Report Entry Report Finalisation Administration
To Reported To Reported To Reported g:;ﬁei:mz &
Classes Class Enrolments Courses Period L
Allocated Set New To Reporting
Outcomes Reporting Period... Period List
Comment Bank Outcome Bank Set Outcomes...
Report PDF Report PDF
Repodt Achiuee [ Archive ] Password Settings

Also in the Academic Reports Menu - Administration - Report PDF
Archive

Default Email Text

/ﬁ\ Email Found Set

Main Menu Back
Test Email Address (leave empty to email parents)

Denbigh PDF Report Archive

Calendar Academic

Report Type Record ID Year Year Sem
[~ (® Bain-Smith, Georgia 102816 Semester One 2014 Report 1000000002 2014 10 1 2 Email Report | support@denbigh.com.au
0 c‘ Banjac, Michael 101124 Semester One 2014 Report 1000000003 2014 10 1 2 Email Report support@denbigh.com.au

To change the default text for emails click the preferences button



A =

Main Menu Back Report List

Denbigh Report Archive Preferences

Reports From Address support@denbigh.com.au
Also used for 'Reply to’

Subject Line for Emails | School Report for <<Student Name>>

Main Body for Emails  Dear <<Family Mailing Title>>,

To insert a tag: Please find attached the School Report for your child <<Student Name>>.
1) Selecta Tag Should you have any queries I can be contacted on xx 3000 Y0X.
= Yours sincerely,
200000O0O0OOOK
Title

2) Place the cursor where you
you would like the tag inserted

3) Click the ‘Insert Tag’

Insert Tag

Edit the text in the preferences for sending emails. Please always
only the tags supplied for this function.

PDF Report Archive Viewer

/h\ O Email Found Set

Main Menu Preferences
Test Email Address (leave empty to email parents)

Denbigh PDF Report Archive

Calendar Academic

Report Type Record ID Year Year
[ a in-Smith, Georgia | 102816 Semester Two 2012 Report 1000000001 2012 10 2 4 Email Report | support@denbigh.com.au
[= Bain-Smith, Georgia 102816 Semester One 2014 Report 1000000002 2014 10 1 2 Email Report  support@denbigh.com.au
[~ (@ Banjac, Michael 101124 Semester One 2014 Report 1000000003 2014 10 1 2 Email Report | support@denbigh.com.au
!7 [’ Beckett, Claire 102863 Semester One 2014 Report 1000000004 2014 10 1 2 Email Report  support@denbigh.com.au
= [‘ Bilton, Nicholas 103196 Semester One 2014 Report 1000000005 2014 10 1 2 Email Report  support@denbigh.com.au

Click on Report Viewer button or the Jump button to View a PDF
report.



PDF Viewer Screen

L J B

MainMenu  Back Report List  Preferences

Select a Student

1101123
| Borger, Siu

Then Select a
Reporting Peri

e ;‘2‘

Then Select a
Report Type

Denbigh Demonstration School

Semester One 2015

Student Name:  Siu Melissa Borger

Academic Year. 12
Tutor Group: 12.2

Attendance Summary  Absences Lateness

Explained
Unexplained

This report contains individual reports on the following courses:

| Mathematics Studies

Year Coordinator's Comment

1 - Choose the student from the drop down list, 2 - Select the
relevant reporting period, 3 - Choose the report type, 4 - to go back
to List view.

Emailing the PDF Report

/ﬁ\ 4 [ [ | Q Export Found Set Email Found Set
o L \?\em R Test Email Address (leave empty to email parents)
Denblgh PDF Report Archive support@denbigh.com.au
Calendar Academic
Student ID Report Type Record ID Year Year Sem
[ (@ Bain-Smith, Georgia | 102816 Semester Two 2012 Report 1000000001 2012 10 2 4 Email Report
[ E‘ Bain-Smith, Georgia 102816 Semester One 2014 Report 1000000002 2014 10 1 2 Email Report ‘support@denbigh.com.au
[~ (@ Banjac, Michael 101124 Semester One 2014 | | Report 1D00000003 2014 10 1 2 Email Report | support@dentigh.com.au
[~ (# Beckett, Claire 102863 Semester One 2014 | | Report 1D00000004 2014 10 1 2 Email Report | support@denbigh.com.au

To email an individual report Click the email button. It will email to
the email address as displayed. Only Students that have the "Email
School Reports" checked in the family file will have this Email
Report button visible.



Email Detail

A <« B ]

Main Menu Back Menu Send Delete = Denblgh

Emall iyt .
: : Administration
Email Detall
eMail ID Format Date Created eMail Template Type
S00063 v 3/9/2013
eMail From Name Date Sent eMail Tempiate
John Denbigh
eMail Address Status eMail Subject
roelw@denbigh.com.au New eMail WWCC Check Reminder
Add Recipient
o No. Recipients
This is an automated email to remind you, the following people do not have a WWCC and are listed Recipients Attachments Log

to require one.

Community ID S00001 Mr Michael Phillips
Community ID MABEDNEGO Mrs Lucy Paloni
Staff Code GILE Ms Lynne Gilmour

Staff ID for Signature Sign off Signatory
DENJ Yours sincerely Jane Denbigh

Signatory Position

The default email text will be entered.

Email Found Set

Email Found Set

Main Menu
Test Email Address (leave empty to email parents)

Denbigh PDF Report Archive

Calendar Academic

Reporting Period Report Type Record ID Year Year
[ (@ Bain-Smith, Georgia | 102816 Semester Two 2012 Report 1000000001 2012 10 2 4 Email Report | sthomas@denbigh.com.au
[ C‘ Bain-Smith, Georgia 102816 Semester One 2014 Report 1000000002 2014 10 1 2 Email Report sthomas@denbigh.com.au
[~ (# |Banjac, Michael 101124 Semester One 2014 Report 1000000003 2014 10 1 2 Email Report | sthomas@denbigh.com.au
* C‘ Beckett, Claire 102863 Semester One 2014 Report 1000000004 2014 10 1 2 Email Report | sthomas@denbigh.com.au

Find the students to be emailed, then Click Email Found Set. (Only
sent to families with valid emails)



Export Found Set

/A\ { l_. o ' Email Found Set

Main Men: Back Preferences
oot lpasd b Test Email Address (leave empty to email parents)

Denbigh PDF Report Archive

Calendar Academic

Report Type Record ID Year Year
[~ (® Bain-Smith, Georgia | 102816 Semester One 2014 Report 1000000002 2014 10 1 2 Email Report  support@denbigh.com.au
I (’ Banjac, Michael 101124 Semester One 2014 Report 1000000003 2014 10 1 2 Email Report  support@denbigh.com.au
m E’ Beckett, Claire 102863 Semester One 2014 Report 1000000004 2014 10 1 2 Email Report  support@denbigh.com.au
In [’ Bilton, Nicholas 103196 Semester One 2014 Report 1000000005 2014 10 1 2 Email Report support@denbigh.com.au
[ [* Bolton, Sarah 100797 Semester One 2014 Report 1000000006 2014 10 1 2 Email Report support@denbigh.com.au
In [‘ Brice, Sunali 100088 Semester One 2014 Report 1000000007 2014 10 1 2 Email Report support@denbigh.com.au

Find the students who you wish for their records to be exported and
then click "Export Found Set"

Y,
A m oo D ETT

Main Menu Back c‘e&o;l' Preferences Test Email Address (leave empty to email parents)
Denbigh PDF Report Archive support@denbigh.com.au

Report Type Record ID fear
[~ (@ Bain-Smith, Georgia | |102816 S - - - - 2 Email Report  support@denbigh.com.au
[ (@ Banjac, Michael 101124 Set 2 Email Report  support@denbigh.com.au

In order to export the 31 reports, please ensure that there is a
lai -

[ @ eckett Claire 102863 e folder on your Desktop named “Reports” for the reports to be 2 Email Reporly) ~wpoct@denbioh.com 2
[~ (@ Bilton, Nicholas 103196 Sel saved into. Once checked then click OK to proceed. 2 Email Report | support@dentigh.com.au
[~ (# Bolton, Sarah 100797 Sel - 2 Email Report  support@denbigh.com.au

It Exists Cancel
[~ (® Brice, Sunali 100088 Sel 2 Email Report  support@denbigh.com.au
[~ (® |Campbell, Jay 101757 Semester One 2014 Report 1000000008 2014 10 1 2 Email Report | support@denbigh.com.au

Please ensure that prior to exporting the found set a folder named
"Reports" exists on the desktop in order for the found set to be
saved to. Click "It Exists" once this condition has been satisfied.

@ The 31 PDF reports were successfully exported

The 31 PDF reports were successfully exported to the Reports
folder on your Desktop

Ok

If the export process has been successful the following pop-up will
appear.



( o N o
E E

Bain-Smith, Banjac, Michael
@eorgia...014 .pdfJ Semest...014 .pdf

E i
Brice, Sunali Campbell, Jay
Semest...014 .pdf Semest...014 .pdf
{ E
Crisp, Belinda Day, Anne

Semest...014 .pdf Semest...014 .pdf

The PDF's have now been
created on your desktop.

(ERerors)

Reports

Beckett, Claire Bilton, Nicholas Bolton, Sarah
Semest...014 .pdf Semest...014 .pdf Semest...014 .pdf

Carvalho, Gray Chen, Tyna Cooper,
Semest...014 .pdf Semest...014 .pdf Harjiwa...014 .pdf

Desmond, Sonia  Dutch, Rebecca Edgerley, Saad
Semest...014 .pdf Semest...014 .pdf Semest...014 .pdf

saved in the Reports file that had been
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PDF password protection

A
A 4 > Denbigh
Main Menu Back R enbig
Administration
Report Entry Report Finalisation ( Administration )
To Reported To Reported To Reported g:;aegsei::gen: &
Classes Class Enrolments Courses pemdpo w
Allocated Set New To Reporting
Outcomes Reporting Period... Period List

Report PDF Password Preference

(®) None
O Student ID Set Outcomes...
() Family Code of the student
() Static Password for all pdfs
Report PDF
Password Settings

To setup password protection for PDF's select the appropriate
authentication method from the pop over button attached to the
"Report PDF Password Settings" within the Administration tab of the
Academic reports file. (Contact Denbigh Support if you would like
this functionality)
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