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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 

 

Family email addresses are entered into the Family Details screen. 

Default Family Email Address 
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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 

 

Check the "Email School Reports" box. 

Report PDF Archive 

 

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

Default Email Text 

 

To change the default text for emails click the preferences button 
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Edit the text in the preferences for sending emails.  Please always 
only the tags supplied for this function. 

PDF Report Archive Viewer 

 

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

 

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 

 

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. 
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Email Detail 

 

The default email text will be entered. 

Email Found Set 

 

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

 

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

 

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. 

 

If the export process has been successful the following pop-up will 
appear. 
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The PDF's have now been saved in the Reports file that had been 
created on your desktop. 
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PDF password protection 

 

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) 

 


