3sysACADEMIC

Communication

User Guide




Document Reference: 3021/6

Published by WCBS May 2018

Developed against 3sysACADEMIC version 5.0.0 - 5.6.0
Helpline: +44 (0)1458 833 055

Telephone: +44 (0)1458 833 344

Fax: +44 (0)1458 835297

Email: support@wcbs.co.uk

Website: www.wcbs.co.uk

Address:
West Country Business Systems (Holdings) Limited
Landmark House, Wirrall Park Road, Glastonbury, Somerset, BA6 9FR, UK

West Country Business Systems Ltd Registered No 1770829 West Country Business Systems (Holdings) Ltd Registered
No 3387976

Abattia Group Ltd Registered No 3989092 VAT Registration GB 713 7923 30

© Copyright 2018 West Country Business Systems (Holdings) Limited ® Circle marks, 3sys and pass are registered
trademarks and WCBS, WCBS schoolPORTAL, schoolADMIN, WCBS schoolAlumniare TM of West Country Business
Systems (Holdings) Limited and associated companies

Information in this document is subject to change without notice. The software described in this document is furnished
under a license agreement or nondisclosure agreement. The software may be used or copied only in accordance with the
terms of those agreements. No part of this publication may be reproduced, stored in a retrieval system, or transmitted in
any form or any means electronic or mechanical, including photocopying and recording for any purpose other than the
purchaser's personal use without the written permission of West Country Business Systems (Holdings) Limited.

Fictitious, example data is used in WCBS guides and documentation to aid users’ understanding. Any resemblance to real
persons (living or dead), or actual contact details, events, incidents, organisations or locations is purely coincidental.


mailto:support@wcbs.co.uk
http://www.wcbs.co.uk/

CONTENTS

3sys®

ACADEMIC

CHAPTER 1 Introduction

Email / Notifications Module ... .. ... 5
Data/ReportingModule ... . ... ... 5
MessagingModule ... .. 5
CHAPTER 2 Email and Notifications
About the Email / Notifications Module _...._............................ 8
Email 8
Notifications and Notification Categories .......... ... ... ... ... ...... 8
Accessing the Email / Notifications Module ........................_. 9
Using Email in 3sysACADEMIC .. . ... 10
Sending Emails to Pupils and/or their Related Contacts ..........._. 10
Sending Emails to Staff .. ... . ... 17
Sending Emails toContacts ... ... ... 22
Viewing Saved Emails .. ... .. ... 26
Editing Saved Emails ... .. . ... 27
Deleting SavedEmails ... ... ... ... 29
Exporting the Emails GridtoExcel ......... ... .. ... ................ 30
Using Notifications ... ... 31
Accessing Notifications ... .. ... 31
Adding Notifications ... ... .. . . 32
Viewing Notifications ... ... .. . . 37
Editing Notifications ... . .. ... 38
Deleting Notifications ... ... .. .. 40
Exporting the Notifications Gridto Excel .............................. 42
Dismissing Notification Reminders .................................... 42
Snoozing Notification Reminders ... .. ... ... 43
Configuring Notification Categories ... ... . ... ... 44
Accessing Notification Categories ... .. ... 44
Adding Notification Categories ... ... . ... ... 44
Editing Notification Categories ... ... ... ... 45
Deleting Notification Categories ... ... ... .. .. ... 46
Exporting the Notification Categories Gridto Excel .................. 47
CHAPTER 3 Data / Reporting
About Data/ ReportingModule ... ... ... 50
Documents ... .. i 50
ReEPOMS L 50
NaMES 50
Accessing the Data / Reporting Module and Functions .............. 51
CHAPTER 4 Messaging
About the MessagingModule ... ... 54
About Weixin/WeChat ... 54
About the Messaging Process ... ... ... 54
Accessing and Using the MessagingModule ____.__.................. 55
About Messaging Module Prerequisites ................................. 56
About Receiving Messages (Subscriber Registration) ................. 57



3sys® ®

ACADEMIC ¢

Disabling Weixin / WeChat Registration for Staff / Contacts / Pupils ................ 57
UserUnregistration ... . 57
Registering for your School's Weixin / WeChat Messaging Service ...__.........__. 58
Unregistering from your School's Weixin / WeChat Messaging Service ............. 60
About Sending Messages ... ...l 61
Sending Weixin/ WeChat Messages ... ... .. ... 62
About Managing Messages .. ... . 71
Finding Messages viathe Dashboard Tab ............................................. 73
Reviewing the Cause of Failed Messages ............................................. 75
Rerunning Messages ... ... 77



CHAPTER 1

3sys®

ACADEMIC

Introduction

Welcome to the 3sysACADEMIC Communication Overview Guide.

3sysACADEMIC Communication enables you to undertake a range of tasks,
using the following modules: Email / Notifications and Data / Reporting. A
summary of each is given below.

Email / Notifications Module

3sysACADEMIC includes an integrated email routine which allows you to send
messages to any individual known to the school. It also includes a more
sophisticated 'related list' option which means you can send emails to people
associated with selected pupils, e.g. form tutors or parents, without having to look
up each individual's details and enter them manually. Emails are sent directly from
3sysACADEMIC's web server and use a generic 'from' email address that has been
set up by your System Administrator.

Notifications can be used to remind individuals or groups of users about forthcoming
events, such as meetings. For example, a notification could be used to call and
remind attendees of an urgent staff meeting, or a teacher could use a notification to
remind them when a pupil is on a final warning regarding homework.

Data / Reporting Module
The Data / Reporting module consists of the following functions, as detailed
below:

» Documents function.

» Reports function.

» Names function.

Messaging Module

The Messaging module is designed to enable you to send a message to an
individual or group of Weixin / WeChat users who have registered to receive
updates from the school. This means that you can take advantage of the groups you
already have recorded in your database, e.g. form groups, year groups or pupil or
staff custom groups for specific projects.

For details on each module, please refer to the relevant chapter.

Note: schoolADMIN (PASS) refers to non-finance functionality within

passFINANCE.
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Email and Notifications

This chapter discusses the following:

Notifications and Notification Categories
Accessing the Email / Notifications Module
Using Email in 3sysACADEMIC
Sending Emails to Pupils and/or their Related Contacts
Sending Emails to Staff
Sending Emails to Contacts
Viewing Saved Emails
Editing Saved Emails
Deleting Saved Emails
Exporting the Emails Grid to Excel
Using Notifications
Accessing Notifications
Adding Notifications
Viewing Notifications
Editing Notifications
Deleting Notifications
Exporting the Notifications Grid to Excel
Dismissing Notification Reminders
Snoozing Notification Reminders
Configuring Notification Categories
Accessing Notification Categories
Adding Notification Categories
Editing Notification Categories
Deleting Notification Categories
Exporting the Notification Categories Grid to Excel
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About the Email / Notifications Module

The Email / Notifications module consists of the following functions:

»”  Email
” Notifications
” Notification Categories

Note: The options you see depend upon the permissions set by your System

Administrator.

Email

3sysACADEMIC includes an integrated email function which allows you to send messages to any
individual known to the school. It also includes a more sophisticated 'related list' option which
means you can send emails to people associated with selected pupils, e.g. form tutors or parents,
without having to look up each individual's details and enter them manually. Emails are sent
directly from 3sysACADEMIC's web server and use a generic 'from' email address that has been
set up by the System Administrator. Emails can be sent via:

» The Email function (Communication > Email / Notifications > Email).

For more information, see the 3sysACADEMIC Online Help or the 3sysACADEMIC
Communication User Guide.

»  The Pupils module.

” The Staff module.

Notifications and Notification Categories

Notifications can be used to remind individuals or groups of users about forthcoming events or
appointments. For example, a notification could be used to call and remind attendees of an urgent
staff meeting, or a teacher could use a notification to remind them when a pupil is on a final warning
regarding homework.

Before notifications can be added to 3sysACADEMIC, notification categories must be created.
Categories are used to identify and group specific notifications.

For more information, see "Using Notifications" on page 31 and "Configuring Notification
Categories" on page 44.

Note: Users MUST be logged in to receive notifications.
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Accessing the Email / Notifications Module
HOW TO ACCESS THE EMAIL / NOTIFICATIONS MODULE

» Goto Communication > Email / Notifications and click on the relevant function.

A | Communication -
Email / Notifications -
Email
Motifications
Notification Categories

Data / Reporting 3

Messaging

CHAPTER 2| 3sysACADEMIC Communication User Guide 9
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Using Email in 3sysACADEMIC

3sysACADEMIC includes an integrated email routine which allows you to send messages to any
individual known to the school and saved on the database. It also includes a more sophisticated
'related list' option which means you can send emails to people associated with selected pupils,
e.g. form tutors or parents, without having to look up each individual's details and enter them

manually. Emails are sent directly from 3sysACADEMIC's web server and use a generic 'from'
email address that has been set up by your System Administrator.

Sending Emails to Pupils and/or their Related Contacts
HOW TO SEND EMAILS TO PUPILS AND/OR THEIR RELATED CONTACTS

1. Do ONE of the following:

» Select your recipients via Communication > Email > Add.
More details...

a. Goto Communication > Email.

The Email Search and Emails screen appears.

Email Search
- Filters
Sent Ta: | Subject: [ BodyTewts |
erom: [sai0772016 o: (GRS created ;[ ]
Status:
Search
=
Actions To Subject Sent Date * Created By
] i Camelot Schoel Calendar
Wi Edit = K - e
iew | Edi slbates@clarks.com, ss@as.com 2otertr Supervisar
. . adzms_L@camelot.somerset.zch.uk, Geography Project - Summer .
Wi Edit = s
R Y adams_S@camelot.somerset.schuuks . 2018 R =
) i Summer 2016 Geography
view Edit = com, y X
sdamfranklin@acl.com, AmNan@btopenwarld.com prapacs Documante Supervisar
nuun Records Per Page Showing 1 - 3 of 3 Records  Page [ 1 Jor1




b. Click New.

The Email Edit (Draft) screen appears.
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@ Email Edit (Draft)

Detail

~ Header

From: [admin@esmelet.sch.uk v

o[ oo [ e ] o] ]

|

Al

Subject: [

~ Manage Attachments

Attachments

+ Body Text

BIUSESSES 1

Font Family |~ || Font Size

B Ea CE

MIE T -

== A7

c. Click To, Cc or Bee depending upon where you want your recipients to

appear.

The Email Recipients screen appears.

Email Recipients
Specify Email Recipients

Email Recipients

Pupils | Staff

Contacts
~ Pupil Search
[Pupil Name ~[ |m

[ Name

] Name

~ Filter Email Recipients

[ Email Address Type:
[ tnternal ~
D E-Mail 1

[ e-mail 2

[] Home emzil zddress

[ Temperary email for h
[ Business Email addras
[] erivate Email address W

P § LY

Type

Email Address

[] Associations 4
[ personal

[] relation=

[ Form Tutor
[] Head of Year
[ Group Tuter

[] Academic House Tutor
[ Boarding House Tutor

[ Boarding House Matron W
Mmoo -

CHAPTER 2| 3sysACADEMIC Communication User Guide
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d. Find the recipients of your email.
More details...

a. Usethefirst drop lists to refine your search. Your selection in the first
drop list alters the options available in the second drop list.

Do ONE of the following:

» Inthe first drop list, select 'Pupil Name'. In the second field,
type all or part of the name of the pupil you want.

” Select a group from the first drop list. Use the second drop list
to select the specific group you want, e.g. 'Form 10A’, 'Year 8'
or a tutor group.

b. Click Search.
The selected names appear on the Email Recipients screen.

|Pupi| Name v”

» Select your recipients via Pupil Management > Pupils.
More details...
a. Find the pupils you want to email.
More details...
a. Goto Pupil Management > Pupil Records.

The Pupil Search and Pupils screen appears, showing a complete
list of all pupils.

12

BB e reeee Showing 1 - 10 of 169 Records  Page[ 1 Jof 17

Pupil Search
View: [ Standard ~v]  Add Copy
» Refine Search
[ | o e =
More Actions ¥
Actions [] code = Name Preferred name  Form Leaving date
view | Edit | v [] ADA001  ADAMS, Lauren 5 OO @® Leuren Form 11A 4
View Edit ~ [] ADAODD3  ADAMS, Sarah ) (2 X+] Sarah Form 7A
view Edit ~ [JALLOO1  ALLAN, Samantha E OO® sam Upper Sixth
View Edit « [ ALLOO2  ALLAN, Tom 0® Tom Upper Sixth
view Edit = [] ALL1OD  ALLEN, David OO @® bavis Form 4B
View Edit ~ [J]ALTO10  ALTON, Benjamin 2] Ben Form 1A
View Edit ~ [ ASHO01  ASHMAN,Timothy George [2] Timethy Form 11A
View Edit = [ ASHO03 ~ ASHFIELD, Gemma Frances € Gemma Form 9A
view | Edit w [] ASLOD1  ASLETT, Fletcher 2] Fletcher Form 94
View Edit « []Ba001  BATES, Karen Jane (2] Karen Upper Sixth

Note: You can re-order a grid by single-clicking on fields in
the header row. If Bl is displayed, the list is ordered from

lowest to highest. If Kl appears, the list is ordered from
highest to lowest.
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b. Inthe Refine Search section, enter your search criteria in one or more
of the fields and click Search. Your results populate the grid. You can

search by:

Code Type all or part of a code in this field.

Name Type all or part of a name in this field.

Preferred name Type all or part of a pupil's preferred name
in this field.

Form Type all or part of a form name into this
field.

Leaving date Click [ and click on the relevant date in

the calendar popup that appears.

Note: If you cannot see this section in the software, it may be

minimised. Click Il next to the relevant heading to expand it.

c. (Optional) Use Page icons beneath the grid to navigate between pages
of results.

» Click Il or [ or on the numbers undemeath the grid on the left-
hand side to move between pages.

» Click Elto go to the first page or M to go to the last page.
» Usethe Records Per Page drop list to see more records on each

Records Per Page | 25
page. EEREEE
» Click in the Page field and type the number of the page you want.
Page II}"" 1

b. Tick the check box(es) next to the name(s) you would like to include.

= Pupil Search

[Pupil Name v]| |m
E}\lame Code [] Associations 4
[ hoAMS, Lauren 5 ADAODL - [ persona | A
i) ;\DAMS, Sarah J ADAOD3 » [ Relations

[ BLLAN, Samantha £ ALLDOL [ Form Tutar

) :ALLAN, Torm ALLO0Z [ Head OF Year

[ hLien, oavid ALL10D [ roup Tutar

[} :AL’DN, Benjamin ALTO10 [] Academic House Tutor

[] hSHFIELD, Gemma Frances ASHOO3 [ 8oarding House Tutor

[} :ASHMNI,Tlmuthy George ASHOOL W [[] Boarding House Matron W
:r-‘__ - i mma Mmoo .

=

c. Click Email.
The Email Recipients screen appears with the selected pupils listed.
2. Tick the relevant Associations check box.

» To send the email to the selected pupils, tick the Personal check box.
» Tosend the email to contacts related to each pupil, tick the Relations check box.

» To send the email to members of staff associated with the pupils, tick the relevant
role's check box, e.g. 'Form Tutor', '"Academic House Tutor' or 'Head of Year'.

CHAPTER 2 | 3sysACADEMIC Communication User Guide 13
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Email Recipients
Specify Email Recipients

Lo [ o |

Email Recipients

Pupils | Staff | Contacts
+ Pupil Search
‘Pupl\ Mame Vll

E Name

W] Name

+ Filter Email Recipients

[] Email Address Type:
[ internal ~
[ E-mail 1

[ e-mail 2

[ Home email address

[] Temporary email for h
[ Business Email addres
[ private Email address ¥

£ AN

Type Email Address

-

] Associations L
[ personal

[ relations

D Form Tutor

[ Head Of ear

D Group Tutor

[] Academic House Tutor

[] 8czrding House Tutor

[ ecarding House Matron |
FClm - '

3. Click Select.

The recipients appear in the Filter Email Recipients section.

< >

Email Recipients ok B cancel
Fupils | Staff | Contacts

= Pupil Search
‘Pupi\ MName VH
[] Name Code ~ [] Associations N
@ ADAMS, Lauren 5 ADADD1 D Persanal {
[+ apaMs, Sarah 1 ADADDZ v [ Relations
@ ALLAN, Samanthz E ALLOD1 IE Form Tutor
[ aLLam, Tom ALLOOZ [[] Head of vear
[] ALLEN, David ALL100 [ Group Tuter
[[] aLTon, Benjamin ALTOLO [] Academic House Tutor
[] ASHFIELD, Gamma Frances ASHODZ [ Boarding House Tutor
[[] asHMAN, Timothy Georgs ASHOO1 W [] Boarding House Matron ¥
[ ISP P, [ I
~ Filter Email Recipients
] Email Address Type: - ] Mame Type Email Address
[ internal BREWER, Christine Staff

S Employes
L -ail 1 Development contact
L] email 2 M1 BRYANT, Melanis Staff
[ Home email address Employes

; Development contact

[] Temperary email for h Customer
[ susiness Email addres PARSONS, Albert Travor Staff
[ private Email address Employes
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4. Usethe Email Address Types check boxes to select which email addresses should be
used.

~ Filter Email Recipients

mai ress Types ame ype mai ress
[ Email Add T ~ M N T Email Add
[ internal [} BREWER, Christine Staff christine.brewer@ntlwerld.com
] E-Mail 1 Employes
- Development contact

i + Melanie | elBryant@aol.com
[ E-Mail 2 M BRYANT, Mel Staff MelBryant@aol
[] Home email address Employee

Development contact
Customer

i PARSONS, Albert Trevor Staff Bert.parsons@scotnet.com
[ private Email address W Employes

PG R I TR

<

O Temporary email for h

[[] Business Email addres

Note: If no email addresses appear, none are logged on the system for this
contact. Invalid addresses are highlighted in yellow. Corrections are made in

schoolADMIN (PASS) by your System Administrator.

5. Click To, Cc or Bee depending upon whether you would like the emails to be sent directly,
copied to or blind-copied to the recipients.

The email addresses appear in the relevant box at the bottom of the screen.

Note: Emails to parents are automatically sent Bcc. It is recommended that

emails sent to pupil contacts are sent Bcc.

6. (Optional) To remove a recipient, tick the check box next to their email address in the
Selected Email Recipients section and click Delete beneath the relevant panel.

+ Selected Email Recipients

O iTD e [ Bec
[ hristine.brewer@ntlworld.com
[ MelBryant@aol.com

[ Bert.parsons@scotnet.com

[onee

7. Click OK.
The Email Edit (Draft) screen appears.
8. Complete the Subject field, as required.

CHAPTER 2| 3sysACADEMIC Communication User Guide 15
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9. Click Attachments to send documents with the email.

More details...
a. Click Attachments.

The Attachment Manager screen appears.

Attachment Manager

]Add Attachments

Save Cancel

= Local Files

Click "Browse" to upload files from your computer.

File 1:
File 2:
File 3:
File 4:

Attach More Files

= Attached Files

Actions = File

Save Cancel

b. Click Browse and find the file you want to attach.
c. Click on the file and click Open.

10. Click inthe Body Text field and type your message. Use the text editor options above the
field, as required.

8 Email Edit (Draft)

~ Header

From: (s el b v

[l |

=1 |
’Adamu ot t.sch.uk; Adams_ merset.sch.uk; D_ t.sch.uk; Cavendish_| etsch.uk |‘
Subject: [ Geography Project - Summer 2016

¥ Manage Attachments

Attachments | Geography Project - Exercise 1.docx , Geography Project - Question 3.pdf

~ Body Text
|\n ru = [[ b Font Famiy = [Fonksize |7/ (o G G ] [ 2 32 520 < o [T |
Dear Al

Please find attached th

for the summer geography project. | hear many of the pupils are off to:some very exotic locations again this year. s | look forward to seeing the results of their work in September:
I yeu have any quenes. please email me.
Bestwishes

Nir Stringer

Send || Save || Delete || Up || Cancel




11. Do ONE of the following:
To send the email, click Send.

To save the email and send it later, click Save.
To remove the email, click Delete.

To return to the previous screen, click Up.

To leave the email process, click Cancel.

»
»
»
»
»

3sys®
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Sending Emails to Staff
HOW TO SEND EMAILS TO STAFF

1. Do ONE of the following:
” Select your recipients via Staff > Staff.

More details...

a. Find the staff you want to email.

More details...

a. Goto Staff > Staff.

The Staff Search and Staff screen appears, showing a full list of staff
recorded on the system.

Staff Search
View: [Standard V] Add copy
» Refine Search
Staff m Add Staff Document [| Add Cover Requirement Jl Create Staff Custom Group u
Actions [ Staff code Name  Section Category -~ Department Main subject Subsidiary subject1 Subsidi
BRIGGS,
view  Add Mote [ MB Johnathan Teacher Seience Bioloay Chemistry
view Add Mote [ SPP :ﬁgﬁ Teacher Lower School  English Mathematics Science
View  add note [ mee BAKER,  Sixth arts English Business Studies
Molly 8 Ferm
BRYANT, )
view  Add Mot [] MER e Teacher Humsnities  Geography  Religious Studies Music
view  Add Mote [] NEP :I.ZE\RE Teacher English English History Economil
View Add Note [] DEW =T, Teacher Science Eiys: °E
Darren E
DENNIS, Informat
fiew y
view  Add Mote [ RMD e Teacher Seience Chemistry  Biclogy Informat
) WATSON, Lower o . o
View Add Mote [] ow1 e Schegl  Teacher Lower School Art Design Technology Textiles
ANDREWS, B d B
View  add Mote [ £24 Teacher usiness and |Susiness Economics Mathem
Eilie 1 Economics  Studiss
View  add Note [ amn N:’;ﬁﬁ;‘ e Humanities  |Geography | Design Technology |[Mathem
u-nn Records Per Page [10_w|  Showing 1 - 100f 75 Records  Page[ L Jofe

Note: Staff searches allow you to select staff with records
created in 3sysACADEMIC or schoolADMIN (PASS). As
such, you may need to check that selected staff have access
to 3sysACADEMIC, if required. To do this, go to

and check that the relevant
individual's Is Active check box is ticked.

Note: You can re-order a grid by single-clicking on fields in
the header row. If Rl is displayed, the list is ordered from

lowest to highest. If Kl appears, the list is ordered from
highest to lowest.

CHAPTER 2| 3sysACADEMIC Communication User Guide 17
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b.

In the Refine Search section, enter your search criteria in one or more
of the fields at the top of the screen, as detailed below, and click

Search.

Relevant matches appear in the grid.

Staff Code
Name
Section

Category

Department

Main Subject/ Subsidiary
subject 1/ Subsidiary subject
2

House

Status

Full time?
Working day
Location

In use?

Last amended by

Type all or part of a staff code
into this field.

Type all or part of a staff
member's name into this field.

Type all or part of a person's
section into this field.

Type all or part of a person's
category, such as 'Teacher’,
'Governor' or 'Administrator’, into
this field.

Type all or part of a department's
name into this field.

Type all or part of the person's
main subject into this field.

Type all or part of the individual's
house name into this field.

Type all or part of the person's
status (usually 'Academic' or
'Non-academic') into this field.

Use the drop list to select 'Yes' to
see all full-time staff and 'No' to
see any part-time staff.

Type all or part of the name(s) of
the day(s) when the staff member
works into this field.

Type all or part of the place where
the staff member works into this
field.

Use this drop list to select 'Yes'
for active staff accounts or 'No'
for dormant staff accounts.

Type all or part of the name of the
last person to amend the staff
record into this field.
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Last amended on Click in this field or['| and click
on the date the relevant staff
record was amended in the
calendar popup that appears.

Note: If you cannot see this section in the software, it may be

minimised. Click Il next to the relevant heading to expand it.

c. (Optional) Use the Page icons beneath the grid to navigate between
results.

» Click Il or [ or on the numbers undemeath the grid on the left-
hand side to move between pages.

» Click Bl to go to the first page or M to go to the last page.
» Usethe Records Per Page drop list to see more records on each

Recards Per Page | 25
page, IBEAE
» Click in the Page field and type the number of the page you want.
Page II}.I" 1
b. Tick the check box(es) next to the name(s) you would like to include.

c. Click Email.
The Email Recipients screen appears with the selected staff listed.

»  Select your recipients via Communication > Email > Add.
More details...
a. Goto Communication > Email.
The Email Search and Emails screen appears.

Email Search

= Filters

m— r— —
From: |05/07/2016 To: |059/08/2016 Created By: l:l
Status:
Search
Subject Sent Date ~ Created By

Actions Te

Camelot Schoal Calendar

View Edit  w albates@clarks.com, as@as.com. .. sateitr Supervisor

‘Geography Project - Summer

Adams_L@camelot.somersetisch.uk,
20185

Adams_S@camelot.somersat.sch.uk, ...

view Edit = Supervisor

Sum 2016 G hy
View Edit = adamfranklin@acl.com, AmNan@btopenworld.com ummer sograpny Supervisor
Project Documants

nnun Records Per >=g= Showing 1 -3 of 3 Records  Page[1 1
b. Click New.

CHAPTER 2| 3sysACADEMIC Communication User Guide 19
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c. Click To, Cc or Bce depending upon where you want your recipients to
appear.

The Email Recipients screen appears.

@ Email Recipients

Specify Email Recipients

Email Recipients ﬂ m

Pupils | Staff || Contacts

~ Pupil Search

[Pupil Name ~[ |

] Hame Code [] Associations 4
[ eersonal A

v [] Relations
[ Form Tutor
[] Head of Year
[] Group Tutar
[] Academic House Tutor
[ acarding House Tutor
[] Boarding House Matron W
Me .~
e e

~ Filter Email Recipients

[ Email Address Type: ] Mame Type Email Addrass

[] tnternal

[ E-mail £

[ e-Mail 2

[ Home email address

[] Temporary email for h

[ Business Email addres

[ private Email address ¥

[— S

d. Click on the Staff tab and find the recipients of your email.
More details...

a. Use the drop lists to refine your search. Your selection in the first drop
list alters the options available in the second drop list.

=3
Do ONE of the following:

»” Inthe first drop list, select 'Staff Name'. In the second, field,
type all or part of the name of the member of staff that you want.

” Select a group from the first drop list. Use the second drop list
to select the specific group you want, e.g. 'Form 10A’, 'Year 8'
or a tutor group.

b. Click Search.
The selected names appear on the Email Recipients screen.

2. Usethe Email Address Types check boxes to select which email addresses should be
used.

|Stal"F MName v ||

= Filter Email Recipients

20

mai ress Type: ame vpe mail ress
[ Email Address T Mn T Email Add ~
nterna ., Barbara A, Mo email addresses foun
Internal ALLEN, Barb Staff . il add found
O e-mail 1 Ennkes
[ e-mail 2 4] ANDREWS, Elllie 1 Staff sjandrews@camelot.somerset.sch.uk
= Emgployea

[ Home email addrass

[] Temporary email for h

] Baxzr, Mally B Staff mbb@camelot.somerset.sch.uk
[[] Business Email addres Employee
[ private Email address ¥ Development contact
— B - . Former pupil (v
< > Supplier

Development contact
Former pupil
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Note: If no email addresses appear, none are logged on the system for this
contact. Invalid addresses are highlighted in yellow. Corrections are made in

schoolADMIN (PASS) by your System Administrator.

3. Click To, Cc or Bece depending upon whether you would like the emails to be sent directly,
copied to or blind-copied to the recipients.

4. (Optional) To remove a recipient, tick the check box next to their email address in the
Selected Email Recipients section and click Delete beneath the relevant panel.

~ Selected Email Recipients

O ITD Olce [ Bec
[ khristine.brewer@ntiworld.com
[ MelBryant@aol.com

[ Bert.parsons@scotnet.com ) )

[oee

Click OK.

The Email Edit (Draft) screen appears.

Complete the Subject field, as required.

Click Attachments to send documents with the email.

® N o o

More details...

a. Click Attachments.
The Attachment Manager screen appears.

@ Attachment Manager

dd Attachments

 Local Files

Click "Browse" to upload files from vour computer.

File 1: Browse...
File 2: Browse...
File 3: Browse...
File 4: Browse...

Attach More Files

« Attached Files

Actions | File

Save Cancel

b. Click Browse and find the file you want to attach.
c. Click onthe file and click Open.
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9. Click in the Body Text field and type your message. Use the text editor options above the
field, as required.

Email Edit (Draft)
Summer 2016 Geography Project Documents

~ Header
From: |admin@camelot.sch.uk v
=] | |

Subject: [Summer 2016 Geography Project Documents |

~ Manage Attachments

Attachments | Geography Project - Exercise 1.docx , Geegraphy Project - Question 3.pdf

~ Body Text

B I U E

[[ b || LFone Family =] . |Fonesize =)0 | s o G || 4] 32 =9 (< S [ |

Hi Everyone,

Here's 2 capy of the summer project work sent out to year 10.
Bastwishes

ot

10. Do ONE of the following:

” Tosend the email, click Send.

» Tosave the email and send it later, click Save.
» Toremove the email, click Delete.

» To return to the previous screen, click Up.

» To leave the email process, click Cancel.

Sending Emails to Contacts
HOW TO SEND EMAILS TO CONTACTS

1. Goto Communication > Email.
The Email Search and Emails screen appears.

Email Search

* Filtars

Sent To: | Subject: | Body Text: l:l

From: [c/07/2018 To: [03/08/201% crasted iy [ ]
Status:

=

Actions To Subject Sent Date * Created By

. . Ci lot School Calend
view Edit = azlbates@clarks.com, as@as.com, ... ameist Scneal balandsn Supervisar

2018/17
" . Adams_L@camelot.somerset.sch.uk Geography Project - Summer
Wi Edit - ! i
e "7 adams_S@camelot.somersat.sch.uk, ... 2015 SUPS ISR

Summer 2016 Geography
Project Documents

n nn n Recards Per Page Shawing 1 -3 of 3 Recards  Page [ 1_Jor1
2. Click New.

View Edit  w adamfranklin@acl.com, AmNan@btopenworld.com Supervisor
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3. Click To, Cc or Bee depending upon where you want your recipients to appear.
The Email Recipients screen appears.

Email Recipients
Specify Email Recipients
Email Recipients m m

Fupils | Staff | Contacts |

* Pupil Search

[Pupil Name o |m

[ Name Code [[] Associations 4
[ persanal

[] relations

[ Form Tuter

[[] Head of vear

[ Group Tuter

[[] Academic House Tutor

-

[ Boarding House Tutor

[[] Boarding House Matron W
M-

[l Email Address Type: V] Name Type Email Address
[ internal ~

[ &-mail 1

[ =-mail 2

+ Filter Email Recipients

[ Home email address

[] Temporary email for h
[ Business Email addres
[ private Email address ¥

—

= —

4. Click the Contacts tab.
The Contacts tab appears.

Email Recipients m

Pupils Staff | Contacts |

~ Contacts Search

= Filter Email Recipients

(| Email Address Type: [Jname Type Email Address
[ internal ~

[ e-mail 1

[ e-mail 2

[ Home email address

[] Temporary email for h

[ Business Email addres

[ private Email address W

.—|( - —

= Selected Email Recipients

O re Olee [ Bee

(o
oK Cancel
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5. Type all or part of the name of the contact you want to send an email to in the Contact
Name field and click Search.

The matching contact(s) are listed in the Filter Email Recipients section.

6. Usethe Email Address Types check boxes to select which email addresses should be
used.

+ Filter Email Recipients

4
D Email Address Type: El MHame Type Email Address
Interna BATEMAM, Samantha sb@wcbs.co.ul
I h b b: k
[/ =-taail 1 BATEMAN, Sarzh Billing account 4, No email addresses found
[ e-mail 2 Development contact

[ Home email address
[] Temporary email for h
[ Business Email addres

[] private Email address ¥

= —

Note: If no email addresses appear, none are logged on the system for this
contact. Invalid addresses are highlighted in yellow. Corrections are made in

schoolADMIN (PASS) by your System Administrator.

7. Click To, Cc or Bee depending upon whether you would like the emails to be sent directly,
copied to or blind-copied to the recipients.

8. (Optional) To remove a recipient, tick the check box next to their email address in the
Selected Email Recipients section and click Delete beneath the relevant panel.

~ Selected Email Recipients

[ire [ ce [ Bec

[ hristine.brewer@ntlworld.com

[ MelBryant@aol.com L 3
W] Bert.parsons@scotnet.com 1 1

[ooec |
0K Cancel

9. Click OK.
The Email Edit (Draft) screen appears.
10. Complete the Subject field, as required.
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11. Click Attachments to send documents with the email.

More details...
a. Click Attachments.

The Attachment Manager screen appears.
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Attachment Manager

]Add Attachments Save

Cancel

= Local Files

Click "Browse" to upload files from your computer.
File 1:

File 2:
File 3:
File 4:
Attach More Files

- Attached Files

Actions = File

Save Cancel

Browse...
Browse...

Browse...

Browse...

b. Click Browse and find the file you want to attach.

c. Click on the file and click Open.

12.
field, as required.

Click in the Body Text field and type your message. Use the text editor options above the

@ Email Edit (Draft)

Detail

- Header

From: houk v

\

[«

gery.net; i

Bpl Tord.uk; Joh
k; hochiC

i

k; buttpr@chelms.org.uk;

55.00.UK; FUPETE.baston@PWE Comy
K

om; krr@harrogate-

om; mw@abe.co-ulG A‘

et p Y

Subject: [Camelot School Calendar 2016/17

~ Manage Attachments

Attachments | CamelotSch_Calendar_2016-17.pptx

~ Body Text

BZU Font Family |~ |

== Fontsize ||

|| G G G (48 05 =] o< > |

Dear Supglier.
Please find attached detsils of our term times for 201617,
Yours sincersly

Camelot School

Send || Save || Delete || Up || Cancel

CHAPTER 2| 3sysACADEMIC Communication User Guide
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13. Do ONE of the following:
» To send the email, click Send.
» Tosave the email and send it later, click Save.
» Toremove the email, click Delete.
» To return to the previous screen, click Up.
» To leave the email process, click Cancel.

Viewing Saved Emails
HOW TO VIEW SAVED EMAILS
1. Find the email you want to view.
More details...
a. GotoCommunication > Email.
The Email Search and Emails screen appears, showing a grid of saved emails.

Email Search

~ Filters

Sent To: | Subject: | Body Text: | |

croms [s3/ap13018 o [porranie T
Status:

Search

Emails ixl

Actions To Subject Sent Date ~ Created By

View | Edit v albates@clarks.com, as@as.com, ... f;;‘“ﬁ';‘;kh“‘ Calandar Superisor
Adams_L@camelot somerset.sch.uk, Geography Project - Summer

view Edit w
Adams_S@camelot.somersst.sch.uk, ... 2018

Supervisor

Summer 2016 Geography
Project Documeants

nn-n Records Per Page Shawing 1-3 af 3 Records Pege [T Jart

View  Edit adamfranklin@acl.com, AmNan@btopenworld.com Supervisor

Note: You can re-order a grid by single-clicking on fields in the header row.

If B is displayed, the list is ordered from lowest to highest. If Kl appears,
the list is ordered from highest to lowest.

b. Enteryour search criteria in one or more of the fields at the top of the screen and click
Search. Your results populate the grid. You can search by:

Sent To Type all or part of the name of the email's recipient into
this field.

Subject Type all or part of the email's subject into this field.

Body Text Type all or part of keywords in the email's main text into
this field.

From/To Either click in the field and replace the existing date(s)

OR click [ ] and select a date in the calendar.

Created By Type all or part of the name of the person who created
the email into this field.

Status Use this drop list to select 'All', 'Draft' or 'Sent'.
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c. (Optional) Use the icons beneath the grid to navigate between pages of results.

» Click Il or [ or on the numbers undemeath the grid on the left-hand side to
move between pages.

» Click [l to go to the first page or M to go to the last page.
» Usethe Records Per Page drop list to see more records on each page.

Recards Per Page

» Click in the Page field and type the number of the page you want.
Page[ 1 o1
2. Click View next to the email that you want to see in more detail.
The relevant Email Detail (Draft) screen appears.
3. Do ONE of the following:
»  Click Up to return to the previous screen.

” Click Edit to make changes to the saved email.
» Click Delete to delete the saved email.

Editing Saved Emails
HOW TO EDIT SAVED EMAILS
1. Find the email you want to edit.
More details...
a. Goto Communication > Email.
The Email Search and Emails screen appears, showing a grid of saved emails.

Email Search
- Filters
Status:
Search
Actions To Subject Sent Date ¥ Created By

Camelot School Calendar

View Edit  w albatzs@clarks.com, as@as.com, ... 2016/17 Supervisor

ad L lot, t.sch.uk, G hy Project - S
ams_L@camelot.somerset.sch.u =ography Proje ummer SR —

View Edit w
Adams_S@camelot.somersst.sch.uk, ... 2018

Summer 2016 Geography
Froject Documants

nnnn Recards Per Page Shawing 1 - 3 of 3 Records  Page [ 1 Jor i

view Edit  » adamfranklin@acl.com, AmNan@btopenwarld.com Supervisor

Note: You can re-order a grid by single-clicking on fields in the header row.

If B is displayed, the list is ordered from lowest to highest. If Bl appears,
the list is ordered from highest to lowest.
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b.

C.

Enter your search criteria in one or more of the fields at the top of the screen and click
Search. Your results populate the grid. You can search by:

Sent To Type all or part of the name of the email's recipient into
this field.

Subject Type all or part of the email's subject into this field.

Body Text Type all or part of keywords in the email's main text into
this field.

From/To Either click in the field and replace the existing date(s)

OR click -] and select a date in the calendar.

Created By Type all or part of the name of the person who created
the email into this field.

Status Use this drop list to select 'All', 'Draft' or'Sent'.
(Optional) Use the icons beneath the grid to navigate between pages of results.

» Click Il or [ or on the numbers undemeath the grid on the left-hand side to
move between pages.

» Click & to go to the first page or M to go to the last page.
» Usethe Records Per Page drop list to see more records on each page.

Recards Per Page
» Click in the Page field and type the number of the page you want.

Page II}.I" 1

2. Click Edit next to the email that you want to amend.

The relevant Email Edit (Draft) screen appears.

3. Make your changes, as required.
4. Do ONE of the following:

»
»
»
»
»

28

To send the email, click Send.

To save the email and send it later, click Save.
To remove the email, click Delete.

To return to the previous screen, click Up.

To leave the email process, click Cancel.
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Deleting Saved Emails
HOW TO DELETE A SAVED EMAIL
1. Find the email you want to delete.
More details...
a. GotoCommunication > Email.
The Email Search and Emails screen appears, showing a grid of saved emails.

Email Search

~ Filters

Sent To: | Subject: | BodyText: |
From: [05/07/2016 To: [09/08/2016 Cresteday: [ |
Status:

Emails ixl

Actions To Subject Sent Date * Created By

View | Edit v albates@clarks.com, as@as.com, ... f;;‘“f}';‘;szhw Calendar Superisor
Adams_L@camelot somerset.sch.uk, Geography Project - Summer

view Edit w
Adams_S@camelot.somarsat.sch.uk, ... 2018

Supervisor

Summer 2016 Gaography
Project Documeants

BBBEY oo [10 v] Snownsi-3o3mecorss Pege [Tt s

Wiew Edit = adamfranklin@acl.com, AmNan@btopenworld.com Supervisor

Note: You can re-order a grid by single-clicking on fields in the header row.
If B is displayed, the list is ordered from lowest to highest. If Kl appears,

the list is ordered from highest to lowest.

b. Enteryour search criteria in one or more of the fields at the top of the screen and click
Search. Your results populate the grid. You can search by:

Sent To Type all or part of the name of the email's recipient into
this field.

Subject Type all or part of the email's subject into this field.

Body Text Type all or part of keywords in the email's main text into
this field.

From/To Either click in the field and replace the existing date(s)

OR click [ ] and select a date in the calendar.

Created By Type all or part of the name of the person who created
the email into this field.

Status Use this drop list to select 'All', 'Draft' or 'Sent'.
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c. (Optional) Use the icons beneath the grid to navigate between pages of results.

» Click Bl or [ or on the numbers undemeath the grid on the left-hand side to
move between pages.

» Click [l to go to the first page or & to go to the last page.
» Usethe Records Per Page drop list to see more records on each page.

Racards Per Page
» Click in the Page field and type the number of the page you want.
Page II}.I" 1

2. Click Delete next to the email that you want to remove.

Note: If you cannot see this option, click Ml or Il to expand the list.

3. If you are sure that you want to delete the saved email, click OK when the message popup
appears.

The email is deleted.

Exporting the Emails Grid to Excel
HOW TO EXPORT THE EMAILS GRID TO EXCEL

1. Goto Communication > Email.
The Email Search and Emails screen appears.
2. Export the Emails grid to Excel.
More details...
a. Click [E.
A popup appears asking what you would like to do with the file.
b. Do ONE of the following:

» Click Open to open the spreadsheet.

» Click Save to save the file to your computer and Open to see it once it has been
downloaded.

» Click [~]and Save as to save the spreadsheet in your preferred location.
» Click [-]and Save and open to save and automatically open the file.
» Click Cancel or[*]to abort the export.
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Using Notifications

Notifications can be used to remind individuals or groups of users about forthcoming events. For
example, a notification could be used to call and remind attendees of an urgent staff meeting, ora
teacher could use a notification to remind them when a pupil is on a final warning regarding
homework.

Notifications appear on the relevant user's screen at the time set. Users can decide whether to
dismiss or 'snooze' the message using the options on the popup.

Reminders ®
Planning Meeting
Start time 12/07/2016 17:30
Location GO4

Subject Category Due
[ ] Planning Meeting Planning Meeting In 2 hour{s) 38 minute(s)
‘ Dismiss | Dismiss All
S

Note: Users MUST be logged in to receive notifications.

Accessing Notifications
HOW TO ACCESS NOTIFICATIONS

» Goto Communication > Notifications.

A | Communication -
Email / Notifications -
Email
Motifications

Motification Categories
Data / Reporting 2

Messaging
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Adding Notifications
HOW TO ADD A NOTIFICATION

32

Go to Communication > Notifications.
The Notification Search and Notifications screen appears.

Notification Search

- Filters

Category: | ‘ Title: | Subscriber(s): I:I
From: [01/05/2016 To: [31/07/2015 ownedBy: [ ]

Notifications m

Actions Category Title Subscriber(s) From = To

Wiew Edit  « Faculty Meeting Catch Up gzﬂpaenri‘?s:razeldon, ié"’gg'ﬁégle i?g;'ﬂsgls
ven E v PRS pamngeeing TS Feon sen  /omols a7t
ew Bt < ety g ki semsions syovanie oo
Wiew Edit  w Faculty Mesting Team Meeting Supervisor, TEACHER. , ... Efg;féglﬁ i;!g;f;gm
A L piwime s
Wiew Edit w Faculty Mesting English Meeting Supervisor i:‘;g;‘;égls ;E;g[?l;glﬁ
vew e TorTend NS e T T
nnun ReoordsF'erPage Shawing 1 - 7 of 7 Records  Pag

Owned By

Supervisor

Supervisor

Supervisor

Supervisor

Supervisor

Supervisor

Supervisor

Click Add.
The Notifications: New notification screen appears.

Notifications
New notification

~ Main Details

s start: |[16/08/2016 | (15)[16:00

2

tocation: [ ] End: ||16f03f2016 | 15[ 17:00

Category: I R All Day Event: O
Priority: Owner: ISuper\fisorM

Comments:

~ Notification Subscribers

Subscriber{s): I Supervisor m

Recurrence

Create Series: [
Reminder

Set Reminder On: V]

Time Before Event:
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Note: You MUST complete any sections marked with a red bar on the left-hand

side.

Complete the Title field.

(Optional) Type alocation in the Location field.

Select an option using the Category drop list.

Use the Priority drop list to select 'Low', 'Normal' or 'High'.
Add the dates to the Start and End fields.

More details...

Do ONE of the following:

N o o kow

» Click in the field and click [%] to delete the existing date. Type the required date in the
field using the format DD/MM/YYYY.

» Click[Z]to display the Calendar popup and select your preferred date and time. (To
go to other months use the arrows in the top left and right-hand corners of the
calendar. To see other months or years, use the drop lists at the top.)

© Jul +~|2016 +~| D

Mo Tu We Th Fr Sa Su
1 2 3

4 3 & 7 8 9 10
11| 12 13 14| 15 16 17
18 | 19| 20| 21| 22| 23| 24

23|| 2e| 27| 28| 29 30| 31
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8. Do ONE of the following:

”  If the event described begins and finished at specific times, complete the Start and
End fields.

More details...
Do ONE of the following:

» Click in the field and delete the existing time. Type the required time using the
format HH:MM.

»  Click in the time field to display the Time popup and select your preferred
time. (To scroll to different hours, use the arrows at the top and bottom on the
right-hand side.)

12:00
12:00
12:30 "™
13:00
113:30
14:00
[ 14:30 -
15:00
15:30
| 16:00
16:30
17:00
17:30
18:00 V¥

1220

” If this is an all day event, tick the All Day Event check box.

Note: If this option is selected, the time fields disappear and the Reminder

options change.

9. Amend the owner, if required. (The logged in user's user name appears here automatically.)
More details...
a. Click Search.
The Search dialog appears.
b. Do ONE of the following:

» Type all or part of the user name you want into the second field and click
Search. A list of possible matches appears in the Name field.

|L.lser Mame v|| Search

» Leave the second field blank and click Search. A list of all available user
names appears in the Name field.

c. Click on the required name.

You return to the previous screen. The selected user name appears in the relevant
field.

10. (Optional) Type notes in the Comments field.
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11. Add other Notification Subscribers, if required.

More details...

a. Click Search.
A Search dialog appears.
b. Do ONE of the following:
» Type all or part of the user name you want into the second field and click

Search. A list of possible matches appears in the Name field.

|L.|sv.=_'|' Mame v|| Search

» Leave the second field blank and click Search. A list of all available user

names appears in the Name field.

c. Tick the check box next to the name(s) you want.
d. Click Select.
The selected users appear in a list at the bottom of the screen.

e. (Optional) To remove names from the selected list, tick the adjacent check box and
click Remove.

f. Click OK.
12. (Optional) Make this a recurring notification.

More details...

a. Tick the Create Series check box.

Additional fields appear.

Recurrence

Create Series: V)

STEILED I:?f Daily Ol Every weekday
L Weekly

O Monthly O Every day(s)

=
L Yearly

start Date: |[16/08/20158
End Date: |[17/08/2016

b. Select the notification's Frequency options.

»

»

»

»

If you select 'Daily’, pick 'Every weekday' OR 'Every 1 day(s) and type how
many days between naotifications there should be in the relevant field.

If you select "Weekly', type how many weeks and tick the check box(es) for
each day of the week the notification should recur.

If you select 'Monthly', use the drop list to select the day of the month and
type the number of months between recurrences OR use the drop lists to
select an instance and the day of the week plus type the number of months
into the relevant field.

If you select 'Yearly', use the drop lists to select a month and date OR the
date, day and month.

Note: Alternative options appear depending upon which frequency you

select.
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c. Complete the Start Date and End Date fields for your recurring notification.

More details...

Do ONE of the following:

» Click in the field and click [%] to delete the existing date. Type the required
date in the field using the format DD/MM/YYYY.

» Click[Z]to display the Calendar popup and select your preferred date and
time. (To go to other months use the arrows in the top left and right-hand
corners of the calendar. To see other months or years, use the drop lists at the
top.)

© Ju +v|2016 +~| D

Mo Tu We Th Fr Sa Su
1 2 3

4 3 & 7 8 9 10
11| 12 13| 14 15| 16 17

1B(| 19| 20| 21|(| 22| 23| 24

25|| 26 27| 28(| 29| 30| 31

13. (Optional) To add a reminder, tick the Set Reminder On check box and set when the
reminder should be issued.

” If this is an all day event, complete the Reminder date field by typing in the
relevant date OR using the calendar dialog and use the Reminder Time drop list to
select the time the reminder appears.

Reminder

Set Reminder On: V]

Reminder Date & Time: |15,*-;:.a,*2-;}15 | [08:00 w|

” If this is a recurring, all day event, use the Reminder Date & Time drop lists to
select how many days before the event and at what time the reminder should appear.

Reminder

Set Reminder On: I

Reminder Date & Time: |On occurrence date »| [08:00 |

» If this is not an all day event, use the Time Before Event drop list to select how
many minutes, hours, days or weeks in advance the reminder should appear.

Reminder

set Reminder On: 0]

Time Before Event:

14. Click Save.
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Viewing Notifications
HOW TO VIEW A NOTIFICATION

1. Find the notification you would like to view.

More details..

a. Goto Communication > Notifications.

The Notification Search and Notifications screen appears, showing a list of the
notifications owned by the logged in user.
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View

View

View

View

View

View

View

Category: |
From: | 01/05/2016

Notifications

¥ Filters

Notification Search

| Title: |

Actions

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Fl

4

4

-

Category

Faculty Meeting

Planning
Meeting

Inset Training

Faculty Meeting

Flayground
Supervison

Faculty Mesting

Flayground
Supervison

To: [31/07/2016

Title
Catch Up

Planning Mesting

Safeguarding
Training Day

Team Meeting

Flayground
Supervision

English Meeting

Flayground
Supervision

Subscriber(s)

Amanda Hazeldon,
Supervisor

Amanda Hazeldon, Brian
Boulder, ...

adam Franklin, Admissions
and Admin user, ...

Supervisor, TEACHER | ...

Supervisor

Supervisor

Supervisor

n - n n Recards Per Page Showing 1 -7 of 7 Records  Page[ 1 Jof L

From =
12/07/2018
15:00:00

12/07/2016
17:30:00

14/07/2015
00:00:00

14/07/2015
17:00:00

21/07/2015
12:30:00

25/07/2016
18:00:00

28/07/2015
12:30:00

=]

To
12/07/2016
17:00:00

12/07/2016
19:00:00

14/07/2015
00:00:00

14/07/2015
18:00:00

21/07/2015
13:30:00

25/07/2015
20:00:00

28/07/2015
13:30:00

Owned By

Supervisor

Supervisor

Supervisor

Supervisor

Supervisor

Supervisor

Supervisor

Note: You can re-order a grid by single-clicking on fields in the header row.

If Bl is displayed, the list is ordered from lowest to highest. If Kl appears,
the list is ordered from highest to lowest.

b. Enteryour search criteria in one or more of the fields at the top of the screen and click
Search. Your results populate the grid. You can search by:

Category

Title

Subscriber(s)

From/To

Owned By

Type all or part of a category in this field.

Type all or part of a title in this field.

Type all or part of a subscriber's name into this field.

Either type the relevant date(s) into these field(s) OR

click |*’|to select a date using the calendar popup.

Type all or part of the notification's owner's name into
this field.

CHAPTER 2| 3sysACADEMIC Communication User Guide
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c. (Optional) Use the icons beneath the grid to navigate between pages of results.

» Click Bl or [ or on the numbers undemeath the grid on the left-hand side to
move between pages.

» Click [l to go to the first page or & to go to the last page.
» Usethe Records Per Page drop list to see more records on each page.

Racards Per Page
» Click in the Page field and type the number of the page you want.
Page II}.I" 1

2. Click View next to the record you want to see in more detail.

The relevant Notifications screen appears.

Editing Notifications
HOW TO EDIT A NOTIFICATION
1. Find the notification you would like to edit.
More details...
a. Goto Communication > Notifications.

The Notification Search and Notifications screen appears, showing a list of the
notifications owned by the logged in user.

Notification Search

- Filters
Category: | | Title: | Subscriber(s): l:l

Notifications m E

Actions Category Title Subscriber(s) From = To Owned By
View Edit = Faculty Meeting Catch Up :E:jaer:i‘ias:razeldnm ;é.ﬁg;#églﬁ 13;3;;3315 Supervisor
View Edit w :::2{;:1“5 Flanning Mesting QELEIS:: ':‘_:-ZEMD"’ B i?gg‘%glﬁ 1;{3;;;316 Supervisor
e it g SSRGS e WO MORNE
View Edit = Faculty Mesting Team Meeting Supervisor, TEACHER , ... ifgg‘%gm ig{g;fﬁglﬁ Supervisor
i
View Edit  w Faculty Meeting English Meeting Supervisor i:ﬁ’ggﬁégl& igflg;ﬁglﬁ Supervisor
e T R —

n u u n Recards Per Fzge Showing 1-7 of 7 Records Page [ 1 Joil

Note: You can re-order a grid by single-clicking on fields in the header row.

If B is displayed, the list is ordered from lowest to highest. If Kl appears,
the list is ordered from highest to lowest.

38



3sys® e

ACADEMIC &

b. Enteryour search criteria in one or more of the fields at the top of the screen and click
Search. Your results populate the grid. You can search by:

Category Type all or part of a category in this field.

Title Type all or part of a title in this field.

Subscriber(s) Type all or part of a subscriber's name into this field.

From/To Either type the relevant date(s) into these field(s) OR
click |*’|to select a date using the calendar popup.

Owned By Type all or part of the notification's owner's name into
this field.

c. (Optional) Use the icons beneath the grid to navigate between pages of results.

» Click [ or B or on the numbers undereath the grid on the left-hand side to
move between pages.

» Click Bl to go to the first page or Bl to go to the last page.
» Use the Records Per Page drop list to see more records on each page.

Recards Per Page
» Click in the Page field and type the number of the page you want.
Paga II}"" 1

2. Click Edit next to the record you would like to amend.

3. Make your changes.

Note: To edit the series of notifications rather than the single event, select Edit

Series in the Recurrence section.

4. Click Save.
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Deleting Notifications
HOW TO DELETE A NOTIFICATION

1. Find the notification you would like to delete.
More details...
a. Goto Communication > Notifications.

The Notification Search and Notifications screen appears, showing a list of the
notifications owned by the logged in user.

Notification Search

= Filters

Category: | | Title: | Subscriber(s): l:l
q
from: [01/05/2016 To: [3u/07/2016 ownedey: [ ]

Notifications m i!l

Actions Category Title Subscriber(s) From = To Owned By
View Edit ~ Faculty Meeting Catch Up QELEEF:S‘?S:FEZEMD“J ig’:gg’:égls ﬁ;;g;x;sgls Supervisor
iew | [t |« P oy enog e Hazeldon, i [12f07/204s 4200012015 [ ey
ou 6 g Sy Mo ki e OIS TS o
View Edit + Faculty Mesting Team Meeting Supervisor, TEACHER. | ... :]l;;gg'ﬁégls Ergzrﬁglﬁ Supervisor
o o < Tt Bt e
View Edit =« Faculty Mesting English Meeting Supervisor i;f’gg.ﬁégl& ig"g;”ﬁgls Supervisor
.

n l n n Racords Per Pzge Showing1-7of 7 Records  Page[ 1 Jof1l

Note: You can re-order a grid by single-clicking on fields in the header row.

If Bl is displayed, the list is ordered from lowest to highest. If Kl appears,
the list is ordered from highest to lowest.

b. Enter your search criteria in one or more of the fields at the top of the screen and click
Search. Your results populate the grid. You can search by:

Category Type all or part of a category in this field.

Title Type all or part of a title in this field.

Subscriber(s) Type all or part of a subscriber's name into this field.

From/To Either type the relevant date(s) into these field(s) OR
click |*'|to select a date using the calendar popup.

Owned By Type all or part of the notification's owner's name into
this field.
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c. (Optional) Use the icons beneath the grid to navigate between pages of results.

»

»
»

»

Click B or B or on the numbers undemeath the grid on the left-hand side to
move between pages.

Click [&H to go to the first page or M to go to the last page.
Use the Records Per Page drop list to see more records on each page.

Recards Per Page

Click in the Page field and type the number of the page you want.
Page II}.I" 1

2. Click Delete next to the record you would like to remove.
The relevant Notifications (Delete) screen appears.

Detail

+ Main Details

+ Recurrence

~ Reminder

Notifications (Delete)
English Meeting

+ el G A LR S T a ORI Tl Delete series | Delete this occurrence | Cancel

Title:
Location:
Category:
Priority:

Comments:

~ Notification Subscribers

Subscriber(s):

Frequency:

Reminder On: ||

A, Delete all occurrences or just this one? e EEREE o W0 T IR ety f= e ] Cancel

4
English Meeting Start: 25/07/2016 18:00
Al04 End: 25/07/2016 20:00
Faculty Meeting all Day Event: [|
Mormal Owner: Supervisor

Supervisor

Occurs every 2 week(s) on Monday effective 15/09/2015 until 05/08/2016 from 18:00 until 20:00

Note: If you cannot see this option, clic B to expand the list.

3. Do ONE of the following:

» Todelete a one off events, click Yes if you are sure that you want to delete the
record.

» To delete one event in a series, click Delete this occurrence.
» To delete a whole series of events, click Delete series.
» To abort the action, click Cancel.
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Exporting the Notifications Grid to Excel
HOW TO EXPORT THE NOTIFICATIONS GRID TO EXCEL
1. Goto Communication > Notifications.
2. Export the Notifications grid to Excel.
More details...
a. Click [E.
A popup appears asking what you would like to do with the file.
b. Do ONE of the following:

» Click Open to open the spreadsheet.

» Click Save to save the file to your computer and Open to see it once it has been
downloaded.

» Click [~]and Save as to save the spreadsheet in your preferred location.
» Click [-]and Save and open to save and automatically open the file.
» Click Cancel or[*]to abort the export.

Dismissing Notification Reminders
HOW TO DISMISS NOTIFICATION REMINDERS

1. Tick the check box next to the relevant message(s) in the Reminders popup.

Reminders ®
- Planning Meeting
Start time 12/07/2016 17:30
Location GO4
Subject Category Due
Flanning Meeting Planning Meeting In 2 houri(s) 39 minute(s)
l Dismiss | Dismiss All
P

Note: To select ALL of the notification reminders listed, tick the check box in the

header row.

2. Click Dismiss.

Note: Toremove ALL of the notification reminders listed, click Dismiss All.
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HOW TO SNOOZE NOTIFICATION REMINDERS

1. Tick the check box next to the relevant message(s) in the Reminder popup.

3sys®

ACADEMIC

Reminders

- Planning Meeting
Start time 12/07/2016 17:30
Location GO4

Subject Category
Flanning Meeting Planning Meeting

| Dismiss | Cizsmiss All

Due

In 2 houri(s) 39 minute(s)

Y

Note: To select ALL of the notification reminders listed, tick the check box in the

header row.

2. Usethe drop list in the bottom right-hand corner to select how long you would like to snooze

the reminder.
3. Click Snooze.

The reminder reappears after the specified time.

CHAPTER 2| 3sysACADEMIC Communication User Guide
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Configuring Notification Categories

Before notifications can be added to 3sysACADEMIC, notification categories must be created.
Categories are brief descriptions used to identify and group specific notifications, e.g. 'Reminder’,
'SMT Meeting' or 'Inset Training'. Once created, they can be added to a notification via a drop list.
Users can add, edit and delete categories and export a list of them to Excel.

Accessing Notification Categories
HOW TO ACCESS A NOTIFICATION CATEGORY

”» Goto Communication > Notification Categories.

A | Communication v
Email / Notifications -
Email
Motifications

Notification Categories

Data / Reporting >

Messaging

Adding Notification Categories
HOW TO ADD A NOTIFICATION CATEGORY

1. Goto Communication > Notification Categories.
The Notification Category Search and Notification Categories screen appears.

Notification Category Search

~ Filters

Notification Categories m @

Actions Description -

Edit Delete Action Required

Edit Delete Faculty Meeting

Edit Delete For Information

Edit Delete Inset Training

Edit Delete Management Meeting
Edit Delete Planning Mesting

Edit Delete Playground Supervison
Edit Delete Reminder

Edit Delete SMT Meeting

Edit Delete Very Urgent

n n u n Records Per Pzge Showing 1- 10 of 10 Records Page[ L Jofl

44



3sys®

ACADEMIC

2. Click Add.
The Notification Category screen appears.

@ Notification Category

Save | Cancel

3. Type adescription in the relevant field.
4. Click Save.

Editing Notification Categories
HOW TO EDIT A NOTIFICATION CATEGORY
1. Find the notification category you would like to edit.
More details...
a. Goto Communication > Notification Categories.
The Notification Category Search and Notification Categories screen appears.

Motification Category Search

~ Filters

Motification Categories m @

Actions Description =

Edit Delete Action Required

Edit Delete Faculty Meeting

Edit Delete For Information

Edit Delete Inset Training

Edit Delete Management Meeting
Edit Delete Planning Mesting

Edit Delete Playground Supervison
Edit Delete Reminder

Edit Delete SMT Meeting

Edit Delete Very Urgent

n n n n Records Per Page Showirg 1- 10 ¢f 10 Recerds  Page[ 1 Jof1

Note: You can re-order a grid by single-clicking on fields in the header row.

If Bl is displayed, the list is ordered from lowest to highest. If Kl appears,
the list is ordered from highest to lowest.

b. Type all or part of the category's description in the Description field above the grid.
c. Click Search.

Matching records appear in the Notification Categories grid.
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d. (Optional) Use the icons beneath the grid to navigate between pages of results.

» Click Bl or [ or on the numbers undemeath the grid on the left-hand side to
move between pages.

» Click [l to go to the first page or & to go to the last page.
» Usethe Records Per Page drop list to see more records on each page.

Racards Per Page
» Click in the Page field and type the number of the page you want.
Page II}.I" 1

2. Click Edit next to the category you would like to amend.
3. Make your amendments.
4. Click Save.

Deleting Notification Categories
HOW TO DELETE A NOTIFICATION CATEGORY
1. Find the notification category you want to delete.
More details...
a. GotoCommunication > Notification Categories.
The Notification Category Search and Notification Categories screen appears.

Notification Category Search

- Filters

Notification Categories m E

Actions Description =

Edit Delete Action Required

Edit Delete Faculty Meeting

Edit Delete For Information

Edit Delete Inset Training

Edit Delete Management Meeting
Edit Delete Planning Meeting

Edit Delete Playground Supervison
Edit Delete Reminder

Edit Delete SMT Meeting

Edit Delete Wery Urgent

n n n n Recards Per Fzge Showing 1 - 10 of 10 Records  Page[ L Jof1

Note: You can re-order a grid by single-clicking on fields in the header row.

If B is displayed, the list is ordered from lowest to highest. If Kl appears,
the list is ordered from highest to lowest.

b. Type all or part of the category's description in the Description field above the grid.
c. Click Search.
Matching records appear in the Notification Categories grid.
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d. (Optional) Use the icons beneath the grid to navigate between pages of results.

» Click Il or [ or on the numbers undemeath the grid on the left-hand side to

move between pages.

» Click Elto go to the first page or M to go to the last page.

» Usethe Records Per Page drop list to see more records on each page.

Recards Per Page

» Click in the Page field and type the number of the page you want.
Page[ 1 Jori1

2. Click Delete next to the relevant category.

3.

The Notification Category (Delete) screen appears.

o Notification Category (Delete)
Faculty Meeting
AN Are you sure you want to delete this record? m

Detail

Description: Faculty Meeting

AN Are you sure you want to delete this record? m

If you are user you would like to delete the category, click Yes.

Exporting the Notification Categories Grid to Excel
HOW TO EXPORT THE NOTIFICATION CATEGORIES GRID TO EXCEL

1.

Go to Communication > Notification Categories.
The Notification Category Search and Notification Categories screen appears.
Export the grid to Excel.

More details...

a. Click [E.
A popup appears asking what you would like to do with the file.
b. Do ONE of the following:
» Click Open to open the spreadsheet.

» Click Save to save the file to your computer and Open to see it once it has been

downloaded.

» Click [~]and Save as to save the spreadsheet in your preferred location.

» Click [-]and Save and open to save and automatically open the file.
» Click Cancel or[*]to abort the export.

CHAPTER 2| 3sysACADEMIC Communication User Guide



3sys® .
[ ]

ACADEMIC:

This page has been left blank intentionally.

48



CHAPTER 3

3sys®

ACADEMIC

Data / Reporting

This chapter discusses the following:

About Data/ ReportingModule ... ... 50
Documents .. 50
Reports . 50
NaMES 50
Accessing the Data / Reporting Module and Functions _......_........_. 51
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About Data / Reporting Module

The Data / Reporting module consists of the following functions, as detailed below:

» Documents function.
” Reports function.
» Names function.

Documents

If you have the relevant permissions, the Documents function enables you to search for and view
documents held within your system, and add documents to individuals' records. Typically, these
documents are PDF files, but 3sysACADEMIC can display other types of documents, if the user
has the relevant software installed on their client machine.

Your System Administrator is likely to restrict the availability of this function to specific users only.
For example, documents could include a letter sent to a parent regarding overdue fees. It is unlikely
that this type of document would be relevant for teachers, whereas your school's billing/accounts
staff would need to have access to this type of document.

Note: The accessibility of the Documents function is controlled by profile settings
configured within 3sysACADEMIC AND the note category security model as configured

within schoolADMIN (PASS).

Reports

The Reports function enables those users with the relevant permissions, such as a System
Administrator, to view a list of Report Builder reports as available within schoolADMIN (PASS),
and to view, edit and run them. If you have the permissions to run a Report Builder report within
schoolADMIN (PASS), then you will have the permission to run the report within 3sysACADEMIC.
You are also able to add reports to your Favourite Reports list, as available on your home page if
the necessary widget has been configured.

Note: If you are unable to view, edit or run reports, and you expect to be able to do so,
please contact your System Administrator.

Note: As the System Administrator with access to reports, if you want to make a specific

report available to a particular user, you can impersonate that user (via Setup), and make
a report a favourite for that user. The 'favourite' report is then available for that user in their
Favourite Reports widget on their home page (if the home page has been set up
appropriately for this user). This enables you to make specific Report Builder reports
available to specific users without the need to alter permissions.

Names

The Names function enables you to search for individual records held within your database,
including people and organisation records, such as suppliers. Using 3sysACADEMIC views you
are able to search for and view records. You are also able to add notes to individual records, and
add pupil documents to pupil records.
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Accessing the Data / Reporting Module and Functions
HOW TO ACCESS THE DATA / REPORTING MODULE AND FUNCTIONS

» Goto Communication > Data / Reporting and click on the relevant function.

A | Communication -

Email / Notifications b

Data / Reporting -

Documents
Reporis

Mames

Messaging
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Messaging

This chapter discusses the following:

About the MessagingModule ... ... 54
About Weixin/ WeChat ... .. 54
About the Messaging Process ... ... ... ... 54
Accessing and Using the MessagingModule _............................ 55

About Messaging Module Prerequisites ____............... ... 56

About Receiving Messages (Subscriber Registration) ..................... 57
Disabling Weixin / WeChat Registration for Staff / Contacts / Pupils ..57
User Unregistration .. ... 57

Registering for your School's Weixin / WeChat Messaging Service ... 58
Unregistering from your School's Weixin / WeChat Messaging Service 60

About Sending Messages .. ... ... 61
Sending Weixin/ WeChat Messages ... ... . 62
About Managing Messages ... ...l 4l
Finding Messages via the Dashboard Tab ................................ 73
Reviewing the Cause of Failed Messages ................................ 75
RerunningMessages ... .. 77
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About the Messaging Module

The Messaging module is designed to enable you to send a message to an individual or group of
Weixin / WeChat users who have registered to receive updates from the school. This means that
you can take advantage of the groups you already have recorded in your database, e.g. form
groups, year groups or pupil or staff custom groups for specific projects.

Using 3sysACADEMIC, Weixin / WeChat messages can be sent to individual or groups of pupils,
contacts and staff.

About Weixin / WeChat

Weixin/ WeChat is an instant messaging and social networking app originating in China and now
with over 930 million active users around the world. It allows smartphone users to send messages
and share news, photos, videos and web links in a similar way to Facebook and WhatsApp. Using
Weixin / WeChat, schools can 'broadcast' or 'push' messages to subscribers directly from
3sysACADEMIC.

Weixin / WeChat are essentially different versions of the same core application. Weixin is only
available to users registered with a Chinese telephone number, while WeChat is available to any
international user. Schools can send messages to users of either version via the 3sysACADEMIC
Messaging module.

About the Messaging Process

When you send a message via the 3sysACADEMIC Messaging module, by clicking Send, your
message is queued for dispatch. The progress of each message is shown on the Messaging
dashboard tab. The following process occurs:

3zysACADEMIC user Individual message is first WCBS Messaging Service Subscriber receives push
creates instant message. queued, then processed in sends message through notification/instant
the background by the WeChat API. message from WCBS
WCBS messaging service. Messaging Service.

B

“-’ﬁﬁ--

Individual School Must be o registered WeChat One-way communication
deployment. user. 3sys Admin U will report only at this time!

an success/failed messages.

If you are sending a message to pupils, you can elect to copy the message to the people
associated with them, for example parents / guardians. The associated contacts would also need
to be registered to receive Weixin / WeChat from your school.

You can choose to send the message as both a Weixin / WeChat message and an email. You can
also elect to send messages to staff as 3sysACADEMIC alerts too.

Note: In order to use the Messaging module, certain prerequisites must be in place. For
example, both schools and message recipients must register and contact data must be

up-to-date. For more details, see
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Accessing and Using the Messaging Module
HOW TO ACCESS THE MESSAGING MODULE

”» Goto Communication > Messaging.

MODULES

Pupil Management

Pastoral / Behaviour

Academic Management

Staff

Calendar / Attendance

» B oW oy G b

Communication

»  "About Messaging Module Prerequisites" on the next page.

Email / Motifications

Data / Reporting

3sys® .

ACADEMIC:

» "About Receiving Messages (Subscriber Registration)" on page 57.

» "About Sending Messages" on page 61.
» "About Managing Messages" on page 71.
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About Messaging Module Prerequisites

Note: This section is relevant for System Administrators configuring this function.

In order to use the Messaging module, the following prerequisites must be in place:

1.

Your school must have registered a Weixin / WeChat Enterprise Account.

The WCBS Messaging Service can use any existing Weixin / WeChat Enterprise Account
that the school may have already. The WCBS Messaging Service communicates with
Weixin / WeChat using the official Application Programming Interface (API). This service
must be able to communicate with the Weixin / WeChat AP via a fixed Internet Protocol
(IP) address using the recommended port 80.

Message recipients must have downloaded the app and registered.

The pupils, contacts and staff that you want to message must have a Weixin / WeChat
account and have registered via 3sysACADEMIC or WCBS schoolPORTAL to receive
your messages, as appropriate. For more information, see "About Receiving Messages
(Subscriber Registration)" on the facing page.

Contact data should be checked.

As Weixin / WeChat is linked to a mobile phone, there is no additional information that
needs to be captured in 3sysACADEMIC at time of publication. The recipients' mobile
numbers must be recorded and up-to-date in 3sysACADEMIC. We encourage you to review
this data before starting to use the Messaging module in earnest.

Note: If you intend to send copy Weixin / WeChat messages via email, your

contacts' email addresses should also be checked.

The Messaging module must be made available in 3sysACADEMIC.

The Messaging module must be enabled within 3sysACADEMIC and configured as
appropriate for the applicable user profiles. This is usually undertaken by your System
Administrator in each relevant profile's Detail screen, accessed via Setup > Users and
profiles > Profiles. For more information, see the 3sysACADEMIC Setup User Guide,
available from the Customer Centre.

Staff users should be trained on the module.
Staff should be given guidance on how to use the Messaging module.

For more information about the subscriber registration process, see "About

Receiving Messages (Subscriber Registration)" on the facing page.
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About Receiving Messages (Subscriber
Registration)

In order for your staff, contacts and pupils to receive the Weixin / WeChat messages that you send
using the Messaging module, their accounts must be registered with your school's Weixin /
WeChat Enterprise Account. This process has been integrated into the software, meaning that
your System Administrator can configure the system to allow users to register via
3sysACADEMIC or WCBS schoolPORTAL. Staff register using 3sysACADEMIC, while pupils
and contacts register using WCBS schoolPORTAL.

The registration process includes the following steps:

1. Your System Administrator uses WCBS schoolPORTAL to add your school's Weixin /
WeChat Enterprise Account details to the software, linking the two.

For more information, see the WCBS schoolPORTAL Setup Administrator
Guide, available from our Customer Centre.

2. The System Administrator sends a registration URL to relevant staff, contacts and / or
pupils, e.g. in an email. Contacts and / or pupils can also be directed to the Weixin /
WeChat registration button on their My Details screen within WCBS schoolPORTAL.

For more information, see the WCBS schoolPORTAL Setup Administrator
Guide, available from our Customer Centre.

3. Staff, contacts and/ or pupils click on the URL they receive or the Weixin / WeChat
registration button and complete the registration process via 3sysACADEMIC or WCBS
schoolPORTAL. Users can then receive Weixin / WeChat messages sent by your school.

For information about how STAFF register to receive messages, see
"Registering for your School's Weixin / WeChat Messaging Service" on the next page. For
more about how CONTACTS and PUPILS register, login to WCBS schoolPORTAL,
impersonate a non-administrative user and click Help to open the WCBS schoolPORTAL
Online Help or see the WCBS schoolPORTAL Parents / Contacts User Guide (PDF
version), the WCBS schoolPORTAL Pupils User Guide (PDF version) or the WCBS
schoolPORTAL Weixin/ WeChat Messaging Service Registration User Guide for Parents,
Contacts & Pupils (MS Word document).

Disabling Weixin / WeChat Registration for Staff / Contacts /
Pupils

If your school decides to stop allowing users to register for Weixin / WeChat messages via WCBS
schoolPORTAL or 3sysACADEMIC, your System Administrator can disable this feature at any
time using WCBS schoolPORTAL.

See the WCBS schoolPORTAL Setup Administrator Guide for details.

User Unregistration

As a member of staff, if you decide you no longer wish to receive Weixin / WeChat messages from
your school, you can unregister. For more information, see "Unregistering from your School's
Weixin / WeChat Messaging Service" on page 60.

For more about how parents, pupils and contacts unregister, log in to WCBS
schoolPORTAL, impersonate a non-administrative user and click Help to open the WCBS
schoolPORTAL Online Help or see the WCBS schoolPORTAL Parents / Contacts User Guide
(PDF version), the WCBS schoolPORTAL Pupils User Guide (PDF version) or the WCBS
schoolPORTAL Weixin/ WeChat Messaging Service Registration User Guide for Parents,
Contacts & Pupils (MS Word document).
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Registering for your School's Weixin / WeChat Messaging
Service

HOW TO REGISTER FOR YOUR SCHOOL'S Weixin / WeChat MESSAGING SERVICE

Note: This information is for staff, who must register via 3sysACADEMIC to receive
Weixin / WeChat messages from your school. Information for parents, contacts and

pupils is included in the WCBS schoolPORTAL Online Help.

1. Click on the URL provided by your school.
The 3sysACADEMIC login screen appears.

Note: Keep this link on file for future reference. You need it to access these

options again, e.g. to unregister.

2. Loginto 3sysACADEMIC.
The Weixin /| WeChat messaging service screen appears.

Weixin / WeChat messaging service

Welcome to our Weixin / WeChat messaging service, allowing you to keep up-to-date with your school.

) Tick this box to agree to your school contacting yvou directly via Weixin / WeChat.

3. If you are happy for your school to contact you via Weixin / WeChat, tick the Tick this box
to agree to your school contacting you directly via Weixin / WeChat check box.

Weixin / WeChat messaging service

Welcome to our Weixin / WeChat messaging service, allowing you to keep up-to-date with your school.

| [l Tick this box to agree to your school contacting you directly via Weixin / WeChat.

4. Click Next.
The Registration screen appears.

Registration

Please enter the number for the mobile you have installed Weixin / WeChat an.

Mobile number i ~
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5. Add the mobile telephone number associated with your Weixin / WeChat account.

a. Ifrequired, click on the flag and select the relevant international dialling code from the
drop list.

Registration

Please enter the number for the mobile you have installed Weixin / WeChat on.

Mobile number | B ~

53 United Kingdom +44 = o
Bl China (+E) +86

Il Afghanistan (Jesiss) +03
M Albania (Shaipéri) +355
B Algeria (o5ah) +213

EZ American Samoa +1684

Bl Andorra <376

b. Type your mobile telephone number in the Mobile number field.

Registration

Please enter the number for the mobile you have installed Weixin / WeChat on.

Mobile number [l

6. Click Next.
The Scan to Complete screen appears.

Scan To Complete

Scan the QR code in your Weixin / WeChat app.

Once accepted your registration is complete!

7. Using the Weixin / WeChat app on your mobile telephone, go to Discover > Scan QR
Code and scan the QR code to complete the registration process.
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Unregistering from your School's Weixin / WeChat Messaging

Service
HOW TO UNREGISTER FROM YOUR SCHOOL'S Weixin / WeChat MESSAGING SERVICE

Note: This information is for staff who wish to stop receiving Weixin / WeChat messages
from your school. Staff unregister from this service using 3sysACADEMIC. Information

about how pupils and contacts unregister is included in the WCBS schoolPORTAL Online
Help.

1. Click onthe URL provided by your school and log in to 3sysACADEMIC.
The Weixin / WeChat Account Registered screen appears.

Weixin / WeChat Account Registered

Mobile number

Active

Unregister Weixin / WeChat Account

2. Click Unregister Weixin / WeChat Account.
The Weixin /| WeChat Account Unregistered screen appears.

Weixin / WeChat Account Unregistered
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About Sending Messages

You can create and send messages via the Manual messaging tab.

Messaging

‘ Messaging dashboard | Manual messaging |

To @ Pupil ) Contact () Staff

[] Include pupil associations
« Relationships
m D Parent
. . [JRank 1
Pupil Cod Pupil N
upil e upil Name Ol Rank 2
No pupils selected [rank 3

Subject

Message

W Weixin/WeChat @
Message Type

Would you also like to send this message as an Email []

When you send a message via the 3sysACADEMIC Messaging module, by clicking Send, your
message is queued for dispatch.
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Sending Weixin / WeChat Messages
HOW TO SEND Weixin / WeChat MESSAGES

1. Goto Communication > Messaging.
The Messaging dashboard tab appears.

Messaging

IMessaging dashboard | Manual messaging

~ Filters

Message Type: Lost Updated Start Date: | | % LastUpdated EndDate: | |£%
Created StartDate: | | CrestedEndDate: | | Has Error:

Messages [ Ha
Actions Subject Messages Not started Processing Complete Failed Created date Last update Message type
View errors ~ Room Change 7 7 0 0 0 19/12/2017 11:47:12 19/12/2017 11:47:12  Weixin/WeChat
~ School Closure 325 204 118 0 3 19/12/2017 11:45:53 19/12/2017 11:47:15 Weixin/WeChat
= School Closure 325 205 119 0 1 19/12/2017 11:45:53 19/12/2017 11:47:14 Email
- KeysFound 67 o 0 0 57 19/12/2017 11:22:41 19/12/2017 11:28:04 Weixin/WeChat
~ Keys Found 67 o 0 23 a4 18/12/2017 11:22:41 18/12/2017 11:28:04 Alert

Page Showing 1-5 of 21 Records  Page| 1 Jof5

2. Click on the Manual messaging tab.

Messaging

| Messaging dashboard | Manual messaging |

Te @ Pupil O Contact O Staff [ 1nclude pupil associations
« Relationships
m [ parent
Pupil Code Pupil Name E ::::: ;
No pupils selected O rank 3
Subject ‘ 0 @
1]
Message

W Weixin/weChat @
Message Type
Would you also like to send this message as an Email []

3. Select the recipient type (i.e. 'Pupil’, 'Contact' or 'Staff").

ashboard Manual messaging |

To | (® Pupil (O Contact () Staff

Note: If 'Staff' is selected, you also have the option to send your message as a

3sysACADEMIC alert. An additional Message Type check box appears.
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4. Click Search to find your specific recipients.

More details...

a. Click Search.

A Search dialog appears.
| Search x
|Pupi| Mame V|| m
[ name Preferred Name Code Form Academic House
U Pupils |
[] Name Preferred Mame Code Form Academic House

Remove

o] o]
A

b. At the top of the dialog, enter your search criteria.

» To search for a pupil or staff group - From the first drop list, select the group
type you want, e.g. 'Form', 'Subject Set' or 'Pupil Custom Group', and from the
second drop list, select the person's specific group, e.g. 'Form 10A', 'Lower

Sixth', 'Ski Trip 2018' etc. Your selection in the first drop list alters the options
available in the second drop list.

Search

Academic House
Boarding House
Form Year

Subject Set
Tutor Group
Pupil Custom Group

[—
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If 'Form' is selected in the first drop list, a list of forms in the
school appears in the second drop list.

| Search

| Form

|:| MName

Select

Pre

|:| MName

o

Prg

¥l Form 104 (104 Search
Form 10B (10B)

Form 11A {114)
Form 11B (11B)
Form 1A (014)
Form 1B (01B)
Form Za (024)
Form 2B (02B)
Form 3A (034)
Form 3B (03B)
Form 44 (044)
Form 48 (04B)
Form 5A (054)
Form 5B (05B)
Form A (064)
Form &B (0&B)
Form 74 (074)
Form 7B (07B)
Form 8A (08A)
Form 8B (08B)
Form 94 (094)
Form S8 (09B)
Lower Sixth (12)
Mursery (00M)
Reception (00R)
Upper Sixth (13)

Code

Code

» To search for an individual's name - Use the first drop list to select 'Pupil
Name', 'Contact Name' or 'Staff Name' (as applicable), then type all or part of
the individual's name into the second field.

This user is searching for contacts by name using the key

word 'Smith'.

| Search

|Cc|r1ta|:t MName v| |Srnith

[ Title

» To retrieve a full list of pupils / contacts / staff- Use the first drop list to
select 'Pupil Name', 'Contact Name' or 'Staff Name' (as applicable) and leave
the second field empty to retrieve a complete list of relevant individuals.
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c. Click Search.

A list of individuals appears beneath the drop lists.

| Search x
|Pup\| Custom Group VH Class Reps V @ 5 results
[ name Preferred Name Code Form Academic House ~
|:| ADAMS, Lauren 5 Lauren ADADDL Form 11A Hawthorn House
[] ALTON, Benjamin Ben ALTO10 Form 1A Fir House
v
|:| BARRETT, Jane Jane BAR1OD Form 2a Green House
U Pupils |
[ Name Preferred Name Code Form Academic House

Remove

Lo oot
y

d. To select recipients, do ONE of the following:

» Toselect ALL the individuals in the list, tick the check box in the header row.
» To select individuals, tick the check box on the left-hand side of each name you

require.

| Search ® |
|Pup|| Custom Group V||Class Reps V ﬁ 5 results

Ciname Preferred Name Code Form Academic House ~
@ ADAMS, Lauren 5 Lauren ADAODL Form 114 Hawthorn House

[JlaLTon, Benjamin Ben ALTO10 Form 1A Fir House

v

E BEARRETT, Jane Jane BARLOO Form 2a Green House

U Pupils |

[ Name Preferred Name Code Form Academic House

Remove

o]
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e. Click Select.
The selected names appear in the grid in the bottom half of the screen.

+ Recipients

[Form ~|[Form 74 (074) v|

Search Results

] Mame Form Form Year Academic House Boarding House
ADAMS, Sarah ] Form 74 Year 7 Mars House

E‘ BROWN, James Form 74 Year 7 Mars House

[] pavipson, Micola M Form 7A Year 7 Medina House

GERRARD, Amy Form 74 Year 7 FalconHouse

O GREEN,Michael L Form 7A Year 7 FalconHouse Green house
GREYHOUND, Tom Form 7A Year 7 Medina House

O JEFFERY, Kate Form 7& Year 7 Medina House Red house

O KMOLE,Anna Form 7A Year 7 Medina House Elm House W
'_| VOLIKELLTE Qtarnhan Enrmm 7A  Vazar 7 Marc Honeca

Selected Recipients

ame ype itional In
O wN T Additional Info N
Form Form 74
[0 apamMs, sarah ] pupil  Torm Year ear 7
Academic House Mars House
Boarding House
Form Form 74
O BROWN, James Pupil Form Ye.ar Year 7
Academic House Mars House
Boarding House
Form Form 7A
. Form Year
[] GERRARD, Amy Pupill e ouse ear 7 v

FalconHouse

Anzrdina Hooss

Remove

f. (Optional) To remove any individuals, tick the check box next to their name and click

Remove.

| Search ® |
|Pup\| Custom Group VH Class Reps V @ 5 results
[ name Preferred Name Code Form Academic House
[] aLTON, Benjamin Ben ALTO10 Form 14 Fir House

U Pupils |

] mame Preferred Name Code Form Academic House A
I:‘ DAMS, Lauren S Lauren ADADDL Form 114 Hawthorn House

D BARRETT, Jane Jane BAR100 Form 2a Green House

] MINIT, Arthur Arthur MIN300 Form BA v

Remove

|]

Lo o]
4

g. Click OK.

You are returned to the previous screen with the selected recipient(s) added.
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5 |If appears next to any names, there is no telephone number or email address recorded
for the individual or their account is disabled. Hover your cursor over the icon to confirm

what the error is and do ONE of the following:

» Click Search and use the dialog to remove the contact from the selected grid.
Proceed with sending the message to the other recipients.

» Proceed and send your message to the remaining recipients, then review the errors
via the Module dashboard tab. Take steps to add / correct the contact information,
then rerun the message via the Module dashboard tab.

” Leave the messaging process completely and add / amend the relevant contact
information immediately. However, you will need to start the procedure anew once
this has been done.

6. (Optional) If you are messaging a pupil(s) and would like to include their associated contacts
as recipients, do ONE of the following:

» Toselect ALL the pupil associates, tick the Include pupil associations check box.

» To select specific pupil associates, tick the relevant Relationships check box for
each relationship type that you want to include.

V| Include pupil associations

= Relationships

Parant
Rank 1
1 Rank 2
Rank 2

Note: Contacts associated with pupils are 'ranked' by the school. The school
defines what each rank means and therefore which contact types fall into each
rank. For example, parents and guardians may be 'Rank 1', secondary contacts

such as grandparents or aunts and uncles could be 'Rank 2' and siblings could be
'Rank 3'. If you are unsure how your school is using the ranking system, speak
with your Line Manager.
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The selected associate names appear in a Contacts grid beneath the Pupils grid.

Messaging dashboard Manual messaging ‘
To @ Pupil () Contact () Staff
Pupil Code Pupil Name
BAT002
BATEMAN, Christopher
DYEDO3
DYER, Annabel
KEROO1
KERR, Rebecca
MITOD1
MITCHELL, Emily 1
MITOD3
MITCHELL, Pally
To Contact title Contact name Related to Relation type  Rank
Mr DYER, Annabel father Parent
DYER, Robert
Mr KERR, Rebecca father Parent
KERR,W
Mr MITCHELL, Emily J father Parent
MITCHELL, Dersk L
Mrs MITCHELL, Polly mother Parent
MITCHELL,M
Mrs STEADMAN, Joanna mother Parent
STEADMAN, Emma
Subject | |0

¥ Include pupil associations
+ Relationships
Parent
M Rank 1
[ Rank 2

7. Complete the Subject field, as required.

The subject header has a character limit of 100 characters, including spaces. You CANNOT
enter more than this number of characters into this field. To help users adhere to this limit,
the Manual messaging tab includes a character counter next to the Subject field.

Subject | Urgent Message

lia |®

Message [This is an urgent message.

26

8. Complete the Message field, as required.

Messages sent via Weixin / WeChat have character limits of up to 600 characters, including
spaces. To help users adhere to these limits, the Manual messaging tab includes a
character counter next to the Message field.

Subject | Urgent Message

|14 | @

Message [This is an urgent message.

]

If you try to enter more than 600 characters in the Message field, either by typing them in or
cutting and pasting text from elsewhere, a warning appears. Read the warning and click OK
to return to the Manual messaging tab so that you can reduce your text.
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Warning »

Your message has now reached the permitted number of characters for
Wenan/WeChat messages. Please amend vour message.

4

9. (Optional) If you would like to send the message via Weixin/ WeChat AND by email, tick
the Would you also like to send this message as an Email check box.

Message Type o Weixin/WeChat @

Would you also like to send this message as an Email [_]

10. (Optional) If you are contacting staff and would also like to send your message as a
3sysACADEMIC alert, tick the as an Alert check box.

Message Type [ weixin/WeChat @

Would you alse like to send this message as an Email [_|| as an alert []

11. Click Send.

Note: If there are errors (indicated by BY) against ALL of your recipients, the Send
button does not work. Add a recipient with a valid telephone number OR add /

update a telephone number for at least one existing recipient. This is done
elsewhere in the software. Draft messages are not saved, so if you leave the
Manual messaging tab to make changes, you must write your message again.

12. The Messaging module checks whether any recipients have [&| against their name due to
invalid contact information or their account being disabled. Click Send in the popup that
appears.

Error ®x

There ars warnings against some recipients in this list,

Would vou still like to send notifications to the valid recipients in this list?

Note: 'Valid recipients' are those pupils, staff and contacts who have valid mobile

g

telephone numbers in the database and are subscribed and registered for this
service via Weixin / WeChat.
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13. Once the message is queued, a popup appears detailing how many messages were
dispatched successfully using each of the selected methods. Read the message and
click OK.

Saved »
Successfully gqueued 67 WeChat message(s), 67 Email(s) and &7 Alert(s)

You are returned to the Manual messaging tab.

Note: When you send a message via the Manual messaging tab, it is queued for
dispatch. It is not sent immediately, so you will need to check the Messaging

dashboard tab after a few minutes. The time it takes for messages to be sent
depends on a variety of factors, such as your network speed, the number of
messages being sent at the time and the number of recipients.

14. Go to the Messaging dashboard tab to review the status and progress of your message(s).

See "About Managing Messages" on the facing page.
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About Managing Messages

The central point from which you manage and monitor message failures is the Messaging
dashboard tab. When you create a message on the Manual messaging tab, your message is
queued for dispatch. It is not sent immediately, so you will need to check the Messaging
dashboard after a few minutes to see if the message has been sent successfully to all recipients
or if it could not be delivered for some reason. The time it takes for messages to be sent depends
on a variety of factors, such as your network speed, the number of messages being sent at the
time and the number of recipients.

Note: It is recommended that the Messaging dashboard tab is monitored carefully so

that message failures can be successfully managed and dealt with promptly.

Messaging

Messaging dashboard | Manual messaging

- Filters
Message Type: | &ll ¥ | Last Updated Start Date: Last Updated End Date:

Created Start Date: Created End Date: Has Error: |all ¥

Messages [« Hfs]
Actions Subject Messages Mot started Processing Complete Failed Created date Last update Message type

o 15/12/2017 11:47:12 19/12/2017 11:47:12 Weixin/WeChat

rrors | Rerun Failed  + Room Change 7 7 o

Rer ~ School Closure 325 204 118 3 19/12/2017 11:45:53 19/12/2017 11:47:15 Weixin/WeChat

0
o

= School Closure 325 205 118 o 1 19/12/2017 11:45:53 15/12/2017 11:47:14 Email
o

Rer

s | Rerun Faile: &7 19/12/2017 11:22:41 19/12/2017 11:28:04 Weixin/WeChat

4

Keys Found &7 0 0

d
ed
d
d = Keys Found 87 [t} Q 23 44 19/12/2017 11:22:41 19/12/2017 11:28:04 Alert

s | Rerun Faile

EIBD R rewrsrerpage [5 ¥ Showing1-5of 21 Records  Page| 1 JofS

The Messaging dashboard tab shows a summary of messages dispatched. Depending upon your
permission settings, you will either see your own messages or all users' messages.

By default, the Messaging dashboard tab shows all message types sent (i.e. Weixin / WeChat
messages, emails and alerts) and all messages with or without errors. The data is presented in
chronological order with the most recently sent / rerun message at the top of the grid.

Each row shows the status / progress of one message type dispatched, detailed in the Message
type column. For example, if you send one message by Weixin/ WeChat and by email, two rows
are added to the Messaging dashboard grid, one for Weixin / WeChat correspondence and one
for the emails. The Messages column shows how many messages have been sent (i.e. how many
recipients there are). The adjacent columns show the number of those messages with each status:

Not started This is the number of messages that have been sent from the Manual messaging
tab and are now queued for dispatch.

Processing These messages are being sent.
Complete  These messages have been sent successfully.

Failed These messages could not be received for some reason. More details about why
the failure occurred can be accessed via the Actions column.
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Messaging

“Massaging dashhnard‘ Manual messaging

~ Filters

Message Type: Usst Updated Start Date: | |
Created End Date: l:l B

i3

Created Start Date: l:l ®

Last Updated End Date: l:l &
Has Error:

Messages
Actions Subject Messages Not started Processing Complete Failed | Created date
Rerun Falled |+ Room Change |7 7 0 ] 0 15/12/2017 11:47:12
Rerun Falled |« School Closure |325 204 118 ] 3 15/12/2017 11:45:53
Rerun Falled |« School Closure |325 205 119 ] 1 15/12/2017 11:45:53
Rerun Falled | v Keys Found |67 0 0 ] 67 15/12/2017 11:22:41
ors | Rerun Falled | v Keys Found |67 0 0 23 aa 15/12/2017 11:22:41

EIEDEE rewsperrags [5 7| Showing1-5of 21 Records  Page| L Jof5

Last update

19/12/2017 11:47:12
19/12/2017 11:47:15
19/12/2017 11:47:14
19/12/2017 11:28:04
19/12/2017 11:28:04

[

Message type
Weixin/WeChat
Weixin/WeChat
Email

Weixin/WeChat

Alert

If there are 'Failed' messages, the View errors option in the Actions column becomes enabled for
this row. Clicking on View errors shows details of why the failed messages could not be sent.
Having reviewed this information, you can take action to enable them to be sent successfully,
where possible. For example, if a mobile telephone number or email address is incorrect, you can
check the details and update them in the user's record, if appropriate. If the issue relates to users

not registering for the service, for example, they must be asked to do so.

Messaging

“ Messaging dashboard| Manual messaging

~ Filters

Created Start Date: l:l &

i Created End Date: l:l &
=

Messages
Actions Subject Messages Not started Processing
View errors | Rerun Failed | + Room Change 7 7 0
s | Rerun Failed | » School Closure 325 204 118
Rerun Failed | » School Closure 325 205 119
rs | Rerun Failed v Keys Found 67 [} ]
View errors | Rerun Failed | +  Keys Found 657 a a

EIED DR recorisperpage [5 7| Showingl-5of21Records  Page[ 1 |efS

Message Type: Lsst Updated Start Date: | |4

Loct Updoted End Date: ||
Has Error:

Complete Failed Created date

0 Q 15/12/2017 11:47:12
0 3 19/12/2017 11:45:53
0 1 19/12/2017 11:45:53
0 &7 19/12/2017 11:22:41
23 44 19/12/2017 11:22:41

Last update

19/12/2017 11:47:12
19/12/2017 11:47:15
19/12/2017 11:47:14
19/12/2017 11:28:04
19/12/2017 11:28:04

BEC

Message type
Weixin/WeChat
Weixin/WeChat
Email

Weian/WeChat

Alert
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Messaging dashboard tab by clicking Rerun Failed or Rerun All in the Actions column next to

the relevant message.

Messaging

hMessagmg dashboard | Manual messaging

~ Filters

Crested Start Date: l:l 5]

[« T 1" ] » I

Message Type: Lost Updated StartDate: [ |

Crested End Date: l:l &

Showing 1 - 5 of 21 Records

Messages

Actions Subject Messages Not started Processing
View errors | Rerun Failled | = Room Change 7 7 0 a
Wiew errors | Rerun Failed | « School Closure 325 204 118 0
Wiew errors | Rerun Failed | « School Closure 325 205 119 0
View errors | Rerun Failed | = Keys Found 67 0 0 0
View errors | Rerun Failed | = |Keys Found |67 0 0 23

Page[ 1 |of5

Complete Failed Created date

o
3
1
&7

Last Updated End Date: :l 5}
Has Error:

Last update

19/12/2017 11:47:12 19/12/2017 11:47:12
19/12/2017 11:45:53  19/12/2017 11:47:15
19/12/2017 11:45:53 19/12/2017 11:47:14
19/12/2017 11:22:41 15/12/2017 11:28:04
19/12/2017 11:22:41 19/12/2017 11:28:04

Message type
Weixin/WeChat
Weixin/WeChat
Email
Weixin/WeChat
Alert

Finding Messages via the Dashboard Tab
HOW TO FIND MESSAGES VIA THE DASHBOARD TAB

1. GotoModules > Communication > Messaging.
The Messaging dashboard tab appears.

Messaging

IMessaging dashhnardl Manual messaging

~ Filters

Messages

Actions

View errors | Rerun Failed
View errors | Rerun Failed
View errors | Rerun Failed
View errors | Rerun Failed
View errors | Rerun Failed

Created StartDate: | |

4

Il

‘

4

Il

[T 1 ] B

Subject

Room Change 7 7
School Clasure 325 204
School Closure 325 205
Keys Found 67 0
Keys Found 67 ]

Showing 1 - 5 of 21 Records

Message Type: LostUpdated Start Date: | |8
CrestedEndDate: ||

Messages Not started Processing

Page| 1 |ofs

aa

23

Complete Failed Created date

Last Updated End Date: : i

Has Error:

Last update
o 19/12/2017 11:47:12
3 19/12/2017 11:45:53
1 19/12/2017 11:45:53
57 19/12/2017 11:22:41
44 19/12/2017 11:22:41

19/12/2017 11:47:12
19/12/2017 11:47:15
19/12/2017 11:47:14
19/12/2017 11:28:04
19/12/2017 11:26:04

[« ]

Message type
Weixin/WeChat
Weixin/WeChat
Email
Weixin/WeChat
Alert
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2. Inthe Filters section at the top of the screen, enter your search criteria in one or more of the
fields. You can search by:

Message Type Use this drop list to show all messages or filter them by type, i.e.

'Alert', 'Email' or 'Weixin/ WeChat'.

Last Updated Start To filter messages by a date range based on when they were
Date / End Date last updated (e.g. rerun), type a date into these fields using a

DD/MM/YYYY format OR click [ | and select a date using the
Calendar popup.

Created Start Date;  Tofilter messages by a date range based on when they were
End Date created, type a date into these fields usinga DD/MM/YYYY

format OR click (] and select a date using the Calendar popup.

Has Error Use this drop list to select 'All', 'Yes' or 'No'.

Note: If you cannot see this section in the software, it may be minimised. Click I

next to the relevant heading to expand it.

3. Click Search.
The results appear in the Messages grid.

4. (Optional) Use the Page icons beneath the grid to navigate between pages of results.

»

»
»

»

Click B or B or on the numbers undemeath the grid on the left-hand side to move
between pages.

Click [l to go to the first page or M to go to the last page.
Use the Records Per Page drop list to see more records on each page.

Recards Per Page

Paga IIL"- 1

Click in the Page field and type the number of the page you want.
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Reviewing the Cause of Failed Messages
HOW TO REVIEW THE CAUSE OF FAILED MESSAGES

1.

2.

3.

Go to Modules > Communication > Messaging.

The Messaging dashboard tab appears. Any queued messages which have failed to send
have a figure in the Failed column in the grid. This figure represents the number of recipients

who have NOT received the message.

Messaging
Messaging dashboard | Manual messaging
~ Filters
Messzge Type: | Al v | Last Updated Start Date:
Created Start Date: Crested End Date:
(=]
Messages

Actions Subject Messages Not started

Rerun Fa + Room Change 7 7 [ 0
v School Closure 325 204 118 0

er + School Closure 325 205 119 0

er v KeysFound 67 ] 0 0

s Rerun Faled  + Keys Found 87 o o 23

Showing 1 - 5 of 2L Records  Page[ 1 |of 5

[« [ <] [ » Qe

Last Updated End Date:

Has Error: |All ¥

Processing Complete |Failed |Created date

EC

Last update Message type
Weixin/WeChat

Weixin/WeChat

19/12/2017 11:47:12
18/12/2017 11:47:15
19/12/2017 11:47:14
18/12/2017 11:28:04
19/12/2017 11:28:04

19/12/2017 11:47:12
19/12/2017 11:45:53
19/12/2017 11:45:53
19/12/2017 11:22:41
19/12/2017 11:22:41

Email
Weixin/WeChat

Alert

Note: Each row represents a message sent via a particular medium, i.e. Weixin /
WeChat, email or alert. This is the "message type" and detailed in the Message

type column.

(Optional) To filter the list so that the grid only shows messages which have failed, in the
Filters section, select 'Yes' using the Has Error drop list.

Note: If you cannot see this section in the software, it may be minimised. Click I

next to the relevant heading to expand it.

(Optional) Use the other options in the Filters section to find the specific message(s) that

you want.

Note: If you are unsure how to filter messages, see steps 2 to 4 of
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4. Inthe Actions column, click View errors next to the message that you want to know about.

Messaging

Messaging dashboard | Manual messaging

~ Filters
Message Type: [all ¥ | Last Updated Start Date: Last Updated End Date:
Created Start Date: Created End Date: Has Error: [All_¥

[« Hi~]
Subject Messages Mot started Processing Complete Failed Created date Last update Message type
~ Room Change 7 7 o o o 19/12/2017 11:47:12 19/12/2017 11:47:12 Weixin/WeChat
d ~ School Closure 325 204 118 o 3 19/12/2017 11:45:53 19/12/2017 11:47:15 Weixin/WeChat
4 = School Closure 325 205 119 o 1 19/12/2017 11:45:53 19/12/2017 11:47:14 Email
d = Keys Found 67 0 1] o 67 19/12/2017 11:22:41 19/12/2017 11:28:04 Weixin/WeChat
Reru 4 v KeysFound &7 0 o 23 44 19/12/2017 11:22:41 19/12/2017 11:28:04 Alert

BB DI recorsperpage [5 7| Showing1-Sof2LRecords  Page| 1 Jof3

Note: The View errors option is only enabled if individual messages failed for
some reason. If none of the messages failed, there are no errors to view and the

option is greyed out.

Text detailing why messages failed to reach each of the relevant recipients appears in red.

Messages EC
Actions Subject Messages Not started Processing Complete Failed Last update Message type
, Reminder - Room 17/07/2017 .
Hide errors | Rerun Failed = Change 7 0 o o 7 11:35:08 Email

BATEMAN, Christopher

Error Sending Email: Failure sending mail. The remote name could not be resolved: 'mail01’ [SmtpHost:mail01] [SmtpUser:] [SmtpPort:25] [UseSsl:False]
[From :admin@camelot.sch.uk] [To:doesnotexist@wcbs.co.uk] [Cc:] [Bee:]

DYER, Annabel

Error Sending Email: Failure sending mail. The remote name could not be resolved: 'mail01’ [SmtpHost:mail01] [SmtpUser:] [SmtpPort: 25] [UseSsl:False]
[From :admin@camelot.sch.uk] [To:doesnotexist@wcbs.co.uk] [Cc:] [Bee:]

KERR, Rebecca

Error Sending Email: Failure sending mail. The remote name could not be resolved: 'mail01’ [SmtpHost:mail01] [SmtpUser:] [SmtpPort: 25] [UseSsl:False]
[From:admin@camelot.sch.uk] [To:doesnotexist@wcbs.co.uk] [Ce:] [Bee:]

5. When you have finished reviewing the information, click Hide errors in the Actions column
to return to the Messaging dashboard tab.

6. (Optional) Take action to resolve the error(s) and rerun the message(s).
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Rerunning Messages
HOW TO RERUN MESSAGES

Note: Failed messages should only be rerun once the errors that prevented them from
being sent successfully have been addressed, e.g. contact information added or

corrected in your database.

1. Find the message(s) that you would like to rerun.

Note: If you are unsure how to find a message, see

2. Torerun messages, do ONE of the following:
» Toresend the failed messages only, in the Actions column, click Rerun Failed.

Note: The Rerun Failed option is only enabled if messages failed for some
reason when last sent. If none of the messages failed, the Rerun Failed
option is greyed out.

» Toresend ALL of the messages, i.e. including those sent successfully, in the
Actions column, click Rerun All.

Note: If you cannot see this option, click M or Il to expand the list.

The progress of recently sent messages is shown in the Not started, Processing,
Complete and Failed columns.

Messaging
Messaging dashboard | Manual messaging

~ Filters

Message Type: |All ¥ | Last Updated Start Date: Last Updated End Date:
Created Start Date: Created End Date: Has Error: [All ¥

Messages [« ]
Actions Subject Messages Mot started Processing Complete Failed | Created date Last update Message type
+ Room Change |7 7 o 0 o 19/12/2017 11:47:12 19/12/2017 11:47:12 Weixin/WeChat
~ School Closure |325 204 118 0 3 19/12/2017 11:45:53 19/12/2017 11:47:15 Weixin/WeChat

s | Reru ~ School Closure [325 205 113 0 1 19/12/2017 11:45:53 19/12/2017 11:47:14 Email
eru ¥ Keys Found 67 o o 0 67 19/12/2017 11:22:41 19/12/2017 11:28:04 Weixin/WeChat

ors | Rerun ~ KeysFound |67 o 0 23 44 19/12/2017 11:22:41 19/12/2017 11:28:04 Alert

EIBEIDIED recocsperpage [5 ¥ | Showingi-5of2LRecords  Page| 1 [of5

3. Click [&=|to refresh the screen to see the latest progress / status of messages until the
number in the Complete column matches that in the Messages column, indicating that the

rerun has successfully finished.

Note: If any messages have not sent, a figure appears in the Failed column.

Review the errors (see ),
remedy any issues and repeat steps 1 to 3.
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Helpline: +44 (0)1458 833 055
Telephone: +44 (0)1458 833 344
Fax: +44 (0)1458 835297

Email: support@wcbs.co.uk

Website: www.wcbs.co.uk

Address:
West Country Business Systems (Holdings) Limited
Landmark House, Wirrall Park Road, Glastonbury, Somerset, BA6 9FR, UK
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