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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.

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

Note: schoolADMIN 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



3sys® -

ACADEMIC ¢

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 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. Emails can be sent via:

» The Email function (Communication > Email / Notifications > Email).
» The Pupils module.
» The Staff module.

For more information, see "Using Email in 3sysACADEMIC" on the facing page.

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 natification 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 "Configuring Notification Categories" on page 39 and "Using
Notifications" on page 30.

Note: Users MUST be logged in to receive notifications.

Accessing the Email / Notifications Module

HOW TO ACCESS THE EMAIL / NOTIFICATIONS MODULE

» Goto Communication > Email / Notifications.
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Using Email in 3sysACADEMIC

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.

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

Email Search
~ Filters
Sent Ta: | Subject: [ BodyTewts |
From: [0s/07/2016 To: [03/08/2018 Crestedey: [ |
Status:
Search
2
Actions To Subject
view | Edit = albates@clarks.com, ss@as.com, ... C:;"f'?; Schoal Calendar
view Edit o Adems_L@csmelctsomerset.sch.uk, Geography Project - Summer
Adams_S@camelot.somerset.sch.uk, ... 2016
View Edit  w adamiranklin@acl.com, AmNan@kbtepenwarld.com Summer 2016 Geography
Froject Documents
50 | e ] e - Snowing 1 -3 ar 3 Recoras Page [T o1

Sent Date - Created By

Supervisor

Supervisor

Supervisor

b. Click New.
The Email Edit (Draft) screen appears.

CHAPTER 2 | Communication Overview Guide
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@ Email Edit (Draft)

oo ] oo [ o [ ] e

~ Header

From: [admin@camelot.sch.uk v

Subject: [ |

~ Manage Attachments

Attachments

= Body Text

B JU|ES=EES | rontFamly - |Fontsee | 4 <308 DG 44052 E AR

oo [ oo Lo [ ] o]

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
T — =
] Hame Code [] Associations 4
4
[ personal
v [] Relations
[ Form Tutor
[] Head of Year

[] Group Tutar
[] Academic House Tutor
[ acarding House Tutor

[] Boarding House Matron W
Me .~

[ Email Address Type: ] Mame Type Email Addrass
[] tnternal ~

[ E-mail £

[ e-Mail 2

= Filter Email Recipients

[ Home email address

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

— -
£ LY

d. Find the recipients of your email.

More details...

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

10
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|Pupi| Mame v” |@

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.

»  Select your recipients via Pupil Management > Pupils.

More details...

a. Find the pupils you want to email.

More details...
a. Goto Pupil Management > Pupils.

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

Pupil Search
View: [ Standard v|  Add Copy
» Refine Search
[ | s = B
More Acticns =

Actions [] code ~ Name Preferred name  Form Leaving date
view Edit + [J aDA0O1  ADAMS, Lauren S OO® Louren Form 11A q
view Edit ~ [] ADAOO3  ADAMS, Sarah ] (2 X+] sarah Form 7A

View | Edit = [ ALLOO1L  ALLAN, Samantha E O0@® sam Upper Sixth

View Edit ~ [] ALLO02  ALLAN, Tom (2 XO] Tom Upper Sixth

View Edit  + [ aLLion  ALLEN, David OO @® oavie Form 48

view Edit » []ALTO10  ALTON, Benjamin (2] Ben Form 1A

View | Edit = [ ASHOO1  ASHMAN,Timothy George 2] Timothy Form 11A

View Edit ~ []ASHO03  ASHFIELD, Gemma Frances (3 Gemma Form 9A

view [Edit ~ [J ASLO01  ASLETT, Fletcher [2] Fletcher Form 9A

View Edit » [ BAT001  BATES, Karen Jane (2] Karen Upper Sixth
n - u n Records Per Page Showing 1 - 10 of 168 Records  Page[ 1 JoF17

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 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:

CHAPTER 2| Communication Overview Guide 11
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Field Action

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 [1] and click on the relevant date in

the calendar pop up that appears.

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

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

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

facords Per Page
page.
» Click in the Page field and type the number of the page you want.
paga[ 1 it
b. Tick the check box(es) next to the name(s) you would like to include.
~ Pupil Search
Epil Nam | |m
[] Name Code A [] Associations 14
M koams, Lauren = ADAODL [ personal |
[ BoAMS, Sarah 2 ADAOD2 » [ Relations
M hLLan, Samanths E ALLO0L [ Form Tutor
M BLLAN, Tom ALLOOZ [] Head of vear
[ BLLEN, David ALL10O [ Group Tutor
[] bLTON, Benjamin ALTO10 [] Acadamic House Tutor
[ =HFIELD, Gemma Frances ASHOD2 [ Boarding House Tutor
[] ksHMaN, Timothy George ASHODL W [] 2oarding House Matron W
-
c. Click Email.

The Email Recipients screen appears with the selected pupils listed.
2. Tick the relevant Associations check box.
» Tosend the email to the selected pupils, tick the Personal check box.
” To send the email to contacts related to each pupil, tick the Relations check box.

” Tosend 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'.

12
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Email Recipients
Specify Email Recipients
o

Email Recipients

Pupils | Staff | Contacts

= Pupil Search

[Pupil Name v

E Name

E Name Type

= Filter Email Recipients

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

[ e-mail 2

[ Home email address

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

£ AN

Email Address

[] Associations L
[ personal

[] relations

[ Ferm Tutor

[] Head Of ear

D Group Tutor

-

[] Academic House Tutor
O Boarding House Tutor

[ 2oarding House Matron V|
L R .

3. Click Select.
The recipients appear in the Filter Email Recipients section.

Email Recipients oK Cancel

Pupils | Staff | Contacts

= Pupil Search

05 2

‘Pupi\ Mame Vll |

[] Name Code [] Associations

@ ADAMS, Lauren S ADADD1 D Personal ’\‘
[+ aDams, Sarah 3 ADADDZ » [ Relations

@ ALLAN, Samanthz E ALLOD1 E Form Tutor

[ ALLan, Tom ALLOOZ [ Head Of ear

[] ALLEN, David ALL10D [ Group Tutor

[] ALTON, Benjamin ALTO10 [] Academic House Tutor

[[] ASHFIELD. Gemma Frances ASHD02 [ Boarding House Tutor

[[] asHman, Timethy George ASHOO1 [[] 2oarding House Matron %
[ ISP P, [ I

~ Filter Email Recipients

[] Email Address Type: W] Mame Type Email Address

[ internal ~ ] BREWER. Christine Staff

D E-Mail 1 Sr:vpel‘:::;ent contact

O e-mail 2 ] BRYANT, Melanie Staff

[ Home email address Employes

[] Temperary email for h gz:leol:—):;:ent contact

[ susinass Email addras [ PARSONS, Albert Trevor Staff

[ private Email address Employes

used.

CHAPTER 2| Communication Overview Guide

4. Usethe Email Address Types check boxes to select which email addresses should be
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~ Filter Email Recipients

] Email Address Types V] Name Type Email Address
~
[ internal [} BREWER, Christine Staff christine.brewer@ntlwerld.com
] E-Mail 1 Employes
- Development contact
L E-Mail 2 W BRYANT, Melanie Staff MelBryant@aol.com
[ Home email address Employes

Development contact

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

[ S N TR - 1

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

passFINANCE/schoolADMIN by your System Administrator.

5. 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.

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 Oee [ Bee

[ khristine.brewer@ntlworld.com

[ MelBryant@aol.com
M Bert. parsons@scotnet.com

[ouce

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

More details...

a. Click Attachments.
The Attachment Manager screen appears.

14
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Attachment Manager

Click "Browse" to upload files from your computer.

File 1:

]Add Attachments

= Local Files

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 onthe file and click Open.

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

field, as required.

8 Email Edit (Draft)

Detail

~ Header

From: houk v

\

\

merset.sch.uk

merset.sch.uk; D_ merset.sch.uk; Cavendish_|

’Adams_lﬁ. melot somerset sch.uk; Adams_

Subject: [Geography Project - Summer 2016

~ Manage Attachments

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

~ Body Text

Bz u| [[vm ] |LFomt Famiy ], [Foncsize 7|5 oy @, i in] 28 252 =)0 o<

Dear Al
Please find aitached the

for the summer geagraphy proj
1f you have any quenies, please email me
Bestuwishes

Nir Stringer

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

I hear many of the pupils are off to some very exoic locations again this year, so | look forwand to seeing the resuits of their work in September

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.

CHAPTER 2 | Communication Overview Guide
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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.

Note: Staff searches allow you to select staff with records
created in 3sysACADEMIC or
passFINANCE/schoolADMIN. 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 highest to
lowest.

b. Enteryour 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.

16



Field
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

Last amended on

CHAPTER 2| Communication Overview Guide
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Action

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.

Click in this field or[!] to see a
calendar. Click on the date the
relevant staff record was
amended.

17
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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 icons beneath the grid to navigate between results.

»

»
»

»

Click [8] or (8] or on the numbers underneath the grid on the left-
hand side to move between pages.

Click [Bto go to the first page or [ 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}"" 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

- Filtars

Sent To: |

Subject: |

From: |0%/07/2016

To: [os70ar201E crastede: [ ]

Status:

Search

Emails

Actions To

View Edit = albates@clarks.com, as@as.com. ...

Adams_L@camelot.somerset.sch.uk,

View Edit w
Adams_S@camelot.somersat.sch.uk, 1.

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

Subject

Camelot School Calendar
2015/17

Geography Project - Summer
2016

Summer 2016 Gasgraphy
Froject Documants

nunn ;e\..\d-.l’rl’gg= Showing 1 - 3 of 3 Records  Page[ 1 Jor1

Sent Date * Created By

Supervisor

Supervisor

Supervisor

Click New.

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

appear.

The Email Recipients screen appears.

18
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Email Recipients
Specify Email Recipients
Email Recipients ﬂ m

Pupils. Staff Contacts

~ Pupil Search
T — =
[+ Name Code [] Associations 4
/
[ personal
v [ Relations
[ Form Tutor

[] Head Of Year

[] Group Tutor

[] Academic House Tutor

[] Boarding House Tutor

[ Boarding House Matron

M.~
| ceer | o
~ Filter Email Recipients
[] Email Address TypEA W] Hame Type Email Address
[ tnternal
D E-Mail 1
[] &-Mail 2

[ Home email address
[ Temperary email for h
[ Business Email addres

[ private Email address %

—

P . 5

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.

|Staﬁ' MNarme Vll |

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.
= Filter Email Recipients
[ Email Address Type: ] Name Type Email Address ~
[ internal ALLEN, Barbara Staff A, Mo email addresses found
[ e-mail 1 Emplayes
" 4l anprEWS, Elllie 3 Staff sjandrews@camelot.somerset.sch.uk
[ e-mail 2
Emgployes
[ Home email 2ddress Davelopment contact
- Fi il
[] Temporary email for h armer pupl
0 . o ] BakeR. Mally B Staff mbb@camelot.somerset.sch.uk
Business Emazil addras Employee
[ private Email address ¥ Development contact
— S - . Former pupil W
< > Supplier

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
passFINANCE/schoolADMIN by your System Administrator.

CHAPTER 2| Communication Overview Guide 19
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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

[ Bec

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

® N o o

Click Attachments to send documents with the email.

More details...
a. Click Attachments.
The Attachment Manager screen appears.

@ Attachment Manager

dd Attachments

 Local Files

Click "Browse" to upload files from your 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 on the file and click Open.

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

20
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Email Edit (Draft)
Summer 2016 Geography Project Documents
o [ see ooee oe]

~ Header

From: [admin@camelot.sch.uk v

\

\

Subject: [summer 2016 Geography Project Documents

~ Manage Attachments

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

~ Body Text

(B2 U|[= == =|[px o FontFamiy 7] [Fontsize 7] (370 @ G Gn|[ 20 2 (9 &< O o |

Hi Everyone,

Here's 2 copy of the summer project work sent out to year 10.
Bestuwishes

ot

[ | [t [ [ e

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

» To save the email and send it later,

» Toremove the email, click Delete.

click Save.

» Toreturn 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

~ Filters

B — Y —

From: [05/07/2016 To: [03/08/2016
Status:

Emails

Actions To

view Edit = albates@clarks.com, as@as.com, ...

Adzms_LBcamelot.somerset.sch.uk,

View  Edit
Adams_S@camelot.somerset.sch.uk, ...

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

N —
T —

(]

Subject
Camelot School Calendar
201&/17

Gaography Project - Summer
2015

Summer 2016 Geography
Project Documents

n -u n Recards Per Page Shawing 1-3 of 3 Recards  Page [ 1 Jor s

Sent Date = Created By

Supervisor

Supervisor

Supervisor

2. Click New.

3. Click To, Cc or Bece depending upon where you want your recipients to appear.

The Email Recipients screen appears.
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Email Recipients ﬂ m

Pupils | Staff | Contacts |

+ Pupil Search

‘Pupl\ Mame Vll |m

[+] Name Code [] Associations 4
[ personal

[ relations

D Form Tutor

[ Head Of ear

D Group Tutor

[] Academic House Tutor

[] 8czrding House Tutor

[ ecarding House Matron W
FClm -

(oo oo

[] Email Address Type: K] Mame Type Email Address
[ internal ~

[ E-mail 1

[ e-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: [ name Type Email Address
[ internal ~
[ e-mail 1
[ e-mail 2
[ Home email address
[1 Temporary email for h
[ Business Email addres
[ erivate Email address ¥

< >

-

= Selected Email Recipients
[ Te Olee [ Bee

(o
oK Cancel

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
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used.
= Filter Email Recipients
4
[] Email Address Type: i Mame Type Email Address
[ internal ] BATEMAN, Samantha sb@wcbs.co.uk
[ =-waail = BATEMAN, Sarzh Billing account 4, Mo email addresses found
[ e-msil 2 Development contack

[ Home email address
[] Temperary 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

passFINANCE/schoolADMIN by your System Administrator.

7. Click To, Cc or Bce 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 e [ Bec
[ hristine.brewer@ntlworld.com

[ MelBryant@aol.com K K

[ Bert.parsons@scotnet.com ] ]

[onee

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

 Local Files

Click "Browse" to upload files from your 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.

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

8 Email Edit (Draft)

P
~ Header
From: |admin@camelot.sch.uk v
]| \
|
fr gery.net; E; Tord.uk; john B5.€6.UK; FUPEr, Baston@puiE, com; orm; MW@abc.co.uk; ~
k; buttpr@chelms,org.uk; i I hochic om; arrogate-events,co.uk; et; . ki v

Subject: | camelot School Calendar 2016/17 ]

~ Manage Attachments

Attachments | CamelotSch_Calendar_2016-17.ppix

- Body Text

B I U

[ e |LFant Famity_[=] ., [Fontsze [=|. |Fa "o G o |8 05 [I= 4= [0 &< o S |

Dear Supplier,
Prease find attached detals of our term tmes for 2016/17.
Yours sincerely

Camelot School

13. Do ONE of the following:

» To send the email, click Send.

” To save the email and send it later, click Save.
» Toremove the email, click Delete.

» Toreturn to the previous screen, click Up.

» To leave the email process, click Cancel.

24



3sys®

ACADEMIC

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

Subject: |

To: |09/08/2016

Sent To: |

From: |03/07/2016
Status:

Actions To Subject Sent Date * Created By

Camezlot School Czlendar

e 2015/17

Wiew Edit  w albates@clarks.com, as@as.co Supervisor
Geography Praject - Summer

2018

Adams_L@camelot.somerset.schauk,

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

Supervisor
Summer 2016 Gaography

Supervisor
Project Documents P

Wiew  Edit  w adamfranklin@ascl.com, AmNan@btopenwarld.com

BB <o [10 v] sowngi-303Recos P

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 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:

Action Field

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'.

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

» Click [@ or[@] or on the numbers underneath the grid on the left-hand side to
move between pages.

» Click [Blto 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.
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Recards Per Page

» Click in the Page field and type the number of the page you want.
Page[ 1 Jor1
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
- Filtars
Sent To: | Subject: | Body Text: | |
From: |03/07/2016 To: [p3/08/2016 Craated By: :
Search
Actions To Subject Sent Date ~  Created By
c lot School Calend:
wiew Edit w albates@clarks.com, as@as.com, ... _h:;n:,?j ool belendsr Supervisor
] i Adams_L@camelot.somerset.sch.uk Geography Project - Summer
View  Edit = . s i
7 adams_S@camelot.somersst.schiuk, . 2016 pervisar
] i Summer 2016 G hy
view Edit  » adamfranklin@acl.com, AmMNan@btopenworld.com ummer £ Sograpmy Supervisor
Project Documents
n -n n Records Per Page Shawing 1 - 3 of 3 Records  Page [T Jor1

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 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:
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Action Field

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

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

» Click B to go to the first page or [E] 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[ 1 Jori1

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:

» To send the email, click Send.

» To save 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.

Deleting Saved Emails

HOW TO DELETE A SAVED EMAIL

1. Find the email you want to delete.

More details...
a. Goto Communication > Email.
The Email Search and Emails screen appears, showing a grid of saved emails.
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Email Search

* Filters

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

Emails m |x|

Actions To Subject Sent Date * Created By

[= lot School Calend.
view Edit w albates@clarks.com, as@as.com, ... 1;;":,103 ool belsnaar Supervisar

. i Adams_L@camelot.somerset.sch.uk, Gzography Project - Summer
Wiew Edit w - Supervisar
Adams_S@camelot.somerset.sch.uk, ... 2016 P

) ) Summer 2016 G hy
View | Edit | w adamfranklin@acl.com, AmNan@btopenworld.com ummer < sograghy Supervisor
Project Documants

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

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 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:

Action Field

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 [2] 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'.
c. (Optional) Use the icons beneath the grid to navigate between pages of results.

» Click [ 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[@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 Delete next to the email that you want to remove.

Note: If you cannot see this option, click M or B to expand the list.
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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 =,
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 G04
Subject Category Due
O] Flanning 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.

Adding Notifications

HOW TO ADD A NOTIFICATION

1. Goto Communication > Notifications.

The Notification Search and Notifications screen appears.
2. Click Add.

The Notifications screen appears.

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

side.

Complete the Title field.

(Optional) Type a location 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.

N o o kMow
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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 []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.)

© ul w2016 v| D

Mo Tu We Th Fr Sa Su

4 3 & 7 8 9| 10
11| 12| 13| 14| 15| 16| 17
iB|| 19| 20| 21| 22 | 23| 24
25|l 26| 27| 28|| 29 30| 31

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
l14:30 =
15:00
15:30
|16:00
16:30
17:00
17:30
18:00 ¥

182N

» Ifthis is an all day event, tick the All Day Event check box.
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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.|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. 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.
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.

[User Name 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 alist 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.
b. Select the notification's Frequency options.
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” 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.

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 []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.)

© u +v|2016 v| D

Mo Tu We Th Fr Sa Su

1 2 3

4 3 6 7 8 9| 10
11| 12| 13| 14| 15 16 | 17
i1B|| 19| 20| 21| 22| 23 | 24

23|| 26| 27F| 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.

» 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.

» 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.

14. Click Save.

Viewing Notifications

HOW TO VIEW A NOTIFICATION

1. Find the notification you would like to view.

More details...
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a. Goto Communication > Notifications.

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

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 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:

Field Action

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 [B] or[@] or on the numbers underneath the grid on the left-hand side to
move between pages.

» Click [Blto go to the first page or[@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.
Pagea m’ 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.

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

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

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

Field Action

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[@] or on the numbers underneath the grid on the left-hand side to
move between pages.

» Click B to go to the first page or[@to go to the last page.
» Use the 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.
Pagea EJ’ 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.

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.

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 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:
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Field Action

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 [@] 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 @ 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 Delete next to the record you would like to remove.

The relevant Notifications (Delete) screen appears.

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

3. Do ONE of the following:

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

» Todelete 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.

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 =,
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.
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» 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 ®
T 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 natification reminders listed, tick the check box in the

header row.

2. Click Dismiss.

Note: To remove ALL of the notification reminders listed, click Dismiss All.

Snoozing Notification Reminders

HOW TO SNOOZE NOTIFICATION REMINDERS

1. Tick the check box next to the relevant message(s) in the Reminder popup.
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Reminders *®
-9 Planning Meeting
Start time 12/07/2016 17:30
Location G04
Subject Category Due
Flanning Meeting Planning Meeting In 2 hour(s) 39 minute(s)
| Dismiss | Dismiss Al
A

Note: To select ALL of the natification 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.
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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.

Adding Notification Categories

HOW TO ADD A NOTIFICATION CATEGORY
1. Goto Communication > Notification Categories.
The Notification Category Search and Notification Categories screen appears.
2. Click Add.
The Notification Category screen appears.

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. GotoCommunication > Notification Categories.
The Notification Category Search and Notification Categories screen appears.

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

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

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

Records Per Page
» Click in the Page field and type the number of the page you want.
Page II}"" 1
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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. Goto Communication > Notification Categories.
The Notification Category Search and Notification Categories screen appears.

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

» Click [ or[@] or on the numbers underneath the grid on the left-hand side to
move between pages.

» Click [B to go to the first page or [B 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}"" 1

2. Click Delete next to the relevant category.

The Notification Category (Delete) screen appears.
3. 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. Goto Communication > Notification Categories.
The Notification Category Search and Notification Categories screen appears.
2. Export the grid to Excel.

More details...

a. Click =,
b. Do ONE of the following:
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» 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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About Data / Reporting

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 passFINANCE/schoolADMIN.

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
passFINANCE/schoolADMIN, and to view, edit and run them. If you have the permissions to run a
Report Builder report within passFINANCE/schoolADMIN, 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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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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