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1 About the WCBS Customer Centre

Welcome to the WCBS Customer Centre User Guide. The Customer Centre is our dedicated client
website, where you can:

Find information about using our software, including user guides and answers to FAQs.
Log support issues.

Download software updates and related notes and guides.

View our Product Road Map and request specific software enhancements.

Vote on proposed software enhancements, helping us identify the improvements that you
want the most.

Sign up for training and other events.

Request quotes for bespoke services, such as training sessions, report design and pre-
printed stationery.

You can access our Customer Centre via our website, www.wcbs.co.uk, or directly from
passFINANCE / schoolADMIN (PASS) or 3sysACADEMIC. If you do not currently have a login, you
can create one via these links.

This user guide explains how to get the most out of the Customer Centre. For more information, see:

Your Customer Centre Account on p.4.

Accessing the Customer Centre on p.9.

Finding Information and Resources on p.10.
Managing Support Issues — ‘My Support’ on p.16.
Downloading the Latest Software Information on p.20
Requesting Enhancements on p.22.

Registering for Training Courses on p.25.

Exploring Bespoke Services on p.26.

Contacting Us via the Customer Centre on p.27.

If you have any queries about the WCBS Customer Centre or any of the information provided
in this guide, please email CustomerCentre @wcbs.co.uk.
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2 Your Customer Centre Account

To access the Customer Centre, you need an account and log in details. Your username is your email
address. You define a suitable password when you create your account.

If you know your username and password, please go to Accessing the Customer Centre on p.9.

2.1 If you already have a Customer Centre Account

If you think you may already have a Customer Centre account, try logging in via passFINANCE /
schoolADMIN (PASS) or 3sysACADEMIC. The site automatically checks whether an account exists
for the email address in your user profile. If it does, the ‘Customer Centre Login’ screen appears with
the ‘Username’ field completed. If not, you will be asked to provide more information. See Creating a
Customer Centre Account via the Software on p.5 for details.

2.1.1Can’t remember your password?

If you have forgotten your password, go to the ‘Customer Centre Login’ page and click ‘Forgot
Password?’. Follow the instructions on screen to reset it. See Accessing the Customer Centre on p.9
for more about how you find this page.

2.2 If you don’t have a Customer Centre Account

If you do not already have a Customer Centre account, the easiest way to create one is via the
software. This is because it enables the site to validate your request using your passFINANCE /
schoolADMIN (PASS) or 3sysACADEMIC user record.

You can create an account via our website, but this takes longer as validation is manual. You
will be asked to provide your details, which are passed to your school’'s SuperUser. He or
she will then need to authorise your account application. For details, see Creating a
Customer Centre Account via the Website on p.7.

The site uses the email address logged against your user record to validate requests for new
accounts. As such, you need to check with your System Administrator that the relevant field
contains an email address that is unique to you. In passFINANCE / schoolADMIN (PASS),
the System Administrator should check the ‘Email Address’ field on your ‘User Login
Maintenance’ screen. This is accessed via Database > Security > User Configuration >
Users. This applies to both passFINANCE / schoolADMIN (PASS) and 3sysACADEMIC.

If it is impractical for this field to contain an email address unique to you, you can create an
account via the website using your personalised, work email address. For details, see
Creating a Customer Centre Account via the Website on p.7.
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2.2.1Creating a Customer Centre Account via the Software

How to Create a Customer Centre Account via the Software:

O

Do ONE of the following:

= In passFINANCE / schoolADMIN (PASS), in the header menu, go to Help > WCBS
Customer Centre.

- ¢kBilling @& Purchase Sales & School Shop  §[8 Nor
onTool == @ Help

=

and Index

= In 3sysACADEMIC, in the header row, click g .

: Home Page a B B & #8072

The site checks whether a Customer Centre account already exists for the email details held
against your current login.

The site uses the email address logged against your user record to validate requests for new
accounts. As such, the email address in the relevant field must be unique to you. In
passFINANCE / schoolADMIN (PASS), your System Administrator can check the ‘Email
Address’ field on your ‘User Login Maintenance’ screen. This is accessed via Database >
Security > User Configuration > Users. This applies to both passFINANCE / schoolADMIN
(PASS) and 3sysACADEMIC.

If it is impractical for this field to contain an email address unigue to you, you can create an
account via the website using your personalised, work email address. For details, see
Creating a Customer Centre Account via the Website on p.7.
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° If no matching Customer Centre account is found, the ‘Request Log In — Send Request’ page
appears.

WCRBS: Customer Centre

REQUEST LOG IN

Now enter your details and you'll be all set for logging in!

First Name:

Surname:

Job Title:

Phone No.:

Email: m.bryant@camelot school.co.uk
School: Camelot Schaol

New password:

Confirm password:

SEND REQUEST @)

h d e N M

If the site finds a Customer Centre account for your email address, the ‘Customer Centre
Login’ page appears. If you do not know your password, click ‘Forgot Password?’ and follow
the instructions on screen.

Complete the form (remembering to make a secure note of your password) and click ‘Send
Request’.

o @

Your Customer Centre account is created and you are logged in to the Customer Centre
automatically.
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2.2.2 Creating a Customer Centre Account via the Website

W(CBS Customer Centre User Guide

How to Create a Customer Centre Account via the Website:

0 Go to www.wcbs.co.uk and click ‘Sign In’ in the top, right-hand corner of the page.

The ‘Customer Centre Log In’ page appears.

WCRBS:*" Customer Centre

CUSTOMER CENTRE LOG IN

Username | |

Password: | |

LGN

FORGOT PASSWORD!?

Support Switchboard
e +44 (0) 1458 833 055 +44 (0)1458 833 344

ALL RIGHTS RESERVED
PRIVACY POLICY | MAIN SITE support@wcbs.co.uk info@wdbs.co.uk

° Click ‘Forgot Password?’.
The ‘Reset Password — Send Request’ page appears.

WCBS Customer Centre

RESET PASSWORD

Enter your email address to reset your password. A reset link will be sent to your email address.

Email: |

SEND REQUEST @

WCBS:
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° Enter your email in the ‘Email’ field and click ‘Send Request'.

The ‘Request Log In’ page appears.

WCRS: Customer Centre

REQUEST LOG IN

Now enter your details and you'll be all set for logging in!

First Name:
Surname:
Job Title:
Phone No.:

Email: m bryant@camelot school.co.ule
School: Camelot School

New password:

Confirm password:

SEND REQUEST

° Complete the form and click ‘Send Request’.

@ The request is sent to your school’s Customer Centre SuperUser for validation. If approved,
you will be emailed a link so that you can create a password and complete the account
creation process.
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3 Accessing the Customer Centre

There are three ways to access the Customer Centre’s ‘Login’ page:

In passFINANCE / schoolADMIN (PASS), in the header menu, go to Help > WCBS
Customer Centre.

In 3sysACADEMIC, in the header row, click g .

£ Home Page a @ &Iﬂ?

Go to www.wcbs.co.uk and click ‘Sign In’ in the top, right-hand corner of the page.

The ‘Customer Centre Login’ page appears. If you already have an account, log in with your
username and password.

Customer Centre

CUSTOMER CENTRE LOG IN

Username:
Password:

LGN ©

FORGOT PASSWORD!?

Support Switchboard
L e +44 (0)1458 833 055 +44 (0)1458 833 344

ALL RIGHTS RESERVED
PRIVACY POLICY | MAINSITE support@wcbs.co.uk info@wcbs.co.uk

If you access the Customer Centre from the software, the site can check whether the email
associated with your user profile has been used to create an account already. If so, your
email will appear in the ‘Username’ field and you only need to provide your password to log
in.

WCBS
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4 Finding Information and Resources

A range of useful information and resources are available on the Customer Centre, including:

= Release bulletins, which provide information about our products, including new releases,
legislative changes and product issues relevant to customers.

= Answers to FAQs. These are added by our Support team to share answers to the queries
they receive most.

= Archive release documentation, including release notes detailing changes made in previous
versions of the software and how to use the added features.

= User guides, available as PDFs and explaining how to use the software.

=  Training notes, which support the courses provided by our expert Consultants.

= Report Builder templates.

= Technical documents, such as technical requirements and software compatibility information.

= User group handouts and presentations.

Information about the most recently released software is available from the ‘Downloads’
page. For details, see Downloading the Latest Software Information on p.20.

4.1 Searching for Information and Resources
There are two ways to search for information and resources on the Customer Centre:

= A simple, key word, site-wide search via the header ‘Search’ field. For details, see
Undertaking Key Word Searches on p.11.

= Atailored search of the Resources Library. Undertaking Tailored Searches on p.12.

In addition, you can save your searches, if required. For details, see Saving Search Criteria on p.14.

WCBS
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4.1.1Undertaking Key Word Searches

How to Undertake a Key Word Search:

9

Type your search criteria in the ‘Search’ field in the top, right-hand corner of any Customer
Centre page.

Welcome back, Jane!

WCRBS$#"  Customer Centre © [

v

Click OR press ENTER on your keyboard to run the search.

A ‘Search Results’ page appears, showing a list of resources which match your search
criteria.

SEARCH RESULTS e {:}

Shown below are all the items that match your search criteria.

You can refine your search by selecting a product and/or a module

Product:
Not Specified v
lodule:
. 2

M

Content Type:
Not Specified v
SEARCH ©

Module: Not filtered; all shown.

ftem Module Tite Answer
Resource ltem Markbooks passHNANCE Assessments to 3sysACADEMIC Markbooks Conversion Routine VIEW °

Resource ftem  Markbooks 3sysACADEMIC Markbooks Setup User Guide VIEW °

(Optional) To filter the results, make selections using the ‘Product’, ‘Module’ or ‘Content
Type’ drop lists and click ‘Search’.
To look at a resource in more detail, click VeV @ in the relevant row.

Another page opens, providing a summary of the resource and additional options. These
options vary depending upon the type of resources selected, but may include being able to
download a PDF.

WCBS



WCBS:
4.1.2Undertaking Tailored Searches

How to Undertake a Tailored Search:
0 Log in to the Customer Centre and click ‘Resources’ in the header menu.

The ‘Resources Library’ page appears, showing current advice and newly added articles.

{:} . RESOURCES LIBRARY e
- Use our search facility, check out our current advice
or browse our most recently added items "I v

RETRIEVE A SAVED SEARCH (3

(V] TAILORED SEARCH

CURRENT ADVICE

Product Module Type Item Mew?
passFINANCE Academic User Guide Academic Year End Procedures

passFINANCE passFINANCE General FAQ [ FAQs

NEWEST ITEMS

Product Module Tpe  ltem New?

3sysACADEMIC  Pastoral Management General  Pastoral Management MNew!

passFINANCE  Fixed Assets User Fixed Assets Module User Guide Now!

passFIMANCE ~ WCBS Database Systems User Darabase Creation, Backup and Restoration using SQL Server Management MNew!
Support Guide Studic User Guide

° Click ‘Tailored Search’.
The ‘Tailored Search’ options rise to the top of the page.

° Enter your search criteria in one or more of the fields on the left-hand side of the page. You
can search by product type, resource type, keyword or a combination of these.

Select Product Type

@ 35sACADEMIC

@ passFINANCE

@ webALUMNUS

@ WCBS schoolPORTAL
& wWBs MIS Link

@ wes AP

Select Resource Type

IFAQ

] General

) User Guide

| Training Notes

Report Builder Template

) Technical Documents

| Bulletin

Keyword Search:

SAVE SEARCH

To view a product’s sub-categories, topics and modules, click the adjacent @ .
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W(CBS Customer Centre User Guide
° Click ‘Search’.

Your results appear on the right-hand side or the page.

TAILORED SEARCH

Select Produc Type | SEARCH RESULTS |
® 3sysacapEMIC Product Module Type leem Mew?
@ passFINANCE 3eysACADEMIC  3sysACADEMIC Technical  3sysACADEMIC - Release notes for
General Documents  previous software versions
@ webALUMNUS
. 3eysACADEMIC 35ysACADEMIC FAQ 3eysACADEMIC - Common Teehnieal
© WCBS schoolPORTAL Eoler) dtisston:

3eysACADEMIC  3sysACADEMIC  Technical 3sysACADEMIC Security Guidelines
© wies Mis Link General Documents
3eysACADEMIC  3sysACADEMIC  Technical How to uninstall a 3sysACADEMIC site
@ wees Ar General Documents
Select Resource Type 3eysACADEMIC  3sysACADEMIC  General Video overview of 3sysACADEMIC
General version 5 new features
#FAD
— 3eysACADEMIC  3sysACADEMIC  Technical WWCBS assistance with replacing your 3Sys
& General General documents  server
0 User Guide
o 3eysACADEMIC  3sysACADEMIC  FAQ Why am | unable to access
O Training Notes General 3eysACADEMIC or WICES
. schoolPORTAL from devices operating on
O Report Builder Template Apple 05107
# Technical D
e Daruments 35ysACADEMIC  Markbooks General  Markbook Academic Profiles Supplement
[ Bulletin
3eysACADEMIC  Markbooks General Markbook enhancements
Keyword Search: 3sysACADEMIC  Markbooks General RasSFINANCE Assessments to
. . sysACADEMIC Markbooks Conversion
enrrls e rine

You can save these search criteria for future use. For details, see Saving Search Criteria on
p.14.

If a resource has recently been added to the Customer Centre, it is highlighted.

You can re-order the search results alphabetically by clicking on the heading.

In the ‘Item’ column, click on the name of the resource you would like to see in more detail.

WCBS:
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4.2 Saving Search Criteria

You are able to save your searches to use later.

4.2.1Saving Searches

How to Save a Search:

9/

Set up a tailored search, as described under Undertaking Tailored Searches on p.12.

Click ‘Save Search’.

The ‘Save Your Search’ page appears, showing a summary of your search criteria.

Save Your Search
The details of your search are listed below.

+ Press 'Save Changes'

time by unticking the box and updating.
Products
Modules:

Resource Types:

Keywords:

No products selected
passFINANCE: Billing

Bulletin

FAQ

General

User Guide

Training Notes
Technical Documents

year end

s Enter 'search nickname' text below to personalise your search and make it easier to retrieve
* To subscribe to email updates, tick the box below - we'll notify you when new items are added that are relevant to this search

Search Nickname:

match your search

SAVE CHANGES 2
DELETE SEARCH 2

TT Tick this box I you wish to receive emall updates when new tems are added

You can retrieve your search by clicking on the Retrieve Search option in the Resource Library. You can unsubscribe from receiving email updates at any

o the resource library that

In the ‘Search Nickname'’ field, enter a name for your search.

(Optional) If you would like to receive email updates when new resources are published that

match your search criteria, tick the check box.

Click ‘Save Changes’.

14
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4.2.2 Retrieving Saved Searches

How to Retrieve a Saved Search:

9

Go to ‘Resources’ and click ‘Retrieve a Saved Search’.

Q . RESOURCES LIBRARY i
R Use our search facility, check out our current advice
or browse our most recently added items (i_ -

RETRIEVE A SAVED SEARCH (3

° TAILORED SEARCH

CURRENT ADVICE

Product
passFINANCE Payroll Plus General Payroll PLUS Year End 2017 - Overview Mew!

NEWEST ITEMS

passFINANCE External Exams General JCQ Awarding Body Gradesets 2016/2017 - updared gradeset list

TAILORED SEARCH

The page refreshes to show a list of saved searches.

G . RESOURCE LIBRARY te

Run a search you've already saved

o TAILORED SEARCH

Your Current Saved Searches

Listed below are all your current saved searches.

Search Name Date Saved Emall View
ODBC Reporting 31/03/2017 14:59:14 Mo VIEW °
35ys Updates 31/03/2017 14:52:07 No VIEW °
Automatic Enrolment 31/03/2017 14:47:04 MNe VIEW o

Click " © alongside the search you would like to view.

The ‘Retrieve Your Search’ page appears, listing the saved search criteria.

(Optional) Do ONE of the following:
= To rerun the search and retrieve the results, click ‘Retrieve’.
= To return to the previous page, click ‘Cancel’.

= To remove the search from the site, click ‘Delete Search’.
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5 Managing Support Issues — ‘My Support’

The Customer Centre enables you to:

= Access Support Bulletins. Support Bulletins keep you up-to-date with the latest information
about our products and legislation that may affect you.

= Check a list of existing issues and ask to be updated when a specific issue is fixed.
= Report an issue that you would like our team to investigate or help with.

You can do all this via the ‘My Support’ menu at the top of any page.

For more information, see:
= Accessing Support Bulletins, below.
= Checking the Known Issues List on p.17.

= Logging a Support Issue on p.18 .
5.1 Accessing Support Bulletins

Support Bulletins provide timely updates about our software and legislative changes that may affect
you. They are essential reading for all customers. Designated users are notified when a new Support
Bulletin is issued and you can search and access previous editions via the Customer Centre.

How to Access Support Bulletins:
0 Go to My Support > Support Bulletins.
The ‘Support Bulletin’ page appeatrs.

° Use the search options to find bulletins by keyword, product and / or module.

r
Kords:

Product:

Not Specified v

N

Module:

Mot Specified v
seARCH ©)

A

° Click ‘Search’.
A list of Support Bulletins appears.

° Click ‘View’ alongside the Support Bulletin that you would like to view.

@ When you have finished viewing the content, click ‘Back’ in your browser to return to the list
of search results.

WCBS
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5.2 Checking the Known Issues List

You can search the list of reported issues by SRF number, product affected, version affected or
module.

SRF numbers are five digit tracking numbers. They are assigned to an issue when it is
reported and make it possible to track who reported the issue and how it is dealt with.

How to Check the Known Issues List:

0 Do ONE of the following:

= Goto Dashboard and, in the ‘Known Issues’ section, use the drop list to select the
product you are interested in.

= Goto My Support > Known Issues.
The ‘Known Issues’ page appears.
° Do ONE of the following:

= To search for a specific issue, type the relevant SRF number into the ‘Known Issue
Number (SRFY) field.

=  Select the affected product, version and module using the ‘Search By Product’, ‘Version’
and ‘Module’ drop lists.

Known lIssue Number iii

OR

Search By Product:
Mot Specified v

Version:

Select Product v

Module:

Select Product v

seARCH ©

h y

° Click ‘Search’.
A list of unfixed, known issues matching your search criteria appears.

@ (Optional) If you would like to be contacted when a known issue is fixed, click ‘Tell Me When
There’s a Solution’. This sets a notification request, meaning you will be contacted when the
issue has been resolved in the latest release.

WCBS
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W(CBS Customer Centre User Guide

5.3 Logging a Support Issue

If you find something that is not working as expected in our software, you can let us know by logging a
support issue. You can do this by telephone on +44 (0)1458 833 055, by emailing

support@wcbs.co.uk or using the Customer Centre’s online form.

n The more information that you provide, the easier it is for our Support team to analyse,
reproduce and investigate the issue. Please ensure that you provide as much information as

possible.
How to Log a Support Issue:
0 Do ONE of the following:
= Goto Dashboard and click ‘Log a Support Issue’.

LOG A

SUPPORT ISSUE

= Goto My Support >Log a Support Issue.
The ‘Log Support Issue’ page appears.

Db Py Sappon

P LOG SUPPORT ISSUE ~ * "+~
ﬂ == Log your issue here;

we'll be in touch to help you resalve it

Use the: farm bekow 1o og W suppart issie, and a member of ehe SUpporT peam will contace you

Please provide 25 misch infarmatian 25 you can 5o that we can understand the nanse of the problem.

Your Details

| sarahsmithiTwie ook

Phore Ma:

Firse Mame |S:nh |
Surmame: |S'n.1r| |
et Tide: |.l'mn's:ran\:r |
Sehoa |Larr.d:{5d‘mol |
Emal: |

|

[1458 33344

lssue Details

Prodiscr ot fled L
Moduic:

Summary of requiest: | |

Demais:

Supporting Documents
Audivionally. you can upkoed any relevar soreenshots or other supparting doounenes hore

hese will be atmached wo your noguest.

LoD @ cLEnR s )

ipload any supporting files here. Feod froe 1o indude any sereerehats ehat halp e llustrane the probilemn

SLEMIT REQUEST )

Your contact details populate the fields automatically.

18
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(Optional) Update the “Your Details’ fields, if required.

Complete the ‘Issue Details’ section with as much detail as possible, including:

= The name of the affected software / program, its version number and the module.
= A brief summary of your issue.

= Details of your issue.

Issue Details

Product: Not Specified M
Version: Not Specified ¥
Module: Not Specified ¥

Summary of request:

Dretails:

The more information that you provide, the easier it is for our Support team to analyse,
reproduce and investigate the issue. This means that it can be resolved more quickly. Please
ensure that you provide as much information as possible.

To attach screenshots and any other supporting files:
=  Click ‘Upload’.

= Click ‘Choose File’.

= Find and select the relevant file.

= Click ‘Upload’.

= Repeat this sequence until you have attached all your files.

To remove files attached in error:
=  Click ‘Clear Files’.

= Click on the file that you would like to remove in the list.

Click ‘Submit Request’.

The information is sent to our Support team, who will review the issue so it can be addressed
appropriately.

WCBS
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6 Downloading the Latest Software
Information

The latest versions of WCBS software are downloaded from the Customer Centre, usually by your

school’s technical staff. Release-specific guides are also available from this page.

Dashboard > Downloads
l DOWNLOADS
n...|I (\‘) Keep your systems up to date and running smoothly T >

CHECK OUR SOFTWARE COMPATIBILITY GUIDE HERE ()

WCBS WCBS ° .
e schoolPORTAL MIS Link Sl

3sysACADEMIC

Version: 5.9.0.0
Date: 05/03/2019 3eys® 2
L]

ACADEMIC#

ersion 5§ 90 0 withont

To find out more about the latest version of a particular product, click on the relevant tab at the top of

the page. A tab is shown for each product that your school has purchased.
The following example shows the download tab for 3sysACADEMIC version 5.9.

35;.-5N:ADEI'-'IIC° 5 . : — A WICBS API o

3sysACADEMIC

Version: 5.9.0.0
Date: 05/03/2019 Isys” JE
R ACADEMIC#
This is a synchronised release. You must not upgrade o 3sysACADEMIC version 5. 9.0.0 without
upgrading to passFINAMNCE version 5.9.0.0 at the same time (passFINANCE first then
3aysACADEMIC). Upgrading passFINAMCE alone will cause your 3sysACADEMIC sites o fail.
>}

Important note for VWICBS schoolPORTAL Users: - - SHEE

There is a single setup file for 3sysACADEMIC and WICBS schoolPORTAL

THIS UPDATE WAS DCWMNLOADED ON
) o 25/07/2019.
Te unzip the 3sysACADEMIC and WICBS schoolPORTAL setup file it will be necessary to enter the

password provided in the Support bulletin. DOWMNLOAD SOFTWARE UPGRADE  ©

Mote: Releaze notes updated 26 March 2019

RELEASE SUMMARY

This release contains a number of enhancements and bug fixes induding:

»  Calendar/Attendance — the ability to see configured pastoral categonies against pupils.

« A new feature has been added to allow planned period absences to be recorded.

»  Pastoral/Behaviour — varicus improvements including bulk deletion, transfer of ownership and
follow-up flagging.

Pupil Groups - the ability to see pupils within form year records.

School Reporis — the ability to hide the internal atrention/ comments box.

Compatibility — with iC5 12.1.4 and macOs 10.14.3.

Twitter feed — new panel for latest news and other customer care announcements.

Please refer to the release notes for full details.
For release notes for previous versions of sysACADEMIC, click here.

WCBS
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Each product tab includes a useful summary of the release, e.g. key features, prerequisites, etc, as
well as links down the right-hand side of the page which you use to download:

Release Notes, which provide users with more detail about enhancements and ODBC views
included in the release, instructions on how to use new features, and a list of known issues
fixed in this version. Release notes should be circulated to everyone in your school who uses
the software.

Upgrade Guides, detailing essential information for technical staff undertaking upgrades.
They must be read carefully prior to each upgrade.

Supporting User Guides, which offer more detailed instructions about how to use more
complex new features.

The latest software. Only the Customer Centre SuperUser and nominated Download
Contact for your school can access new software via this page. All users have access to the
related documents however.

Information about features added in previous releases is included in the relevant user
guide(s). For more about how to find the appropriate user guides, see Finding Information
and Resources on p.10.

WCBS
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7 Requesting Enhancements

You can suggest changes and improvements to our products via the Customer Centre. Other
customers can vote on these Enhancement Requests, just as you can vote on submissions from
other users. You can vote positively or negatively for a proposed change or indicate that it is not
relevant to you. Your votes provide a valuable insight into what new features you would find most
useful.

Enhancement Requests are reviewed by our Product Managers, who decide which will go into
development for a future release. You can see a summary of what has been prioritised for future
releases in the latest Product Road Map.

0 You can download the latest Product Road Map via Product Centre > Product Road Map.

Enhancement requests that have been added to the software have TEaUEIliEisass
alongside them. To view the release details, click on ‘Included in Latest Release’ to go to the
‘Downloads’ page.

For more information, see:
=  Submitting an Enhancement Request, below.

= Voting on Enhancement Requests on p.24.

7.1 Submitting an Enhancement Request

How to Submit an Enhancement Request:
0 Do ONE of the following:

= Onthe Dashboard, click ‘Request Enhancement’.

REQUEST ENHANCEMENT °

= Goto Product Centre > Enhancement Requests.
The ‘Enhancement Requests’ page appears.

° Before submitting an Enhancement Request, please check that it has not already been
suggested:

= Enter search criteria so that you can find any requests similar to yours.
= Click ‘Search’.
= Scroll down to check the list of results.

3

Product:
Mot Specified v

Module:

Select Product r

[SelectProduct "]
Te:

m If your enhancement has already been suggested, please ensure that you vote for it. For
more information, see Voting on Enhancement Requests on p.24.
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If the enhancement does NOT appear in the list already, do ONE of the following:
= Scroll to the top of the page and click ‘Log New Enhancement Request’.

= Above the enhancement request filter options, select ‘Click here to log a new
enhancement request’.

The ‘Log Enhancement Request’ page appears.

Your contact details populate the fields automatically.

(Optional) Update the “Your Details’ fields, if required.

Complete the ‘Request Details’ section with as much detail as possible about your suggested
enhancement.

Issue Details

Product: Mot Specified M
Version: Not Specified ¥
Maodule: Not Specified ¥

Summary of request:

Dretails:

(Optional) To attach screenshots and any other supporting files to help us understand your
request:

= Click ‘Upload’.

= Click ‘Choose File’.

= Find and select the relevant file.
= Click ‘Upload’.

= Repeat this sequence until you have attached all your files.

To remove files attached in error:
=  Click ‘Clear Files’.

= Click on the file that you would like to remove in the list.
Click ‘Submit Request'.

Enhancement requests are reviewed by our Product team on a regular basis to decide which
changes should be included in future releases. If an enhancement request is accepted, it will
be added to the Customer Centre list for other users to vote on. For more information about
voting, see Voting on Enhancement Requests on p.24..
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7.2 Voting on Enhancement Requests

Users can vote for proposed software enhancements via the ‘Product Centre’ section of the Customer
Centre, enabling us to find out which improvements our users would like to see most.

How to Vote for Proposed Software Enhancements:

o

&

Go to Product Centre > Enhancement Requests.

The ‘Enhancement Requests’ page appears.

(Optional) Use the search options to filter the list of live Enhancement Requests:
= Enter your search criteria.

= Click ‘Search’.

=  Scroll down to check the list of results.

Product:
Mot Specified

Module:

Te:
h 4

For each enhancement, click the relevant voting button.

= Click to indicate that you like an enhancement and think that it would benefit
your school.

= Click E] to indicate that you do not like an enhancement and think that it would not
benefit / would be detrimental to your school.

= Click if the enhancement is not relevant to you.

The enhancement’s status changes to show your vote.

Thank you for voting (@

Your feedback is sent to WCBS and our Product Managers use the information to plan future
releases.
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8 Registering for Training Courses

WCBS runs regular training courses on a wide range of topics to help users learn all they need to
know about how to use our software successfully. When you log in to the Customer Centre, you can
view details of our recent and forthcoming training courses, including topic, venue and price. You can
also register for it online.

To find out more about bespoke training, go to Services > Book a Training Session.

How to Register for a WCBS Training Course:
0 Goto Blog & Events.
The ‘Blog and Events’ page appears.
° (Optional) Click ‘Events’ to expand this content to fill the page.
° Beneath the training course that you are interested in, click ‘Read More’.
The relevant event overview page appears.

° Read the information and, if you would like to register for the event, complete the “Your
Details’ form.

If multiple time slots are available, select your preferred event using the ‘Session Time’ drop
list.

Ensure that you have read and accepted the terms and conditions.

@ Click ‘Submit Registration’.

WCBS
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9 Exploring Bespoke Services

WCBS provides a number of additional services which support your use of our software. These
include:

= Bespoke training courses.
= Report design.

=  Stationery, including pre-printed and personalised paperwork compatible with our software’s
standard templates and specially designed email bills.

Technical services.

= Guidance on third party links.
ﬂ Bespoke services incur additional costs.

To find out more, click Services on any Customer Centre page. Click on the name of the
service you want to know more about.

WCRS: Customer Centre

Dashboard > Services

X SERVICES

~
‘ e Take advantage of our expertise to support you with our
range of services

TRAINING o E)EEE%F:J]— ° STATIONERY o HARDWARE ° THIRD PARTY o
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10 Contacting Us via the Customer Centre

If you have any queries, you can contact our friendly and knowledgeable Support team.

10.10nline Chat

You can chat with our Support team via the Customer Centre.

Click @ on any page to open a new chat window.

®) Chat — X

Hello, how can | help you?

7
[/
Y

T
i
[
[
I
[
!
Y

20 BY SnapEngage

When online chat is unavailable, you can email our Support team directly from the Customer
Centre. For details, see Email on p.28.
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10.2Email

You can email our Support team directly from the Customer Centre. Click @ on any page to open
the ‘Contact Us’ dialog.

ﬂ Contact Us — ><

Email *

Your Question ™

EMAIL US

This option is only available when online chat is unavailable.

By SnapEngage

For help with the Customer Centre, please email customercentre@wcbs.co.uk.

For support queries, please email support@wcbs.co.uk.

10.3Telephone

Call +44 (0)1458 833 055. For information about line opening times, click ‘My Support’ in the
Customer Centre.
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11 Contacting Us

Helpline

Telephone

[
o
Email ()
Website o

L

Customer Care
Twitter feed

+ 44 (0)1458 833055
+ 44 (0)1458 833344

support@wcbs.co.uk

www.wchs.co.uk

@WCBScustomers

Document Reference: CC001/1
Published by WCBS August 2019

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

WCBS

Landmark House
Wirrall Park Road
Glastonbury
Somerset

BA6 9FR, UK

© Copyright 2019 West Country Business Systems (Holdings) Limited ® WCBS, HUB mark, circle marks, 3sys and pass are registered trademarks and HUBapply,
WCBS schoolPORTAL, schoolADMIN, WCBS schoolALUMNI are 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 licence 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.

29

WCBS


mailto:support@wcbs.co.uk
http://www.wcbs.co.uk/
https://twitter.com/wcbscustomers

