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Introduction

This handbook provides information on how to set up InTouch to keep
parents and staff instantly informed about school life and tasks.

SIMS InTouch enables the sending of messages between your school and
any person recorded in your SIMS system, e.g. members of staff, parents,
contacts, etc. This functionality provides for a better flow of information
between your school and any of its contacts in an efficient manner.

The messaging facility provided by SIMS InTouch currently enables
communication via the following methods:

=  SIMS internal messaging system
=  Emalil
=  Short Message Service (SMS).

=  Push Notification to the SIMS Parent app where the school uses SIMS
Parent.

Messages that have been sent and received are viewed and managed via
the Messages panel on the SIMS Home Page (via Focus | Home Page)
or from the Focus menu (via Focus | InTouch | Show Messages).

IMPORTANT NOTE: Prior to using SIMS InTouch, you can customise a
variety of defaults for all message types (please see Setting Up Message
Type Defaults on page 29). Default templates for all messages are already
set up in InTouch. However, you can create your own templates to meet
the needs of your establishment (please see Setting up Message Templates
on page 17). Note that message templates provided by SIMS cannot be
deleted nor edited.

Managing Communications using InTouch | 1
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i 3y More Information:
7/ Setting Up Message Type Defaults on page 29

Important Note Regarding the Sending of Confidential
Information via Email

IMPORTANT NOTE: Due to the sensitive nature of some of the
information that can be sent via SIMS InTouch, careful consideration
should be given to report output prior to sending a message.

You should be mindful of your school’s responsibilities with respect to
information security. It is your school's responsibility to ensure that:

= fair processing notices inform parent/carers that email will be used to
communicate important information.

= email addresses recorded in SIMS are accurate and up-to-date

= court orders are recorded promptly and accurately to ensure that barred
contacts do not receive emails about a child.

= email addresses are not entered 'on the fly' when selecting the
recipients of a message, to reduce the risk of a message being sent to the
wrong person.

= sensitive information is not sent out insecurely.

Understanding the Types of Message that can be Sent
via SIMS InTouch

SIMS InTouch enables messages to be sent from various areas of SIMS. The
types of messages that can be generated are discussed in this section.
Messages that relate to a specific pupil/student and are sent by SIMS users
are introduced in the following table.

Message Type Accessible Via

Behaviour Message Focus | Behaviour Management | Pupil
(or Student) Behaviour

Exclusion Message Focus | Pupil (or Student) | Exclusions

Bill Payer Message Focus | Fees Billing | Send Message

NOTE: A Bill Payer message can be sent only if
the Fees licence has been applied.

Applicant General Message Focus | Admission | Application

Focus | Pupil (or Student) | Special
Educational Needs

Focus | Pupil (or Student) | Pupil
(or Student) Details | Fees Details

2 | Managing Communications using InTouch
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Message Type Accessible Via

Pupil/Student General Message Focus | Pupil (or Student) | Send Pupil

(or Student) Message and Focus | Pupil
(or Student) | Pupil (or Student) Details
(Links panel)

General Message Focus | InTouch | Send Message

SEN Message Focus | Pupil (or Student) | Special
Educational Needs

SEN Reminder Message On the SIMS Home Page, click a SEN reminder
in the My Reminders panel.

Class Register Message Focus | Attendance (or Lesson Monitor) |
Take Register

Fees Communication Message Focus | Pupil (or Student) | Pupil
(or Student) Details (Links panel)

NOTE: A Fees Communication message can be
sent only if the Fees licence has been applied.

SEN Reminder, Detention and Pupil/Student General messages can also be sent from
the Timeline panel on the Pupil (or Student) Teacher View.

Messages that do not relate to a specific pupil/student but instead can be
sent (with the school being the sender) when specific criteria are met are
discussed in the following table. For example, your school can send a
communication requesting a reason from a parent/guardian for a
pupil/student’s absence following the recording of an unexplained absence
mark in the register. Subsequently, the parent/guardian’s response can be
recorded and saved against the pupil/student’s attendance record. This
process provides an efficient method of contacting appropriate contacts and
requesting information. Any messages sent from an external source by a
contact of the school are managed using the Messages panel on the SIMS
Home Page (via Focus | Home Page).

The following types of message can be sent under the conditions indicated:

Message Type Purpose
Individual Assessment Report Sends a message to pupil/students, InTouch contact,
Message etc. that includes as an attachment an individual

report produced by SIMS Assessment.

Missing Marksheets Alert Message | Sends a message to members of staff, reminding
them that they have not yet completed the entering
of results in an Assessment marksheet.

Attendance Letter Message Sends a message to a parent/guardian that includes
as an attachment their child's attendance letter.

Exceptional Circumstance Sends a message to a parent/guardian,
Message pupil/student, etc. informing them of an exceptional
circumstance at your school, e.g. a school closure.

Managing Communications using InTouch | 3
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Message Type

Late Notification Message

Purpose

Sends a message to a pupil/student’s InTouch
contacts or key members of staff, enquiring why the
pupil/student was late for a lesson.

Percentage Attendance Message

Sends a message to parental contacts and other
interested contacts regarding a pupil/student’s
school attendance.

Unexplained Absence Message

Sends a message to a parent/guardian, explaining
that their pupil/student has an unexplained absence.
They are asked to provide a reason for the
pupil/student’s absence.

Achievement Award Message

Sends a message to a parent/guardian, explaining
that their pupil/student has been given an
achievement award.

Behaviour Incident Alert Message

Sends a message to parental contacts and other
interested contacts when a pupil/student has
accumulated a specified number of behaviour points.

Behaviour Incident Message

Sends a message to a parent/guardian, explaining
that their pupil/student has been involved in a
behaviour incident.

Detention Message

Sends a message to a parent/guardian, informing
them that their child has been given a detention.

Cover Slip Message

Sends a message to a member of staff, informing
them that they have been assigned Cover.

Dinner Money Letter Message

Sends a message to a pupil/student’s InTouch
contacts or key members of staff, including as an
attachment the selected Dinner Money report.

Exam Reminder Message

Sends a message to internal exam candidates,
reminding them of a forthcoming examination.

Exam Results Message

Sends a message to exam candidates, InTouch
contact, etc. that includes as an attachment their
exam results.

Pupil/Student Exam Timetable
Message

Sends a message to exam candidates that includes
as an attachment their exam timetable.

Not Approved Pupil/Student
Profile Message

Sends a message to a class teacher, informing them
that a section of a pupil/student profile has not yet
been approved and that the profile needs to be
revised.

Pupil/Student Profile Message

Once a pupil/student profile has been generated, a
message is sent to class teachers, parents,
pupil/students, etc. informing them that the
pupil/student report is available.

4 | Managing Communications using InTouch
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Message Type Purpose

School Event Message Sends a message to all interested parties regarding
a school event recorded in the School Diary.

Staff Training Day Message Sends a message to all interested parties regarding
a staff training day recorded in the School Diary.

Pupil/Student Timetable Message |Sends a message to a parent/guardian,
pupil/student, etc. that includes as an attachment
the pupil/student's timetable.

Staff Timetable Message Sends a message to a member of staff that includes
as an attachment their timetable.

Missing Register Sends a message to a class teacher, informing them
that the register has not yet been taken.

= ) More Information:
Sending Pupil/Student Messages on page 33
Managing School Messages on page 91

Understanding Emergency Alerts

It may be necessary for a class teacher to request immediate assistance as
a result of an emergency in the classroom. The use of emergency alerts in
SIMS InTouch enables a class teacher to request assistance from anywhere
in SIMS, both quickly and efficiently.

Prior to this functionality being available, you must select the members of
staff who will be notified immediately in the event of an emergency,
together with the preferred method of contacting them.

= ) More Information:
Setting Up Emergency Alert Notifications, the Default Communication Method and
SMS Matching on page 173

What’s New in this Release?

The following changes have been made in this release.

Changes to Low Priority SMS Text Message Routing for SIMS Parent Schools

InTouch customers who also have SIMS Parent can benefit from sending low
priority messages (all messages except emergency alerts or unexplained
absence messages) as push messages to SIMS Parent rather than SMS text
messages, when the parent/guardian is signed in to the app. Parents can
reply directly from SIMS Parent and these replies are visible in InTouch.

Licensing Information

The messaging functionality available in SIMS InTouch is determined by
your licence. If you have applied the InTouch licence, all areas of
functionality described in this handbook are available. For those schools
without the full InTouch licence, only internal messaging is available.

Managing Communications using InTouch | 5
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Who do

I Contact to Raise a Support Call?

Please be advised that any support calls relating to SIMS InTouch should be
raised with your Local Support Unit.

Important Note Regarding the Setting Up of InTouch

This handbook assumes that the setup process for SIMS InTouch has
already been completed successfully and that the InTouch licence has been
applied (if appropriate).

Permissions Required

e

Please see your System Administrator/Manager if you are not sure whether
you have the required permissions.

Additional Resources:

Managing SIMS Users, Groups and Databases handbook

For a list of the permissions available for each release, please refer to the
appropriate permissions spreadsheet. Copies can be obtained via the SIMS
Documentation Centre and from My Account
(https://myaccount.capita-cs.co.uk). On My Account, search for <sims
version> sims permissions spreadsheet, e.g. 7.186 sims
permissions spreadsheet.

Where to Find More Information

A wide range of documentation is available from within SIMS via the
Documentation Centre. This documentation includes handbooks, mini
guides, quick reference sheets, etc. and can be accessed by clicking the
Documentation button on the SIMS Home Page. Once open, click the
Handbooks button, select the required category then select the required
handbook from the Handbooks page. References to any other documents
mentioned in this handbook can be accessed from the Documentation
Centre unless otherwise specified. Online help can be accessed by pressing
F1 or clicking the applicable Help button.

6 | Managing Communications using InTouch
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Introduction

In order to communicate with a contact via SIMS InTouch, a number of
criteria must be met.

= The InTouch Communication check box must be selected in the
contact's record.

=  The person must have a telephone number and/or email address
marked as Primary.

=  The person must not currently be the subject of a Court Order.

This section describes how SIMS can be set up to enable communication
between your school and a contact via SIMS InTouch. It also describes how
primary contact details can be updated, in bulk, for pupil/students,
pupil/student contacts and applicant contacts. This is an effective method of
updating contact details for all pupil/students because it can be done from
one screen.

IMPORTANT NOTES: The use of the Primary field should not be
confused with that of the Main field. You should continue to use the Main
field as it was originally intended.

If a contact’s telephone number and/or email address is changed, you
must carry out the transfer process (using the Discover Administration
utility) before the updated contact details are available in Discover and
before a message can be sent to Discover groups.

Enabling Contact via SIMS InTouch

1. Select Focus | Pupil (or Student) | Pupil (or Student) Details to display
the Find Student browser.

2. Search for then select the pupil/student for whom you wish to edit contact
details.

Managing Communications using InTouch | 7
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3. Click the Family/Home hyperlink to display the Family/Home panel.
5 Family/Home
Comtacts | Relationship | Court Order | InT ouch
] b ather
Mr Francis &bbot Father
Mrs &rna GOULD-HARFER  Other Contact 3% Delete
Ir and Mrs Abbot B Mr and brs F Abbot B
[]
Mame | DateofBith | Year FReg | Gender Dateofdd.. | Dateofle.#
Abbot, Carmella 22/0641984  [13]  [G) Female 04/09/1935  19/07/2002
Abbot, Michael 17/01A1986 (13)  [G) ale 03/09/1997  23/07/2004
Ablett, Joane 04/06/1987  (13]  [H) Female 08/09/1938  22/07/2005
Ahbbat, Clarisza 2240641935 11 114 Female  05/03/2006 v
< il =]
4.

Highlight the required person in the Contacts table then click the Open
button to display the Edit Contact dialog.

Edit Contact for Ben Abbot

Save | Undo =2 Print
1 Basic Detail: 2 Relationship Detailz 3 Telephones and Email Addrezzes 4 Addieszez Slanguage  EBJob Detailz 7 Documents
~
1 Basic Delails =
Title |Mrs - | Gender |Female - |
Forename

|F|ac:hae| |

Huonours | |

Middle Namefs) | |

2 Relationship Details
Student |Ben Abbat | Contact Type |M0ther Iv| |
Comespondence O Parental Responsibility [l Priarity |'I |
Pupil Repart | Court Order O Contact Priority Source v

3 Telephones and Email Adds

Telephones'Fax Device | Location | Mumber | Main | Primary | Motes | Mew
Numbers: Telephone  Home 45610910 Yes
Telephone  Mobile 07842553029 e
Telephone  Work 45610910 w Delete
Fax Home 45610910

[=]
| Main
Yes

Set Primary .| Set Main

Addresz | Location
parentB@intouch.capita.co.uk  Home

| Primary
Yes

| Motes |

'<_-J ALY

0K

Cancel

8 | Managing Communications using InTouch



02] Updating Primary Contact Details

In the Relationship Details panel, select the InTouch Communication
check box to enable communication between your school and the selected

contact.

IMPORTANT NOTE: If the Court Order check box in the Relationship
Details panel is selected, communication between your school and the
selected contact will not be permitted, regardless of the setting of the
INnTouch Communication check box.

From the Telephones\Fax Numbers table in the Telephones and Email
Addresses panel, highlight the telephone number you wish to use for
communications then click the Set Primary button. Alternatively, click the
Open button to display the Edit Telephone\Fax dialog.

-

s Fdit TelephonelFax
Telephone detail:
Device
Location
Murnber
Main
Prirnary

Motes

AEE)

Telephone
Mobile
07842553029

‘ex
Mo

(] 8 ] [ Cancel

Indicate that this is the Primary phone number by selecting Yes from the
drop-down list. Only one number per contact can be set as Primary.

Click the OK button to return to the Edit Contact dialog, where the updated

information is displayed in the Telephones and Email Addresses panel.

3 Telephones and Email Addres

TelephoneshFax
Mumbers:

Email &ddresses:

i

Device Location Mumbrer I ain Primary Notes [ Mew

Telephone  Mobile 01

Telephore  Hame 015755554564 Open
% Delete

Address Location b ain Frimary Motes [ I Mew

parenta@intouch. capita.co.uk  Home Yes (e
% Delete
Send

Managing Communications using InTouch | 9
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10.

11.

12.

13.

From the Email Addresses table in the Telephones and Email
Addresses panel, highlight the email address you wish to use for
communications then click the Set Primary button. Alternatively, click the
Open button to display the Edit Email dialog.

-

siMs Edit Email

Location Hame ~

Address parental@intouch. capita. co.uk

Main e v

Prirnary Mo v

MNates

(] 8 ] [ Cancel

Indicate that this is the Primary email address by selecting Yes from the
drop-down list. Only one email address per contact can be set as Primary.

Click the OK button to return to the Edit Contact dialog, where the updated
information is displayed in the Telephones and Email Addresses panel.

3 Telephones and Email Addresses
Telephones Fax Device Location Mumbrer I ain Primary Notes [ Mew
Mumbers: 456 10910 Open
Telephone  Mobile 07842553029 Yes Yes p
Telephone  ‘Work 456 10910 % Delete
Fax Harme 45610910
Set Primary ] [Q"/’ Set Main ]
Email Addresses: Address Location M ain Primary Mates D Mew
parentB@intouch.capita.co.uk  Home Yes Yes (e
% Delete
Send

Click the Save button then click the OK button to return to the Student
Details page.

Click the Save button to save the changes.

Updating Pupil/Student Contact Details

This process enables you to amend the primary telephone number and email
address of all pupil/student contacts and enables communication between
the school and a pupil/student contact.

Select Tools | Housekeeping | Primary Contact Details | Contacts of
Students to display the Find Students browser.

W% Find Students

H Search -

Surnarne |

Farename | |

v[ ] v[ ]

Tier

<Ay v I:I “r'ear Group <Any Fieg. Group Ay House <Ay

vl ]
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02] Updating Primary Contact Details

2. Search for the pupil/student whose contact(s) you wish to update to display
their details on the Primary Contact Details for Contacts of Students

page.

Primary Contact D etails for Contacts of Students: 5,039 matches
(=) Prink @ Help 0 Urpin 3% Close

Student Conlacts

4] Student 4] Cortact & Action,

Reg Group | Contact Name urication Telephone Number Email Addiess L
011429228229 <None>

07818492420 parentb@intouch. capita.co..
02626734266 <None>

01563644230 <None>

<Mone> wrkuooESEhethe aded. com

BHYR Lipad, Hr e
[
™
Yes <None:
™
N,
N,

8HYR Munford, M Piers Other Contact
KGT Kahuhu, Mr Adamo Father
KGT Rediske. Mrs Tsholofeln Mather
Ms Maureen
2H= e | Ms A
SHYY Brellistan, Mrs Natalie Other Cantact

<None>
<Nore:
<None;
<None:

+gagS5iE@ithoracic biz

<MNone>

W= o e e o w

>
>
>
>

<MNones 3

3. The Filter panel displays any search criteria selected. To change the filter,
click the Browse button then repeat step 2 to achieve the correct filter.

The Student Contacts panel displays any pupil/student(s) who meet the
search criteria selected, together with contact names and methods of
contacting them. The InTouch Communication column enables you to
indicate whether they can be contacted via SIMS InTouch.

The Action button enables you to change the sort order of the Student
Contacts table and to select the fields you wish to display in the table.
Highlight the cell by which you wish to sort the table, click the Action
button then select Sort by this column (<Column Name=>). To sort by
any other column, click the Action button, select Sort by then the required
field name.

To change the fields displayed in the Student Contacts table, perhaps to
ensure the correct contact is selected, click the Action button, select
Display then select an additional field to display. You can sort the Student
Contacts table on any displayed field.

NOTE: All of the functionality provided by the Action button is also
available by right-clicking a contact then selecting from the drop-down list.

4. If you are uncertain whether the contact details you are about to edit are for
the correct pupil/student contact, highlight their name then click the
Student button to display the Student Details page. Once you have
checked that the correct pupil/student has been selected, click the Close
button to return to the Primary Contact Details for Contacts of
Students page.

It is also possible to check whether you are about to edit the correct contact
by highlighting their name then clicking the Contact button to display the
Contact details page.

5. Select the contact's Priority from the drop-down list. The priority indicates
the order in which contacts are alerted in the event of an accident or
incident concerning the associated pupil/student.
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Select whether you wish to enable contact via your school and a
pupil/student contact by selecting Yes or No from the InTouch
Communication column. Selecting Yes updates the InTouch
Communication check box in the Relationship Details panel of the
contact record.

To change the primary Telephone Number of a contact, click in the
required cell then select a number from the drop-down list. Please note that
telephone numbers available from the drop-down list are restricted to those
assigned to the contact in the Telephones and Email Addresses panel of
the Contact details page (please see Enabling Contact via SIMS InTouch on
page 7). Selecting a number from the drop-down list marks it as the
Primary number automatically.

If the drop-down list does not display a telephone number then no number
is recorded against the contact. A number can be added by selecting Add
from the drop-down list to display the Add Telephone\Fax dialog.

Repeat step 7 to record a primary Email Address. If the drop-down list
does not display an email address then no address is recorded against the
contact. An address can be added by selecting Add from the drop-down list
to display the Add Email dialog.

Once the contact details have been updated, click the Save button to save
the changes.

Updating Applicant Contact Details

3.

This process enables you to amend the primary telephone number and email
address of all applicant contacts and enables communication between the
school and an applicant contact.

Select Tools | Housekeeping | Primary Contact Details | Contacts of
Applicants to display the Find Applicants browser.

W FindApplicants

P e— T S E— v

Application Status | <Currents e El Admizzion Group < i l:l Intake Group <Angs iv3 El

Search for the applicant whose contacts you wish to update to display their
details on the Primary Contact Details for Contacts of Applicants page.

Primary Contact D etails for Contacts of Applicants: 46 malches

(=) Print @ Help g Urpin 3% Close
Filier

‘Appl\catmr\ Status: <Current> ‘

Applicant Contacts
] Applicant %] Contact %o Astion.

Applicart Name Applcation Status
Accepted

FRelationship InTouch Commurication Telephone Number Email 4ddress o

v [Mo <None» vg_aw@noofing.com
Ves 02549365425 <Mohex

Consolo, Brenton Offered Father

1
2
Consolo, Brerton Oifersd Huffstickler, Miss Ardith Mother 1 Yes <Hone> <Hone>
Dana, Suzanng Accepted Frapheter, Mr Heman Other Contact 2 No 01634455644 <None>
Dana, Suzanne Accepted Scamow, Miss Faustina Mother 1 es <Nonex va_aw@mooling com
Diewold, Ayana Accepted Bafour, Mr Devdan Father 2
Diewold, Ayana Accepted Gioettle. hirs Lewedla Other Contact 4
1
3

Diewold, Ayana Accepted Kaniewski, Mrs Elly Mother

Yes [i] 0 m

No 01572608353 <Money

Ves 02841364136 2ume@banshee.com
Digwold, Apana Accepted “wisterman, M Doran Other Contact No a1 654 g v
< >

The Filter panel displays any search criteria selected. To change the filter,
click the Browse button then repeat step 2 to achieve the correct filter.
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The Applicant Contacts panel displays any applicant(s) who meet the
search criteria selected, together with contact names and methods of
contacting them. The InTouch Communication column enables you to
indicate whether they can be contacted via SIMS InTouch.

The Action button enables you to change the sort order of the Applicant
Contacts table and to select the fields you wish to display in the table.
Highlight the cell by which you wish to sort the table, click the Action
button then select Sort by this column (<Column Name=>). To sort by
any other column, click the Action button, select Sort by then the required
field name.

To change the fields displayed in the Applicant Contacts table, perhaps to
ensure the correct contact is selected, click the Action button, select
Display then select an additional field to display. You can sort the
Applicant Contacts table on any displayed field.

NOTE: All of the functionality provided by the Action button is also
available by right-clicking a contact then selecting from the drop-down list.

If you are uncertain whether the contact details you are about to edit are for
the correct applicant contact, highlight their name then click the Applicant
button to display the Application page. Once you have checked that the
correct applicant has been selected, click the Close button to return to the
Primary Contact Details for Contacts of Applicants page.

It is also possible to check whether you are about to edit the correct contact
by highlighting their name then clicking the Contact button to display the
Contact details page.

Select the contact's Priority from the drop-down list. The priority indicates
the order in which contacts are alerted in the event of an accident or
incident concerning the associated applicant.

Select whether you wish to enable contact via your school and a
pupil/student contact by selecting Yes or No from the InTouch
Communication column. Selecting Yes updates the InTouch
Communication check box in the Relationship Details panel of the
contact record.

To change the primary Telephone Number of a contact, click in the
required cell then select a number from the drop-down list. Please note that
telephone numbers available from the drop-down list are restricted to those
assigned to the contact in the Telephones and Email Addresses panel of
the Contact details page (please see Enabling Contact via SIMS InTouch on
page 7). Selecting a number from the drop-down list marks it as the
Primary number automatically.

If the drop-down list does not display a telephone number then no number
is recorded against the contact. A number can be added by selecting Add
from the drop-down list to display the Add Telephone\Fax dialog.

Repeat step 7 to record a primary Email Address. If the drop-down list
does not display an email address then no address is recorded against the
contact. An address can be added by selecting Add from the drop-down list
to display the Add Email dialog.
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10.

Select whether you wish to enable contact via your school and an applicant
contact by selecting Yes or No from the InTouch Communication column.
Selecting Yes updates the InTouch Communication check box in the
Relationship Details panel of the contact record.

Once the contact details have been updated, click the Save button to save
the changes.

Updating Pupil/Student Details

This process enables you to amend the primary telephone number and email
address of all pupil/students and enables communication between the school
and the pupil/student.

Select Tools | Housekeeping | Primary Contact Details | Students to
display the Find Students browser.

W FindStudents

H Search -

Surnams | Farzname | |

Tier <Ay w I:I “f'ear Group <Anys ~ l:l Reg. Group Ay - l:l House LAy v I:I

Search for the pupil/student whose details you wish to update to display
their details on the Primary Contact Details for Students page.

Primary Contact Details for Students: 5 matches

(=) Print @ Help g Unpin 3¢ Close
Filter

[Sumame: abbot |

Students
&1 Student B Action.

Student Name ZENETET N T clephone Number Email Address

07654 321123 + | parentB@intouch.capita.co. ..
Abbat, Claire 9 <Mones parenta@intouch.capita.co. ..
Abbiot, Clarissa 114 <Nores parenta@intouch capita oo
Abbat, James 10c <Mane> parenta@intauch.capita.co. ..
Abbot, Susan 88 077584123658 parentb@intouch.capita co.

The Filter panel displays any search criteria selected. To change the filter,
click the Browse button then repeat step 2 to achieve the correct filter.

The Student panel displays any pupil/student(s) who meet the search
criteria selected, together with their contact details.

The Action button enables you to change the sort order of the Student
Contacts table and to select the fields you wish to display in the table.
Highlight the cell by which you wish to sort the table, click the Action
button then select Sort by this column (<Column Name=>). To sort by
any other column, click the Action button, select Sort by then the required
field name.

To change the fields displayed in the Students table, perhaps to ensure the
correct contact is selected, click the Action button, select Display then
select an additional field to display. You can sort the Students table on any
displayed field.
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NOTE: All of the functionality provided by the Action button is also
available by right-clicking a pupil/student then selecting from the
drop-down list.

If you are uncertain whether the details you are about to edit are for the
correct pupil/student, highlight their name then click the Student button to
display the Student Details page. Once you have checked that the correct
pupil/student has been selected, click the Close button to return to the
Primary Contact Details for Students page.

To change the primary Telephone Number of a pupil/student, click in the
required cell then select a number from the drop-down list. Please note that
telephone numbers available from the drop-down list are restricted to those
assigned to the pupil/student in the Telephones and Email Addresses
panel of the Student Details page (please see Enabling Contact via SIMS
InTouch on page 7). Selecting a number from the drop-down list marks it as
the Primary number automatically.

If the drop-down list does not display a telephone number then no number
is recorded against the pupil/student. A number can be added by selecting
Add from the drop-down list to display the Add Telephone\Fax dialog.

Repeat step 5 to record a primary Email Address. If the drop-down list does
not display an email address then no address is recorded against the
pupil/student. An address can be added by selecting Add from the
drop-down list to display the Add Email dialog.

Once the contact details have been updated, click the Save button to save
the changes.
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Introduction

Message templates are used to define the presentation of messages sent
from SIMS, including the disclaimer that is appended to any outgoing email
messages. Templates can be used to define the default message font,
character alignment and any default text that will be displayed in a
message.

Templates are available for all message types that can be sent using SIMS
InTouch. When viewing and editing their content, templates are grouped by
module area, e.g. Conduct, Exams, SEN, etc. An additional template
category relates to email disclaimers. Message templates can be set up for
each message type in each of these categories. Once message templates
are set up, they can be applied to messages sent from SIMS.

IMPORTANT NOTE: Default templates for all messages are already set up
in InTouch. However, you can create your own templates to meet the
needs of your establishment (please see Setting up Message Templates on
page 17). Note that message templates provided by SIMS cannot be
deleted nor edited.

Pupil/Student Messages

Messages that relate to a specific pupil/student are sent manually by SIMS
users. The following message types can be sent and templates can be
created for each of these message types.

General Message Pupil/Student General Applicant General

SEN Message SEN Reminder Message Behaviour Message

Exclusion Message Class Register Message Fees Communication
Message

Bill Payer Message
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NOTES: Fees Communication and Bill Payer messages can be sent only if
you have applied the Fees licence.

SEN Reminder, Detention and Pupil/Student General messages can also be
sent from the Timeline panel on the Pupil (or Student) Teacher View.

School Messages

These are messages that do not relate to a specific pupil/student but instead
can be sent (with the school being the sender) when specific criteria are
met. The following message templates are provided as part of the
installation process.

Unexplained Absence Behaviour Incident Achievement Award Message
Message

Pupil/Student Profile Message Missing Register Not Approved Pupil/Student

Profile

Exceptional Circumstance School Event Message Staff Training Day Message

Message

Percentage Attendance Detention Message Pupil/Student Timetable

Message Message

Staff Timetable Message Behaviour Incident Alert Missing Marksheets Alert
Message Message

Pupil/Student Exam Exam Reminder Message Late Notification Message

Timetable Message

Attendance Letter Message Exam Results Message Individual Assessment Report
Message

Dinner Money Letters Cover Slips

Templates provided by SIMS cannot be edited directly. Instead, they can be
copied and you can edit the copy of the template, if required. Alternatively,
you can create your own message templates for any of the message types.
If you mark a message template as the default, SIMS uses the selected
template automatically when a message of that type is created.

IMPORTANT NOTE: Once a message template has been edited and
saved, the changes cannot be undone.

You can make a copy of an existing template and then use it to form the
basis of a new template, meaning you do not have to create similar
templates from scratch.
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Email Disclaimer Message Template

It is possible to define the email disclaimer that is displayed at the bottom of
every email sent by SIMS InTouch. A default email disclaimer message
template is provided as part of the installation process.

NOTES: If you decide not to edit the email disclaimer, the SIMS-defined
email disclaimer will continue to be displayed at the end of every email.

Email disclaimers are not displayed on Emergency Alert messages.

Templates provided by SIMS cannot be edited directly. Instead, they can be
copied and you can edit the copy of the template, if required. Alternatively,
you can create your own email disclaimer message templates. If you mark
an email disclaimer message template as the default, SIMS uses the
selected template automatically when an email is sent.

IMPORTANT NOTE: Once a message template has been edited and
saved, the changes cannot be undone.

You can make a copy of an existing template and then use it to form the
basis of a new template, meaning you do not have to create similar
templates from scratch.

The adding, editing, deletion, etc. of an email disclaimer message template
is performed in the same way as any other message template. Email
disclaimer message templates are managed via the Disclaimers section of
the Template Manager page. The default template is named Email
Disclaimer.

WARNING: If the Routing service is down, message templates become
unavailable and consequently the email disclaimer is not appended to a
message.
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Viewing Message Templates

1.

Select Tools | InTouch | Templates Setup to display the Template
Manager page.

=]

Template Manager

r'y
Assessment
Individual Assessment Report Message
Mizsing Marksheets Alert M.

Attendance
Attendance Letter Message

Exceptional Circumstance Message A=
Late Notification Message %

Percentage Attendance Message

Unexplained Absence Message

Total Template Size: 0 Bytes of AMB. Maxdmum template size i= 4MB.
Conduct

Achievement Award Message Message | Anal 12 . ]; I U E E

Behaviour Incident Alert Message

Behaviour Incident Message
Behaviour Message
Detention Message
Exclusion Message

Cover
Cover Slip Message

Dinner Money
Dinner Money Letter Message

Disclaimers
Email Disclaimer

Exams
Exam Reminder Message

 Exam Results Message

The panel on the left-hand side of the page provides access to the message
templates. The templates are either provided as part of the installation
process or created by users in your establishment.

Click a message type (e.g. Behaviour Message) to view the associated
message templates in the panel at the top of the page.

Where more than one message template exists, all of them are available to
users when they create a message of that type. Where more than one
message template exists for a category, one of them must be marked as
default. The message template marked as default will be selected
automatically when SIMS creates a message of that type, although the
template can be changed when a message is created.

Adding a Message Template

1.

Select Tools | InTouch | Templates Setup to display the Template
Manager page.

In the list in the panel on the left-hand side of the page, click the type of
message template you wish to create, e.g. Pupil (or Student) General
Message.
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On the right-hand side of the screen, the top panel displays all message
templates recorded in SIMS for the selected template category.

Template Manager
4 Dinner Money Letier Message
Disclaimers
Email Disclaimer e

Exams
Exam Reminder Message

Exam Results Message -
Pupil Exam Timetable Message
Fees and Bill Payer
Bill Payer Meszage

® Pupil General Message (Default) (System)

Profiles Subject
AT TE T T D L R Total Template Size: 0 Bytes of 4MB. Maximum template sizc is 4MB.
Pupil Profile Message e —
Message  Aral 12 [ | BI U, ==
Pupil
== = -
=E=E = l—-\; MEE™ 2

Applicant General Meszage
Pupil General Message
School

General Message

School Event Message
Staff Training Day Message
SEN

SEN Message

SEN Reminder Message

Timetables
Pupil Timetable Message

w Staff Timetable Message

3. Click the New button to add a new template for the selected category.

# Pupil General Message (Defaulf) (System)

=2 New Template

e

A Y

The new template is given a default name of New Template and is indented
to indicate that it is the currently selected template.

4. Click anywhere in the line that reads New Template, enter an appropriate
name for the new template then press Enter.

# Pupil General Message (Default) (System)
# Pupil General Message - Altemative

| =

A Y

The order in which the templates are displayed in this list reflects the order
in which they will be displayed when a user elects to apply a template to a
specific type of message.

5. Click the Move Up and Move Down arrow buttons to move the template to
the required position in the list.
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NOTE: It is advisable to place the most commonly used template at the top
of the list to facilitate selection.

F Move Up button

L J Move Down button

With the newly created template highlighted, click the Edit button to enable
its editing in the panel at the bottom of the Template Manager page.

Click the Save button.

The new message template is now ready to be applied to a message created
in the selected category.

More Information:
Editing a Message Template on page 24

Copying a Message Template

You can make a copy of an existing template and then edit it to form the
basis of a new template, reducing the need to create similar templates from
scratch.

Once a message template has been copied, it can be renamed, edited and
saved as a new template.

NOTE: A message template can be copied within a message type only. It is
not possible to copy a template from one message type to another.

Select Tools | InTouch | Templates Setup to display the Template
Manager page.

In the list in the panel on the left-hand side of the page, click the category
of message template that contains the message template you wish to copy,
e.g. Pupil (or Student) General.
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On the right-hand side of the screen, the top panel displays all message
templates recorded in SIMS for the selected template category.

Template Manager

4 Dinner Money Letier Message
Disclaimers
Email Disclaimer e

Exams
Exam Reminder Message ® Pupil General Message (Default) (System)

Exam Results Message » Pupil General Message - Atlernative

Pupil Exam Timetable Message ‘%

Fees and Bill Payer
Bill Payer Meszage

Profiles Subject
AT TE T T D L R Total Template Size: 0 Bytes of 4MB. Maximum template sizc is 4MB.
Pupil Profile Message e —
Message  Aral 12 [ | BI U, ==
Pupil
== = -
=E=E = l—-\; MEE™ 2

Applicant General Meszage
Pupil General Message
School

General Message

School Event Message
Staff Training Day Message
SEN

SEN Message

SEN Reminder Message

Timetables
Pupil Timetable Message

w Staff Timetable Message

In the top panel on the right-hand side of the page, highlight the message
template you wish to copy.

Click the Copy button to create a copy of the highlighted message template.
The name of the new template is prefixed with Copy of.

# Pupil General Message (Default) (System)
# Pupil General Message - Alternative
‘g #® Copy of Pupil General Message - Alternative

With the new message template highlighted, click the Edit button.

Click anywhere in the name of the new message template (prefixed with
Copy of), enter an appropriate name then press Enter.

# Pupil General Message (Default) (System)
# Fupil General Meszage - Aliermative

® Pupil General Message - Full

A Y

The order in which the templates are displayed in this list reflects the order
in which they will be displayed when a user elects to apply a template to a
specific type of message.
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7. Click the Move Up and Move Down arrow buttons to move the template to
the required position in the list.

A Move Up button

A J Move Down button

NOTE: It is advisable to place the most commonly used template at the top
of the list to facilitate selection.

8. Highlight the new message template then click the Edit button to enable its
editing in the panel at the bottom of the Template Manager page.

9. Click the Save button.

The new message template is now ready to be applied to a message created
in the selected category.

s ) More Information:
V/ Editing a Message Template on page 24

Editing a Message Template

NOTE: It is not possible to edit message templates provided by SIMS.

1. Select Tools | InTouch | Templates Setup to display the Template
Manager page.

2. In the list in the panel on the left-hand side of the page, click the category
of message template that contains the message template you wish to edit,
e.g. Pupil (or Student) General.
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On the right-hand side of the screen, the top panel displays all message
templates recorded in SIMS for the selected template category.

2]
f.‘
)

Template Manager
4 Dinner Money Letler Message

Disclaimers

Email Disclaimer

Exams

Exam Reminder Message ® Pupil General Message (Default) (System)

Exam Results Message » Pupil General Message - Atlernative

Pupil Exam Timetable Message

Fees and Bill Payer
Bill Payer Meszage

Profiles Subject

Not Approved Pupil Profile Message Total Template Size: 0 Bytes of 4MB. Maximum template size is 4MB.

Pupil Profile Message e —
Message  Aral 12 [ | BI U, ==

Pupil

I
i
il
i
4
&
4

Applicant General Meszage

Pupil General Message

School
General Message

School Event Message
Staff Training Day Message
SEN

SEN Message

SEN Reminder Message

Timetables
Pupil Timetable Message

w Staff Timetable Message

In the top panel on the right-hand side of the page, highlight the message
template you wish to edit then click the Edit button to enable its editing in
the panel at the bottom of the Template Manager page.

NOTE: Prior to clicking the Edit button, ensure that the newly created
template is highlighted. It is not possible to edit the template unless it is
highlighted in the list.

In the Subject line, enter any default text that you wish to include in the
Subject line of any message created from this template.

NOTE: When a message is created from this template, the default Subject
line can be edited, if required.

In the Message box, enter any default text you wish to include in the main
body of any message created from this template.

NOTE: When a message is created from this template, the default
Message text can be edited, if required.

The default font, font size, font colour, etc. can be set for a template using
the formatting toolbar.

il
fi
[[]
i
%
©

4
é
L%

Arial vt w||lBv B I U =
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The functionality available on the formatting toolbar varies according to the
type of message template selected.

Images can also be included as part of a message template or a message.

Once the appropriate content has been entered and the formatting applied,
click the Save button.

The message template is now ready to be applied to a message of the type
selected.

More Information:

Formatting Message Text on page 63

Inserting a Hyperlink into the Message Text on page 64
Adding an Image into a Message on page 66

Setting a School Message Template as the Default

.(.
L

Any number of message templates can be defined for a single message
category. If more than one message template exists for a category, you
must set one of them as the default. If you create a range of message
templates and wish to use one of them instead of the one provided as part
of the SIMS installation, you can make your own message template the
default then de-activate the SIMS supplied one.

The default message template is used when a message of that type is
generated by SIMS.

If only one message template for a category exists, it is set as the default
template automatically.

Select Tools | InTouch | Templates Setup to display the Template
Manager page.

In the list in the panel on the left-hand side of the page, click the required
group of message templates to display the associated message template(s)
in the top panel on the right-hand side of the page.

The name of the message template that is currently marked as the default is
appended with (Default). Message templates provided by SIMS are

appended with (System).

® Unexplained Abzence (Default) (System)
® Unexplained Absence - Full

If more than one message template exists in the list and you wish to change
the message template used as the default, highlight the required message
template then click the Default button.

Once selected, (Default) is displayed at the end of the name of the
message template.

Click the Save button.

More Information:
Adding a Message Template on page 20
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Activating and De-activating a Message Template

Once a message template is created, it is activated automatically so that it
is accessible by all users. If you no longer want a message template to be
used (either temporarily or permanently), it can be made inactive.

If you create a range of message templates and wish to use one of them
instead of the one provided as part of the SIMS installation, you can make
your own message the default (please see Setting a School Message
Template as the Default on page 26) then de-activate the SIMS supplied
one. SIMS supplied School message templates cannot be deleted.

If you are certain you will never want to use the message template again,
you may instead choose to delete it.

To make a message template inactive:

1. Select Tools | InTouch | Templates Setup to display the Template
Manager page.

2. In the list in the panel on the left-hand side of the page, click the group of
message templates that contains the message template you wish to make
inactive, e.g. General Message.

On the right-hand side of the screen, the top panel displays all message
templates recorded in SIMS for the selected template category.

3. In the top panel on the right-hand side of the page, highlight the message
template you wish to make inactive.

® Unexplained Absence (Default) (System)

_ ® Unexplained Absence - Full

4. Click the Deactivate button then click the Save button. The template name
is now suffixed with (Inactive).

The message template remains highlighted and the Deactivate button is
renamed to Activate.

5. To re-activate the message template, highlight the inactive message
template, click the Activate button then click the Save button.

2 ) More Information:
)/ Deleting a Message Template on page 27

Deleting a Message Template

If you are certain you never want to use a message template again, you
may wish to delete it.

NOTE: It is not possible to delete a School message template provided by
SIMS.

It is not possible to delete the default School message template. To delete
a School message template currently marked as default, you must first
make another message template the default.
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.(.
g

Instead of deleting a message template however, you may wish to make it
inactive. This retains the template on your system but it becomes
unavailable for selection when creating a message. Any template set as
inactive can be activated at any time.

Select Tools | InTouch | Templates Setup to display the Template
Manager page.

In the list in the panel on the left-hand side of the page, click the group of
message templates that contains the message template you wish to delete,
e.g. General Message.

On the right-hand side of the screen, the top panel displays all message
templates recorded in SIMS for the selected template category.

In the top panel on the right-hand side of the page, highlight the message
template you wish to delete.

® Unexplained Abzence (Default) (System)
® Unexplained Absence - Full

Click the Delete button. The template name is now displayed in
strikethrough text (a horizontal line across its name) to indicate that it is
marked for deletion and the button label is renamed Un Delete.

NOTE: At this point, the message template is just marked for deletion; it
has not yet been deleted so it can still be retrieved.

Confirm the deletion by clicking the Save button. Alternatively, cancel the
deletion by highlighting the template then clicking the Un Delete button.

When the template is deleted, its name is removed from the list in the top
panel and is no longer available for selection when creating a message.

More Information:
Setting a School Message Template as the Default on page 26
Activating and De-activating a Message Template on page 27
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04 I Configuring Message Type Defaults

Introduction
Setting Up Message Type Defaults ... 29

Introduction

This chapter describes how to set up the defaults for each message type.
More specifically, School Administrators can define for each message type:

= the owner, e.g. School or User. This determines who has visibility of
outgoing and incoming messages.

= the default InTouch recipient.
= the external email account to which messages can be sent.

After customising the required defaults, these are changed immediately for
all the users.

Setting Up Message Type Defaults

1.

Select Tools | InTouch | Message Type Defaults Setup to display the
Find Message Type Default browser.

* Find Message Type Default

Achievement Award

Applicant General Message
Attendance Letter Message
Behaviour Incident Alert Message
Behaviour Incident or Points
Behaviour Message

Bill Payer Message

Cover Slip Message

School
School
School
School
School
User
User
User

User
User
School
School
Schoal
User
School
School

Yes

Yes
Yes

B4 Search [ Open (=) Print @ Mext Previous @ Help $€ Close
Meszage Type | | Sendas  <Any: + FReceiveas <Ay -
Message Type Send as Receive as Auto Forward i
Achievement Alett Message User School

|.m

Search for the required Message Type. The number of message types can
be restricted by using the applicable search fields and drop-down lists. Use
the Search fields to enter or select the required criteria. Alternatively, click
the Search button to display all the message types.

Double-click the required Message Type to select it.
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4.

10.
11.

12.

13.

On the Message Type Default Detail page, click the Message Boxes
hyperlink.

Message Type Default Detail: Us lained Ab: M g

Save Undo = Print @Help EUnpin %Close
1 Message Boxes 2 Default InTouch Contacts 3 Auto Forward

1 Message Boxes

Send as I5chool] -
Receive as

User

From the Send as drop-down list, select the owner of sent messages of this
type (i.e. School, User).

From the Receive as drop-down list, select the owner of received messages
of this type (i.e. School, User).

Click the Save button.
Click the Default InTouch Contacts hyperlink.

2 Default InTouch Contacts

Highest Priority
Al Parental Responsibility
All InTouch Communicatees

Select the InTouch recipient type from the drop-down list.

=  Select Highest Priority to select automatically as a potential intended
recipient of the message the pupil/students' or applicants' contact(s)
with the highest recorded priority who have parental responsibility
(unless they have been recorded as having a court order against them).

=  Select All Parental Responsibility to select automatically as a
potential intended recipient of the message the pupil/students' or
applicants' contact(s) who are recorded as having parental responsibility
(unless they have been recorded as having a court order against them).

=  Select All InTouch Communicatees to select automatically as a
potential intended recipient of the message the pupil/students' or
applicants' contact(s) who are recorded as being eligible for
communication via InTouch (unless they have been recorded as having
a court order against them), regardless of their contact priority or
parental responsibility.

Click the Save button.
Click the Auto Forward hyperlink.

3 Auto Forward

Use Auto Forward O

Forwarding Email Address |

Select the Use Auto Forward check box if you want to forward
automatically the selected message type to an external account. This setting
is particularly useful for admin users who need to work on their messages
outside of InTouch.

Populate the Forwarding Email Address field with the required email
account.
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14. Click the Save button.
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05 Sending Pupil/Student Messages

INErOdUCTION. .. e 33
Accessing the Messaging Facility ........ .o 34
Sending a Pupil/Student MeSSage. ... .c.ovuiiiiiiii e 52
Sending an Emergency Alert ... .o 70

Introduction

WARNING: This chapter assumes that your School Administrator did not
change system's message type defaults in the Message Boxes panel
(via Tools | InTouch | Message Type Defaults Setup) during the
InTouch installation.

There are two categories of message that can be sent from SIMS:
Pupil/Student messages and School messages. Once the appropriate
message templates have been set up, they can be applied to messages sent
from SIMS.

s ) More Information:
2/ Setting Up Message Type Defaults on page 29

Pupil/Student Message
These are messages that are sent manually by SIMS users. The following
message types can be sent and templates can be created for each of these
message types.

General Message Pupil/Student General Applicant General

SEN Message SEN Reminder Message Behaviour Message

Exclusion Message Class Register Message Fees Communication
Message

Bill Payer Message

NOTES: Fees Communication and Bill Payer messages can be sent only if
you have applied the Fees licence.

SEN Reminder, Detention and Pupil/Student General messages can also be
sent from the Timeline panel on the Pupil (or Student) Teacher View.
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School Message

These are messages that can be sent by SIMS (i.e. your school) under
specific circumstances. The following message templates are provided as
part of the installation process.

Unexplained Absence Behaviour Incident Message Achievement Award Message

Pupil/Student Profile
Message

Missing Register Not Approved Pupil/Student

Profile

Exceptional Circumstance
Message

School Event Message Staff Training Day Message

Percentage Attendance
Message

Detention Message Pupil/Student Timetable

Message

Behaviour Incident Alert

Staff Timetable Message

Pupil/Student Exam

Message

Exam Reminder Message

Missing Marksheets Alert
Message

Late Notification Message

Timetable Message

Individual Assessment
Report Message

Attendance Letter Message Exam Results Message

Dinner Money Letters Cover Slips

: ) More Information:
Managing School Messages on page 91

Accessing the Messaging Facility

Pupil/Student messages can be sent from a number of areas in SIMS. The
type of message generated is determined by the area of SIMS selected
when the messaging functionality is triggered. Once the appropriate SIMS
menu route has been selected, the method of preparing and sending a
message is very similar for all types of messages. Additional functionality is
available for some types of message. The following table introduces the
types of Pupil/Student message that can be created and indicates where in
SIMS that type of message can be created.

Message Type Accessible Via

Behaviour Message Focus | Behaviour Management | Pupil

(or Student) Behaviour

Exclusion Message Focus | Pupil (or Student) | Exclusions

Bill Payer Message Focus | Fees Billing | Send Message

NOTE: A Bill Payer message can be sent only if
the Fees licence has been applied.
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Message Type Accessible Via

Applicant General Message Focus | Admission | Application

Focus | Pupil (or Student) | Special
Educational Needs

Focus | Pupil (or Student) | Pupil
(or Student) Details | Fees Details

Pupil/Student General Message Focus | Pupil (or Student) | Send Pupil

(or Student) Message and Focus | Pupil
(or Student) | Pupil (or Student) Details
(Links panel)

General Message Focus | InTouch | Send Message

SEN Message Focus | Pupil (or Student) | Special
Educational Needs

SEN Reminder Message On the SIMS Home Page, click a SEN reminder
in the My Reminders panel.

Class Register Message Focus | Attendance (or Lesson Monitor) |
Take Register

Fees Communication Message Focus | Pupil (or Student) | Pupil
(or Student) Details (Links panel)

NOTE: A Fees Communication message can be
sent only if the Fees licence has been applied.

SEN Reminder, Detention and Pupil/Student General messages can also be sent from
the Timeline panel on the Pupil (or Student) Teacher View.

NOTE: Accessing the messaging functionality using one of the menu routes
described in the table enables you to change to any of the other message
types, if required. The only exception is a General Message (Focus | In
Touch | Send Message), where the type of message cannot be changed.

When you are preparing a message to be sent, the intended recipients can
be selected, files can be attached and a wide range of text and paragraph
formatting can be applied.

General Messages

A General Message should be created if its subject matter is general in

nature and is not linked directly to any of the other message types. When
selecting the intended recipients, the search criteria Category defaults to
show all people who are currently associated with your school (Current).

Managing Communications using InTouch | 35



05] Sending Pupil/Student Messages

In the case where a pupil/student has one or more siblings currently
attending your school, SIMS InTouch identifies whether a General Message
would ordinarily be sent to a recipient more than once. If a recipient would
ordinarily receive the message more than once (e.g. they would receive the
same message three times if they have three children at your school), only
a single message is now sent. This reduces the number of messages sent to
a pupil/student contact and therefore reduces the cost of doing so.

Select Focus | InTouch | Send Message to display the Send General
Message page.

More Information:
Sending a Pupil/Student Message on page 52

Pupil/Student General Message (Single Pupil/Student)

2.

A Pupil/Student General Message can be created from the Pupil

(or Student) Details page and is therefore linked automatically to the
selected pupil/student’s record. When selecting the intended recipients, the
search criteria Category defaults to show all people who are currently
associated with the selected pupil/student (Linked Adults), including
parental contacts, registration tutors and teachers.

It is also possible to send a Pupil/Student General Message relating to
multiple pupil/students (please see Pupil/Student General Message
(Multiple Pupil/Students) on page 38).

Select Focus | Pupil (or Student) | Pupil (or Student) Details to display
the Find Student browser.

W FindStudent
D Mew B Search - Open = Print @ Next ﬁ Previous | [ View ~ Q Links = @ Help %€ Clase
Tier LAYy £ Year Group  [<Any £ Reqg Group Loy + | Houze Ly
“'ear Group Req. Group Houze Gender n Mumber ~
Abbot, Claie g 54 Female 003360
Abbat, Clarissa 1l a4 Female 003100
Abbot, J ames 10 1nc ale 003270
Abbat, Susan g ab Female 003600
Abdelkoder, Mohamed 12 G Flemrming ale 002915
Able, Benjamin 1 a4 ale ooxm
Ablett, Michael [13] [G] Curie tale

002553 B

Search for then select the required pupil/student to display their details on
the Pupil (or Student) Details page.

1 Basic Details
Legal Forename |Beniarmn | Phatograph
Middle Namels] |M\chae\ | -
@
£ Send Message
Legal Sumame |"§‘hh°t | Student 'Fe:;rer View
Frefered Sumame [pbbot | History
Report:
Prefened Forename |Ben | SEEED .
Date of bith 12/07/1993 - Exclusiens
Behaviour Management
Age |1 7 years, 10 months | T
Gender Male E'Imeta B
asses
Title v Birth Certificate Seen (] Attendance v
5. Quick Mote
20
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3. In the Links panel on the right-hand side of the page, click the Send
Message hyperlink to display the Search browser.

Search Browser @/ ®

Category:
Abbot, Ben | | Linked Adults
[[] Linked Aduts 7 = 2 |
Name Role Pupil Mame [+ [ E

1] Abbot, Ben Student Ben Abbot |
1] Andrews, Mrs Selina  Teacher: PSE Ben Abbot []

= Blacker. Mr Adrizn Tier Manager Ben Abbot []

= Burton. Miss Fiona Head of Year Ben Abbot []

= Estaphan. Ms Julia Teacher: Science Ben Abbot []

= Foster, Miss Jill Registration Tutor Ben Abbot []

= Green. Miss Helen Teacher: Religious Ed Ben Abbot []

[} Jacobs, Mr Kevin Head of House, Teacher History Ben Abbot [

[} Kinross, Mr Brian Teacher: Physical Ed Ben Abbot [

[} Konchalski, Mr Milan ~ Teacher- French Ben Abbot [

[} Lubback. Mr Mark Teacher English Ben Abbot [

[} Mcnamara, Dr Roger  Teacher: German Ben Abbot [

[} Mumford, Mrs Delia  Teacher: Mathematics Ben Abbot [

[} Pearson, Mrs Belinda  Teacher: German Ben Abbot [

[} Pinkney, Mr Alisiair  Teacher: Geography Ben Abbot [

[} Tufnell, Mr Roger Teacher: Technology Ben Abbot [

[} ‘williams, Mr Richard ~ Teacher: Drama Ben Abbot [ .

4. To facilitate the selection of a group of people in the Linked Adults panel,
click the Filter button to display all of the roles represented in the Linked
Adults panel.

EI Filter button

| |
Father
Head of Year
Mather
Registration Tutor
[¥] Student
[“]Teacher

5. Select or deselect the appropriate check box(es), leaving selected only the
check box of the role(s) you wish to select from. Deselect the Select All
check box to deselect all of the check boxes.

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending a Pupil/Student General Message).

i' More Information:
Sending a Pupil/Student Message on page 52
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Pupil/Student General Message (Multiple Pupil/Students)

A Pupil/Student General Message can be created, which enables you to
record communications about specific pupil/students. When selecting the
intended recipients, the search criteria Category defaults to show all people
who are currently associated with the selected pupil/student (Linked
Adults), including parental contacts, registration tutors and teachers.

It is also possible to send a Pupil/Student General Message relating to a
single pupil/student via the Links panel on the pupil/student record
(please see Pupil/Student General Message (Single Pupil/Student) on
page 36).

1. Select Focus | Pupil (or Student) | Send Pupil (or Student) Message to
display the Find Pupil (or Student) dialog.

I3 Find upi
A Find Pupils
B4 Search - (= Print
Surname | Forename | |
Tier <Ay - l:l Year Group Year 3 - I:I Class <Any - I:I House <Any> - EI
Name Year Group Class House Gender Admission Number

Abraham, Jane
Adams, Adam
Anderson, Neo
Bains, Kirk
Belic, Nico
Belic, Roman

m_|»

W oW W o o EERERERE R

Cadilia. Celia

Cansen, Neville aCB Male 001046

Charles, Hamy 3aTo Male 001124

Danny, Abbey ace Female 001125

Daskealos, Carl aCB Male 001047 -

1) 58 matches found

2. Search for and highlight the required pupil/students. Multiple pupil/students
can be selected using Ctrl + click or Shift + click.
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Click the OK button to display the Search browser.

Search Browser

Category:
-l | Linked Adults
[[] Linked Adulis 7 = Al
Name Role PupilName =] ] [
= Abrsham. Jane Pupil Jane Abraham
= Abrzham, Mr Allan Father Jzne Abraham
1] Abrzham, Mrs Kathy ~ Mother Jane Abraham
= Adam, Mr Harry Father Adam Adams
= Adams, Adam Pupil Adam Adams
= Andersen, Neo Pupil Neo Anderson
= Bains. Kirk Pupil Kirk Bains
= Belic, Ms Maria Mather Nico Bellic
I} Belic. Ms Maria Mother Roman Bellic
[} Bellic. Mico Pupil HNice Bellic
= Bellic. Roman Pupil Roman Bellic
1] Brown, Mrs Charmaine  Registration Tutor  Jane Abrsham  []
[} Brown, Mrs Charmzine  Registration Tutor  Nico Bellic [}
= Brown, Mrs Charmaine  Registration Tutor  Roman Bellie  []
1] Brown, Mrs Charmaine  Registration Tutor  Neo Anderson [
[} Brown, Mrs Charmaine  Registration Tutor  Kirk Bains =
= Orton, Ms Tanya Registration Tuter  Adam Adams  []
v

All linked adults for all of the selected pupil/students are displayed. To filter
the list to display the linked adults of a particular pupil/student, select the
required pupil/student from the Filter drop-down list.

Filter:

ALL,

ALL.

Abraham. Jane
Adams, Adam
Anderson, Neo
Bains, Kirk
Bellic. Nico
Bellic. Roman

1

Selecting a pupil/student from the drop-down list displays their name in the
Filter drop-down list.

To facilitate the selection of a group of people in the Linked Adults panel,
click the Filter button to display all of the roles represented in the Linked
Adults panel.

>

-
|‘ |
Father
Mother
Pupil
Registration Tutor

Filter button
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Select or deselect the appropriate check box(es), leaving selected only the
check box of the role(s) you wish to select from. Deselect the Select All
check box to deselect all of the check boxes.

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending a Pupil/Student General Message).

Applicant General Messages

4.

An Applicant Message can be created from a number of areas in SIMS and is
therefore linked automatically to the selected pupil/student’s record. When
selecting the intended recipients, the search criteria Category defaults to
show all people who are currently associated with the selected pupil/student
(Linked Adults), including parental contacts, registration tutors and
teachers.

An Applicant Message can be sent by clicking the Send Message hyperlink
in the Links panel on any of the following pages in SIMS:

=  Application page (by clicking the Application button on the toolbar or
selecting Focus | Admission | Application).

= Student SEN details page (via Focus | Pupil (or Student) | Special
Educational Needs).

= Fees Details page (via Focus | Pupil (or Student) | Pupil
(or Student) Details | Fees Details).

Search for then select the required pupil/student to display their details on
the Application page, Student SEN details page or the Fees Details
page.

In the Links panel on the right-hand side of the page, click the Send
Message hyperlink to display the Search browser.

Search Browser L@
Applicant: Category: E % E
Dana, Suzanne it v 0-Selectsd | O-Sslected | 0-Selscted OP% Cancel g
[ Al Results
— -~
[0 Linked Adults - -~
Mame Role Applicant Name [ S:E E
O Dana, Suzanne Applicant  Suzanne Dana
O Scarrow, Miss Faustina  Mother  Suzanne Dana

To facilitate the selection of a group of people in the Linked Adults panel,
click the Filter button to display all of the roles represented in the Linked
Adults panel.

EI Filter button

[Z](Select All
[#] &pplicant
Maother
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Select or deselect the appropriate check box(es), leaving selected only the
check box of the role(s) you wish to select from. Deselect the Select All
check box to deselect all of the check boxes.

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending an Applicant Message).

More Information:
Sending a Pupil/Student Message on page 52

SEN Messages

2.

A SEN Message can be created from the Pupil (or Student) SEN Details
page and is therefore linked automatically to the selected SEN
pupil/student’s record but it is not linked to a specific SEN Event. When
selecting the intended recipients, the search criteria Category defaults to
show all people who are currently associated with the selected pupil/student
(Linked Adults), including parental contacts, registration tutors and
teachers.

Select Focus | Pupil (or Student) | Special Educational Needs to display
the Find SEN Pupil (or Student) browser.

A% Find SEN Student
“ Search - Open (=1 Print @ Next [F] view ~ Q Links - @ Help % Cloze
Surnarne | | Farename | Status Current v
Tier <Anys i l:l ‘ear Group |<Any> v l:l Fleg Group |<Anys I:I House | <Any> v l:l
SEN Status | <Any SEN> vl ]
“r'ear Group Req. Group House Gender SEM Status L
arc E] £ A-5 /E arly ti...
Adarn, Briony 12 J Hooke Female A - School/Early Years Acti...
Aitken, Nigel 10 10E ale A - School/Early Years Acthi...
Anderson, Dylan 11 1o Curie b ale P - Schoaol/Early Years Acti...
Anderson, Jacob g 8E Flemming tale P - Schoal/Early Years Acti...
Anderzon, Loren 9 SE Female A - School/Early Years Acti...
Antas, Sergei 10 108 Male A - School/Early Years Acti...
Archer, Glenda g ac Female P - School/E arly Years Achi... w

Search for then select the required pupil/student to display their details on
either the Pupil (or Student) SEN details page.

1 Overview * ] Links )
Date Type Summary D New £ Ia::;elfllgho;uments
03/09/2018 Review Type: Annual; Status: Planned = Open Datz Collection Sheet
27/03/2018 Review Type: Temly; Status: Meeting Completed (;;2 Delete Send Message
28/11/2017 Review Type: Temnly; Status: Mesting Complsted Student Teacher View
07/03/2017  Review  Type: Temly; Status: Mesting Completed B Detls
12/07/2017 Review Type: Annual; Status: Meeting Completed History
28/03/2017 Review Type: Temly; Status: Meeting Completed 2;:;::?0"5
29/11/2016 SEN Status  Changed to: K - SEN Support Behaviour Management
29/11/2018 Review Type: Initial; Status: Meeting Completed Timetsble
29/11/2016 Provision Type: Mon Teaching Assistart {General) Classes

P
Dinner Money Financials

2 Linked Adults / Agencies Assessment

= e e

P Mr Shaun Celman, Father I Intervention Report
i+~ Medical Open " P
B Pastoral Delete

. MrQiiver Joyner, Registration Tutor -
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3.

4.

In the Links panel on the right-hand side of the page, click the Send
Message hyperlink to display the Search browser.

Search Browser @/ ®

Category:
Abbot, Ben | | Linked Adults
[[] Linked Aduts 7 = 2 |
Name Role Pupil Mame [+ [ E

1] Abbot, Ben Student Ben Abbot |
1] Andrews, Mrs Selina  Teacher: PSE Ben Abbot []

= Blacker. Mr Adrizn Tier Manager Ben Abbot []

= Burton. Miss Fiona Head of Year Ben Abbot []

= Estaphan. Ms Julia Teacher: Science Ben Abbot []

= Foster, Miss Jill Registration Tutor Ben Abbot []

= Green. Miss Helen Teacher: Religious Ed Ben Abbot []

[} Jacobs, Mr Kevin Head of House, Teacher History Ben Abbot [

[} Kinross, Mr Brian Teacher: Physical Ed Ben Abbot [

[} Konchalski, Mr Milan ~ Teacher- French Ben Abbot [

[} Lubback. Mr Mark Teacher English Ben Abbot [

[} Mcnamara, Dr Roger  Teacher: German Ben Abbot [

[} Mumford, Mrs Delia  Teacher: Mathematics Ben Abbot [

[} Pearson, Mrs Belinda  Teacher: German Ben Abbot [

[} Pinkney, Mr Alisiair  Teacher: Geography Ben Abbot [

[} Tufnell, Mr Roger Teacher: Technology Ben Abbot [

[} ‘williams, Mr Richard ~ Teacher: Drama Ben Abbot [ .

To facilitate the selection of a group of people in the Linked Adults panel,
click the Filter button to display all of the roles represented in the Linked
Adults panel.

EI Filter button

| |
Father
Head of Year
Mather
Registration Tutor
[¥] Student
[“]Teacher

Select or deselect the appropriate check box(es), leaving selected only the
check box of the role(s) you wish to select from. Deselect the Select All
check box to deselect all of the check boxes.

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending a SEN Message).

More Information:
Sending a Pupil/Student Message on page 52
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SEN Reminder Messages

A SEN reminder message can be sent to all internal contacts. A message
created in this way cannot be sent to external contacts

(e.g. parent/guardians, agents, etc.). This functionality can be used only if
you have elected to receive reminders/alerts for SEN via Focus | Alerts |
Setup Reminders.

1. On the SIMS Home Page, click a SEN reminder in the My Reminders panel
to display the Read Reminder dialog.

2. Select the check box adjacent to the required event.

=

s Read Reminder

Reminder Details
Exvent Mame Forename Surname End Date

I eeting 1-1 Migel Aitken 18/06/2010

Send Meszages ] [ Frint ] [ Delete ][ Cloze

3. Click the Send Messages button to display the Search browser.
s ) More Information:

'

-/ Sending a Pupil/Student Message on page 52

Behaviour Messages

A Behaviour Message can be created from the Behaviour Management
page and is therefore linked automatically to the selected pupil/student’s
record. When selecting the intended recipients, the search criteria Category
defaults to show all people who are currently associated with the selected
pupil/student (Linked Adults), including parental contacts, registration
tutors and teachers.
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2.

3.

Select Focus | Behaviour Management | Student Behaviour to display
the Find Behaviour Management Student browser.

% Find Behaviour Management

Student

B Search ~ [ Open (= Piint |m@Next ﬁF‘leviﬂus | [E] View -

@ Links = aHelp 9% Close

Tier “rear Group Feg Group |<Any> - ‘ Houze ‘<Any> v|
‘Year Group Reg. Group House Gender Admission Number o]
hhn, ire El T Female 003460
Abbot, Clarissa 11 1A Femals aoz0n
Abbot, James 10 10c Male 003270
Abbot, Susan i ae Femals 003600
Abdelkader, Mohamed 12 G Flemming Male 002915
Able, Benjamin 11 114 tale o310 B
blatt_bdichasl (171 IG1 Cuui hizl fiTieicict

Search for then select the required pupil/student to display their details on
the Behaviour Management page.

1 Academic Year

e o)

Academic Year ol
Quick letter
Achievements D Erehaviaur Poi _ Data Collection Sheet
Paints ehaviour Points _ Met Points Send Message
Mo, OF Repart Student Teacher View
NoOfbdtenions [T | faus R Student Deails
History
2 Achievement Reports
SEN
Date Type Paintz:  Comments Lunard Luward Date D MNew Exclusions
Concessions
Timetable
— | Classes
Attendance
Assessment
- Examinations
Ll Fees Details
Diate Type Role Paints  Camments Action Action D ate: D Mew CMSE. <
08/06/2010 Bulling 2 3 Opsn Communication Sl

In the Links panel on the right-hand side of the page, click the Send
Message hyperlink to display the Search browser.

Search Browser

Category:

| Linked Adults

[] Linked Adults T

Name
Abbot, Ben
Andrews, Mrs Selina
Blacker, Mr Adrian
Burton, Miss Fiona
Estaphan, Ms Julia
Foster, Miss Jill
Green, Miss Helen
Jacabs, Mr Kevin
Kinross, Mr Brizn
Konchalzki, Mr Milzn
Lubbaock, Mr Mark
Mecnamara, Dr Roger
Mumford, Mrs Delia
Pearson, Mrs Belinda
Pinkney, Mr Alistair
Tufnell, Mr Roger
‘willizms, Mr Richard

i e e o e

Rele Pupil Name  [=<]
Student Ben Abbot
Teacher. PSE Ben Abbot [
Tier Manager Ben Abbot [
Head of Year Ben Abbot [
Teacher: Science Ben Abbot [
Registration Tutor Ben Abbot [
Teacher: Religious Ed Ben Abbot [
Head of House, Teacher: History Ben Abbot [
Teacher: Physical Ed Ben Abbot [
Teacher: French Ben Abbot [
Teacher: English Ben Abbot []
Teacher: German Ben Abbot []
Teacher: Mathematics Ben Abbot []
Teacher: German Ben Abbot []
Teacher: Geography Ben Abbot []
Teacher: Technology Ben Abbot []
Teacher: Drama Ben Abbot []
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4. To facilitate the selection of a group of people in the Linked Adults panel,
click the Filter button to display all of the roles represented in the Linked
Adults panel.

EI Filter button

[l (Select All
Father

Head of Year
Mather
Registration Tutor
Student
[“]Teacher

5. Select or deselect the appropriate check box(es), leaving selected only the
check box of the role(s) you wish to select from. Deselect the Select All
check box to deselect all of the check boxes.

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending a Behaviour Message).

i ) More Information:
2/ Sending a Pupil/Student Message on page 52

Exclusion Messages

An Exclusion Message can be created from the Exclusion Details page and
is therefore linked automatically to the selected pupil/student’s record.
When selecting the intended recipients, the search criteria Category
defaults to show all people who are currently associated with the selected
pupil/student (Linked Adults), including parental contacts, registration
tutors and teachers.

1. Select Focus | Pupil (or Student) | Exclusions to display the Find
Exclusions Student browser.

“ Find Exclusions Student

B Search - Open =1 Print & Mext ﬁ Previous | [ View + B Links = @ Help 5% Clase
Tier <Ay v Year Group | <Any v Fieg Group LAnY: | House cAny:
Mame ‘rear Group Feq. Group House Gender Admizsion Number b

Abbot, Ben 13 M Hooke

Abbat, Claire q 58 Female

Abbaot, Clarizsa n T4 Female 003100

Abbat. J ames 10 10c Male 003270

Abbat, Susan 2 B Female 003600

Abdelkoder, Mohamed 12 G Flemming tale 002315

Able, Berjamin 11 14 Male o03101

Ablett, Michael 13 [G) Curie tale 002558

AbuKaash, Frederik " 1 ale 003102

Ackiopd, Marc 10 10B ale 003271
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2.

3.

Search for then select the required pupil/student to display their details on

the Exclusion Details page.

=

Academic ' ear

Term Start D ate

End Date

Length

Excluzian Type

Exclusion Reason

D New

Open

Delete

Linked Documents
Quick letter

Data Collection Sheet
Send Message

Student Teacher View
Student Details

History

Reports

SEN

Behaviour Management
Concessions
Timetable
Classes
Attendance
Assessment

In the Links panel on the right-hand side of the page, click the Send
Message hyperlink to display the Search browser.

Search Browser

Pupil:

Category:

‘,Abbnt, Ben

| |rL|nked Adults

]

0 e e

Linked Adults 7 =

Name
Abbat, Ben
Andrews, Mrs Selina
Blacker, Mr Adrizn
Burton, Miss Fiona
Estaphan, Mz Juliz
Faoster, Miss Jill
Green, Miss Helen
Jacabs, Mr Kevin
Kinross, Mr Brian
Kanchalska, Mr Milan
Lubbock, Mr Mark
Mcnamara, Dr Roger
Mumford. Mrs Delia
Pearson, Mrs Belinda
Pinkney. Mr Alistair
Tufnell. Mr Roger
‘williams, Mr Richard

Role
Student
Teacher: PSE
Tier Manager
Head of Year
Teacher: Science
Registration Tutor
Teacher: Religious Ed

Head of House, Teacher: History

Teacher: Physical Ed
Teacher: French
Teacher: English
Teacher: German
Teacher: Mathematics
Teacher: German
Teacher: Gecgraphy
Teacher: Technology
Teacher: Drama

Pupil Name  [=4]

Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot
Ben Abbot

0 e

[ S R S N N N N S O C S S S S RS S

B
&

=

To facilitate the selection of a group of people in the Linked Adults panel,
click the Filter button to display all of the roles represented in the Linked
Adults panel.

Filter button

Father
Head of Year

Mather

[¥] Student
[#]Teacher

| [ (select &)

Registration Tutor

l
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Select or deselect the appropriate check box(es), leaving selected only the
check box of the role(s) you wish to select from. Deselect the Select All
check box to deselect all of the check boxes.

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending an Exclusion Message).

More Information:
Sending a Pupil/Student Message on page 52

Class Register Messages

5.

A Class Register Message can be created from the Take Register page and
is therefore linked automatically to the selected pupil/student’s record.
When selecting the intended recipients, the search criteria Category
defaults to show all people who are currently associated with the selected
pupil/student (Linked Adults), including parental contacts, registration
tutors and teachers.

Select Focus | Attendance (or Lesson Monitor) | Take Register to
display the Select Class browser.

Select the required register to display it on the Take Register page.
Highlight the pupil/student(s) regarding whom you wish to send a message.

In the Links panel on the right-hand side of the page, click the Send
Message hyperlink to display the Search browser.

Search Browser @@
Pupil: Category:
Abbot, Ben Linked Adults v Ol% Canu’g
| AllResults LM o] Lﬂ'& 0] LQ 0]
[[] Linked Adults 7 = ~ o
Name Rele Pupil Name [~ 25 [
= Abbot, Ben Student Ben Abbot )
= Andrews, Mrs Selina  Teacher: PSE Ben Abbot []
= Blacker, Mr Adrizn Tier Manager Ben Abbot []
= Burton, Miss Fiona Head of Year Ben Abbot []
1] Estaphan, Ms Julia Teacher: Science Ben Abbot []
1] Foster, Miss Jill Registration Tutor Ben Abbot []
1] Green, Miss Helen Teacher: Religious Ed Ben Abbot []
1] Jacobs, Mr Kevin Head of House, Teacher: History Ben Abbot [
1] Kinross, Mr Brian Teacher: Physical Ed Ben Abbot []
1] Kanchalski, Mr Milan ~ Teacher: French Ben Abbot []
= Lubback. Mr Mark Teacher: English Ben Abbot []
= Mecnamara, Or Roger  Teacher: German Ben Abbot []
= Mumford. Mrs Delia ~ Teacher: Mathematics Ben Abbot []
= Pearson, Mrs Belinda Teacher: German Ben Abbot []
= Pinkney, Mr Alistair ~ Teacher Geography Ben Abbot ]
[} Tufnell, Mr Roger Teacher: Technology Ben Abbot [
[} ‘illiams, Mr Richard ~ Teacher: Drama Ben Abbot [ —

To facilitate the selection of a group of people in the Linked Adults panel,
click the Filter button to display all of the roles represented in the Linked
Adults panel.

EI Filter button
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[Z](Select All
Father

Head of Year
Mather
Registration Tutor
Student

[#] Teacher

Select or deselect the appropriate check box(es), leaving selected only the
check box of the role(s) you wish to select from. Deselect the Select All
check box to deselect all of the check boxes.

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending a Class Register Message).

More Information:
Sending a Pupil/Student Message on page 52

Fees Communication Message

Applicable only if the Fees licence has been applied.

A Fees Communication Message can be sent to all bill payers. When
selecting the intended recipients, the search criteria Category defaults to
show all current Bill Payers.

In the case where a bill payer is associated with more than one
pupil/student currently attending your school, SIMS InTouch identifies
whether a Fees Communication Message would ordinarily be sent to a
recipient more than once. If a recipient would ordinarily receive the
message more than once (e.g. they would receive the same message three
times if they have three children at your school), only a single message is
now sent. This reduces the number of messages sent to a pupil/student
contact and therefore reduces the cost of doing so.

Select Focus | Pupil (or Student) | Pupil (or Student) Details to display
the Find Student browser.

W Find Student

DNew H Search - Open (=1 Print GNext ﬁPreviDus [ view = B Links = @Help %Elose
Tier <Any> w ‘ear Group | <Any> v Fieg Group <Ay w | House <Ay v
MHame “r'ear Group Feq. Group House Gender Admission Mumber o

Abbat, Ben 13 5 002912

Abbat, Claire =} =3 Female 003460
Abbat, Clarissa " A Female 003100
Abbot, James 10 10c ale 003270
Abbot, Susan 2 aB Female 003600
Abdelkoder, Mohamed 12 G Flernming tale o2als
Able. Benjamin 1 T4 tdale oo3im
Ablett, Michael 13 [G] Curie Hale 002558 w
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2. Search for then select the required pupil/student to display their details on
the Pupil (or Student) Details page.

-~
1 Basic Do |
Legal Forename |Ben|armn | Phatograph =] Linked Documents ]
Quick letter
Middle Mame(s] [Michael | Data Collection Sheet
Send Message
Legal 5 |sbbat =
eqal Sumame | | Student Teacher View ~
Prefenred Sumame |Abbut | History
Reports L
SEN
12/07/1953 Exclusions
Behaviour
17 years, 10 manths Concessions
Male |

3. In the Links panel on the right-hand side of the page, click the Fees
Details hyperlink to display the Fees Details page.

4. In the Links panel on the right-hand side of the page, click the Send
Message hyperlink to display the Search browser.

Search Browser e/ ®

Category:

J | Linked Adults

Linked Adults 7w ] -
Name Rele Pupil Name [=  fi E

Abbat, Ben Student Ben Abbot

Andrews, Mrs Selina Teacher: PSE Ben Abbot

Blacker, Mr Adrian Tier Manager Ben Abbot

Burton, Miss Fiona ~ Head of Year Ben Abbot

Estaphan, Ms Julia Teacher: Science Ben Abbaot

Faster, Miss Jill Registration Tutor Ben Abbot

Green, Miss Helen Teacher: Religious Ed Ben Abbaot

Jacobs, Mr Kevin Head of House, Teacher: History Ben Abbot

Kinross, Mr Brian Teacher: Physical Ed Ben Abbaot

Konchalsk. Mr Milan ~ Teacher: French Ben Abbot

Lubbock. Mr Mark Teacher: English Ben Abbot

Mcnamara, Or Roger  Teacher: German Ben Abbot

Mumford. Mrs Delia  Teacher: Mathematics Ben Abbot

Pearson, Mrs Belinda  Teacher: German Ben Abbot

Pinkney. Mr Alistair  Teacher: Geography Ben Abbot

Tufnell, Mr Roger Teacher Technology Ben Abbot

I ‘williams, Mr Richard ~ Teacher Drama Ben Abbot :JI

5. To facilitate the selection of a group of people in the Linked Adults panel,
click the Filter button to display all of the roles represented in the Linked
Adults panel.

Filter button
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(Select All
Father

Head of Year
Mather
Registration Tutor
Student

[#] Teacher

Select or deselect the appropriate check box(es), leaving selected only the
check box of the role(s) you wish to select from. Deselect the Select All
check box to deselect all of the check boxes.

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending a Pupil/Student General Message).

More Information:
Sending a Pupil/Student Message on page 52

Bill Payer Message

./.
g

Applicable only if the Fees licence has been applied.

A Bill Payer Message can be sent to all bill payers. When selecting the
intended recipients, the search criteria Category defaults to show all
current Bill Payers.

In the case where a bill payer is associated with more than one
pupil/student currently attending your school, SIMS InTouch identifies
whether a Fees Communication Message would ordinarily be sent to a
recipient more than once. If a recipient would ordinarily receive the
message more than once (e.g. they would receive the same message three
times if they have three children at your school), only a single message is
now sent. This reduces the number of messages sent to a pupil/student
contact and therefore reduces the cost of doing so.

Select Focus | Fees Billing | Send Message to display the Search
browser.

More Information:
Sending a Pupil/Student Message on page 52

Sending Messages from the Pupil (or Student) Teacher View

Pupil/Student General messages, Detention messages and SEN Reminder
messages can be created from the Pupil (or Student) Teacher View.

Select Focus | Pupil (or Student) | Pupil (or Student) Teacher View to
display the Find Student browser.
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Search for then select the required pupil/student to display their details on
the Pupil (or Student) Teacher View. The Timeline panel displays the
pupil/student's activities for the selected period. In the following example,
the Week View is selected.

Mon, 17Dec 2... | Tue, 18Dec 2... | Wed, 19Dec... Thu, 20Dec2.,, Fri, 21Dec2012 =
- | ©9:15-10:15 09:15-10:15 09:15-10:15 09:15-10:15 09:15-10:15
30 | ByfEniE2 By/MazM1 | By/Pe2 SH1 By/En1E2 | ByfGe2L3
DD- EF £l I FT ME
10 - | 10:15-11:15 10:15-11=15 10:15-11:15 10:15-11z15 10:15-11:15
30 | ByfFr2L3 8y/En1E2 | 8Ff5c 54 syMulMUS || 8y/EnlE2
- | MK FT I GD FT
1 100
=i 11:15 i 1 i
30 | 11:35-12:35 S1B08 | 11:35- || 11:35-12:35 11:35-12:35 11:35-12:35
| ByfTe3T3 (5 12:35 || 8F/Gg H5 8FfRe HE 8y/Maz M1
129 | (2200 arjsc || AL K c
30 | 12:35-13:35 12:35-13:35 12:35-13:35 12:35-13:35 12:35-13:35
~ | By[Te3T3 8F[5c54 By/Ma2 M1 syfFraL3 BFHIHL
132 |gr F cl MK, | as
= | | |
1 400
30_ 14:30-15:30 14:30-15:30 14:30-15:30 14:30-15:30 14:30-15:30
1500 | ByMazM1 8y/Te3T3 | 8yMul MUS 8FfPs 51 | 8y/Pe2 5H1
30 b

Send one of the following types of message:

= Pupil/Student General message - double-click a lesson or session on the
Timeline to display the Send Pupil (or Student) General Message
page.

= Detention message - double-click a detention session on the Timeline
(in the previous graphic, this is the salmon coloured cell at 12pm on
Tuesday 18 December) to display the Send Detention Message page.

=  SEN Reminder message - double-click a SEN event on the Timeline
(in the previous graphic, this is the amber coloured cell at 11.15am on
Tuesday 18 December) to display the Send SEN Reminder page.

Alternatively, right-click the required item on the Timeline then select Send
Message from the pop-up menu to display the appropriate message page.

If an intended recipient does not have recorded an entry for the default
communication method, the following dialog is displayed.

m Naotification @

The following recipients do not have contact details recorded for the chosen
communication method:

Zelinskova, Mrs Ann

L

Ok
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1)
i

Click the Print button to produce a report of these contacts, click the Ok
button then update their contact record before running this process again.
Alternatively, click the Ok button and continue to send the messages to
contacts who have a primary email address recorded.

Send SEN Reminder @/ ®
D || w8 o5 || K
Send Attach Files Templates Mormal Preview
q Mrs Ann Zelinskova g:
To
SubECy <PrefemrsdName>. <YearGroup>. <ReaGrove>
Messag® | ana visvmv BIU == E== #/B~ 2"

<Preferredborename= has a <EventName= <Cventlype= on <EndDate>

When the appropriate message page is displayed, the To field is populated
automatically with the main supervisor of the session or lesson. In the
previous example, Ann Zelinskova is the main SEN co-ordinator. For a
lesson or session, the main class teacher is displayed. For a detention
session, the main supervisor is displayed. Additional recipients can be
selected by clicking the To button (please see Selecting the Recipient(s) of
the Message on page 53).

The instructions in the section referenced in the table (below) relate to
sending a General Message, but they are relevant for all types of message
that can be sent manually (apart from step 1, which is redundant when
sending a Pupil/Student General Message).

More Information:
Sending a Pupil/Student Message on page 52

Sending a Pupil/Student Message

1.

Select Focus | InTouch | Send Message or click the Send Message
button on the toolbar to display the Send General Message page.

.| send Message button

L=
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Send General Message

@ﬁ” s

Attach Files Templates Normal

2

Subject:

Message: Arial vinv|lBv B I U

1
il
(1]
i
Il

©

2. Select or enter the required recipient(s) of the message (please see
Selecting the Recipient(s) of the Message on page 53).

3. Enter a subject heading (please see Entering a Subject Heading on page
62).

4. Select a template for the message (please see Selecting a Template for the
Message on page 62).

5. Enter the body text of the message (please see Entering the Text of the
Message on page 62).

6. Format the message text (please see Formatting Message Text on page 63).

7. Add any attachments to the message, if required (please see Attaching Files
to the Message on page 66).

8. Set the importance of the message (please see Setting the Importance of a
Message on page 67).

9. Preview the message, if required (please see Previewing a Message on page
68).

10. Send the message (please see Sending the Message on page 68).

Selecting the Recipient(s) of the Message

People recorded as being contactable via SIMS internal message, email or
mobile can be selected as a message recipient. If a person’s contact details
are not recorded in SIMS, or if you want to send a message to a person not
recorded in SIMS, this can also be achieved by entering a mobile telephone
number or email address directly. If no method of communication is
selected for a category of person, their name is displayed in the list but they
cannot be added as a message recipient.
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1.

From the appropriate Send Message page, click the To button to display
the Search browser.

Search Browser

Name: Category:

e Y Search g OI% Cancel g

A

This page facilitates the search for the intended recipient(s).

The default Category of person is set to Current. This can be changed by
selecting from the drop-down list, e.g. Staff > Current, InTouch Contacts
of Students = Current, etc. Additional functionality is available when
sending a message to people in the categories InTouch Contacts of
Students and InTouch Contacts of Applicants. This functionality enables
you to select the recipients of a message based on their contact roles.

Enter all of part of the intended recipient’s Name in the adjacent field.

Click the Search button to search for all the people who match the search
criteria entered.

Search Browser

Name: Category:

% Crient Y Search g OI% Cancel %

[ of&2 of@ o

[
w
E
<

Students

<

Agents

<

<

¥
[¥]
[]  InTouch Contacts of Students
il

Other Schools v

The default view displays the category of people found, e.g. Staff >
Current, InTouch Contacts of Students = Current, etc. To expand the
view to show the names of the people in each category, click the adjacent
arrow button(s).

|E| Expand View button

To contract the view again, click the down arrow button.

E Contract View button
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Search Browser 2/ ®

Category:
| | Current
e
O] St ~
Mame Gender Staff Code [+ B |

L] Andrews, Mrs Selina ~ Female SA

L] Brown, Mr Paul Male  PB

L] Dumbell. Mr Steven Msle  SD

L} Green. Mr Stephen Male  5G

] Mason, Mrs Sandra Female SMM

O Miandad, Dr Sunil Male  SM

O Sabatini, Mrs Angelina Female ASI

O Simmons, Mr Albert Male  AS

1] Sinclair, Mr Jeremy Male  JS

1] Singh, Mrs Kamla Female KS

1] Slaters, Miss Susan Female 35S

L] Smith, Mr Trevor Male TS

L] Stephens, Ms Rachel  Female L] O

L] Stevens, Mrs Janice  Female JLS

L] Stockill, Mr Vincent Male VS

L] Stranks, Mr Lawrence  Male LS

L] ‘iliams, Mrs Susan ~ Female SW
[] Students v
B =1 A

The icons in the column header indicate the method by which each person
displayed in the browser can be contacted.

Email icon
Internal Message icon
g

Mobile icon

NOTE: A tick button is displayed adjacent to a person only if they have a
mobile phone number or email address recorded, or if they are a SIMS
user.

The default method of communication for each person is indicated by the
selection of check boxes in the browser.

Select the intended recipient(s) of the message:

= To select intended recipients individually, select the check box to the left
of their name.

= To select every person within a category (e.g. all Staff), select the
check box on the left-hand side of the category name.

= To select every person currently displayed in the browser (e.g. all Staff,
all Students and all Agents), select the All Results check box directly
above the search results.
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7.

Select the method(s) of communication for the selected intended recipients:

NOTE: The communication method check box(es) selected by default are
the roles defined in the General panel on the InTouch Defaults Setup
page (via Tools | InTouch | Defaults Setup).

= To select the method(s) of communication individually, select the
appropriate check box(es) in the column(s) to the far right of the
person’'s name.

= To select every check box of a specific communication method, click the
appropriate icon in the column header or click the appropriate icon
adjacent to the All Results check box.

Once a combination of one or more intended recipients and one or more
communication methods is selected, the figures displayed in the icons
adjacent to the All Results check box are updated to display the number of
intended recipients that have been selected for each of the communication
methods.

Reverse the selections described in steps 6 and 7 to remove the intended
recipients and remove the selection of communication methods.

Search Browser @y ®

Name: Category:

s S0y i Search { OI% Cancel %
O AllResults = u]| > 13]|Q u]

'y
Staff =
Name Gender Staff Code [ [ E

Andrews, Mrs Selina Female SA

Browmn, Mr Paul Male PB

Dumbell. Mr Steven Male 5D

Green, Mr Stephen Male  5G

Mason, Mrs Sandra Female SMN

Miandad, Dr Sunil Male  SM

Sabatini, Mrs Angelina  Female ASI

Simmons, Mr Albert Male  AS

Sinclair, Mr Jeremy Male  JS

Singh, Mrs Kamla Female KS

Slaters, Miss Susan ~ Female S8

Smith, Mr Trevor Male TS

Stephens. Ms Rachel  Female O ]

Stevens. Mrs Janice  Female JLS

Stockill, Mr Vincent Male VS

Stranks. Mr Lawrence  Male LS

‘Willams, Mrs Susan ~ Female SW/
[0 Students v
1 Anante ae v

Click the OK button to confirm the recipients of the message. To cancel the
process without selecting any recipients, click the Cancel button.

The selected recipients are displayed in the To field. Additional recipients
(details of whom are recorded in SIMS) can be added by clicking the To
button and repeating the process. Alternatively, enter a mobile telephone
number or email address directly in the To field for any intended recipient
who is not currently recorded in SIMS.

56 | Managing Communications using InTouch



05] Sending Pupil/Student Messages

NOTE: A recipient added in error can also be removed from any of the
Send Message pages by right-clicking their name in the To field then
selecting Remove Recipient(s) from the pop-up menu.

Send General Message

Aftach Files Templates Normal

Q Smith, Mr Trevor £
To

Subject:

Message: [, v/|n v/l B I U

i

il
(I
[

111}

B~

More Information:
Setting Default Communication Methods on page 176

/)

Q_\:Inlo

Selecting the Recipient(s) of the Message by Contact Role

The display of people in the browser, and the subsequent automatic
selection as a potential intended recipient of a message, is governed by the
selection of the following items in the Relationship Details panel on the
Contact details dialog (accessible via Focus | Pupil (or Student) | Pupil
(or Student) Details | Family/Home panel | Open button in the
Contacts table).

= Contact Type drop-down list
= Parental Responsibility check box
. INnTouch Communication check box

=  Court Order check box (please note that if the Court Order check box
in the contact record is selected, it will not be possible to contact them
via SIMS InTouch)

1. Select the required Category from the drop-down list. For example, to
search for all contacts of pupil/students in a specific registration group,
select InTouch Contacts of Students | Registration Groups. To search
for all contacts of applicants who have a specific application status, select
InTouch Contacts of Applicants | Statuses.

Managing Communications using InTouch | 57



05] Sending Pupil/Student Messages

When either an InTouch Contacts of Students or InTouch Contacts of
Applicants option is selected, an additional icon is displayed adjacent to the
Category drop-down list. The display of this icon indicates that you can
select automatically as an intended recipient of a message those contacts
who meet specific criteria, based on the contact's recorded relationship with
a pupil/student or applicant.

Category:

8

InTouch Contacts of Students > Registration Groups W | (48 w

Select the required option from the drop-down list adjacent to this new icon:
= Highest Priority (Default)

= All Parental Responsibility

=  All InTouch Communicatees.

NOTE: Highest Priority (Default) is the default option. If no option is
selected manually from the drop-down list adjacent to the icon, this option
will be used automatically.

Category:

InTouch Contacts of Students > Registration Groups W | |32 w
v Highest Priority {Default)
| B u] | i u]| Q u] All Parental Responsibility
4|

All InTouch Communicatees

2. Select Highest Priority (Default) to select as a potential intended
recipient of the message automatically the pupil/student's or applicant's
contact(s) with the highest recorded priority and having parental
responsibility. Unless they have been recorded as having a court order
against them, any contact recorded as being eligible for InTouch
communication can still be selected as a recipient (manually) later in the
process. If more than one contact is recorded as having the highest priority,
all of them will be selected automatically as being eligible to be an intended
recipient.

Select All Parental Responsibility to select as a potential intended
recipient of the message automatically the pupil/student’s or applicant's
contact(s) who are recorded as having parental responsibility. Unless they
have also been recorded as having a court order against them, any contact
recorded as being eligible for InTouch communication can still be selected as
a recipient (manually) later in the process, regardless of their contact
priority.

Select All InTouch Communicatees to select as a potential intended
recipient of the message automatically the pupil/student's or applicant's
contact(s) who are recorded as being eligible for communication via InTouch
(unless they have also been recorded as having a court order against them),
regardless of their contact priority or parental responsibility.

3. Enter all of part of the intended recipient’'s Name in the adjacent field, if
required.
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Click the Search button to search for all the people who match the search
criteria selected and/or entered.

NOTE: The list of potential intended recipients is updated only when you
click the Search button.

Search Browser @) ®
Name: Category:
InTouch Contacts of Students > Registration Groups W 3} v Search % 0}% Cancel g
[ AllResulis & o] & u] = u]
O na v 4
O mne v
O mnc v
O no ~
InTouch Contacts of Year Group Reg Group House Gender Ad No
D-E_‘- Addison, Millie 1 1D Curie Female 003413
Ds_‘ Ercwn, Jenny 11 1D Boyle Female 003477
D-E_‘ Faloon, Aaron 1 11D Curie Male 003315
D-E_ﬁ Fletcher, Trigtan i 11D Boyle Male 003419
D-E_‘ Honeywell, Freddie 11 1D Hooke Male 003324
D-E_{ Hutchinson, Reger 11 11D Hooke Male 003326
D{‘ Kaur, Samresn 11 11D Curie Female 0033231
D-E_‘ McKinnon, &li 1 1D Newton  Male 003352
Ds_‘ Peacock. Chris 1 11D Curie Male 003373
D-E_‘ Price, David 11 11D Flemming Male 003382
D-E_i Rainey, Adele 1 1o Curie Male 003383
D-E_‘ Rhodes, Mary 1 1D Wewton  Female 003385
D-E_{ Sahota, Katie 11 11D Flemming Female 003391
D{‘ ‘watking, Shelley 11 11D Curie Female 003424
O Mne v
-

When you expand a group in the Search browser, an icon is displayed
adjacent to the check box of each pupil/student's or applicant's name.

InTouch Contacts of Year Group Reg Group House Gender  Ad No
L5t addison, Millie 1 11D Curie Female 003413

This icon looks similar to the icon discussed in step 1. However when
displayed adjacent to an individual pupil/student or applicant, it indicates
that one or more associated contacts are available for selection as an
intended recipient.

Select the intended recipients as described in the previous topic (please see
Selecting the Recipient(s) of the Message on page 53), while noting a few
significant differences.

To indicate that you wish to send a message relating to a pupil/student or
applicant, select the appropriate check box. However, to indicate which of
the contacts you wish to send the message to, you must click the icon
adjacent to the check box to display the contact(s) and their communication
methods.
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Contact Selection icon

[J8%  Hutchinson, Roger 11 110 Hooke Male 003226
Recipients
[ Recipient Name =] g E Frionty  Relationship Parentzl Responsibility
L Hutchence. Mrs Pauletie F 2 Grandparent True
[ Hutchinsen, Miss BARBARA 1 Maother True
L
Ll-;_‘ maErges, valy 1 [y eI reingis LT T )

The display of information displayed in this window is governed by the
aggregate of the following:

=  The default communication method for a contact is governed by the
roles defined in the General panel on the InTouch Defaults Setup
page (via Tools | InTouch | Defaults Setup).

=  The automatic selection of check boxes is governed by the selection
made in step 1 (from the icon displayed adjacent to the Category
drop-down list).

IMPORTANT NOTE: If a parental contact is also a member of staff at your
school, the default communication method relates to their role as Parental
Contact rather than Staff, as defined in the General panel on the

INnTouch Defaults Setup page (via Tools | InTouch | Defaults Setup).

In the previous example, the default communication method for a Parental
Contact has been set to Email and Highest Priority (Default) was
selected from the icon in step 1. This results in Barbara Hutchinson, the
mother of Roger Hutchinson, being selected automatically as a recipient of
the message (via email) by virtue of being recorded as the highest priority
of all of Roger's contacts. Barbara's contact record also indicates that she
has parental responsibility for Roger, that she is eligible for contact via
InTouch and that she is not the subject of a court order.

Paulette's contact record indicates that she also has parental responsibility
for Roger, is eligible for contact via InTouch and is not the subject of a court
order. However, her contact priority is not the highest priority (instead it is
set to 2) so although she can still be selected as a recipient of the message
manually, she is not selected automatically.
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In the following example, the default communication method for a Parental
Contact has been set to Email and All Parental Responsibility was
selected from the icon in step 1. This results in both Barbara Hutchinson, the
mother of Roger Hutchinson, and his grandmother Paulette, being selected
automatically as a recipient of the message (via email) by virtue of them
both having parental responsibility for Roger, both being eligible for contact
via InTouch and neither of them being subject of a court order. Contact
priority is not taken into account when this option is selected.

[l&&  Hutchinson, Roger 11 110 Haooke Male 003326

I Recipients
Parental Responsibility

Recipient Name

B4 (5 gl Priority | Relationship

[ Hutchence, Mrs Paulette 2 Grandparent True
[ Hutchinsen, Miss BARBARA 1 Maother True
i

L‘:‘ e, vigry I [y EWL reingic Mo

In the following, final example, the default communication method for a
Parental Contact has been set to Email and All InTouch
Communicatees was selected from the icon in step 1. Mrs Hatchett,
Roger's aunt, has recently been added as one of his InTouch
communicatees. Mrs Hatchett does not have parental responsibility for
Roger, neither has she been assigned with a contact priority. This results in
all three of his contacts (Barbara, Paulette and Mrs Hatchett) being selected
automatically as a recipient of the message (via email) by virtue of them all
being eligible for contact via InTouch and none of them being subject of a
court order. Contact priority is not taken into account when this option is
selected, neither is parental responsibility.

[J8%  Hutchinson, Roger 11 11D Hooke Male 003326
q Recipients
Recipient Name b @ E Friority ~ Relationship Parentzl Responsibility
[ Hatchett, Mrs L Other Relative False
[ Hutchence. Mrs Paulette 2 Grandparent True
[ Hutchinson, Miss BARBARA, 1 Mather True
ST \ . .
L‘i‘ s, Vgl I o WLl reinaic LU L)

The check box(es) relating to the specific contacts you wish to send the
message to are selected automatically according to the rules in step 5. The
intended recipients can be altered, if required, by selecting additional check
boxes or deselecting the check boxes of contacts to whom you do not wish
to send the message. In the final example of step 5, although All InTouch
Communicatees was selected, resulting in the selection of the check boxes
for all three contacts, you can deselect a contact's check box, if required.
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¥

./.
L/

Once a combination of one or more intended recipients and one or more
communication methods is selected, the figures displayed in the icons
adjacent to the All Results check box are updated to display the number of
intended recipients that have been selected for each of the communication
methods.

More Information:
Selecting the Recipient(s) of the Message on page 53
Setting Default Communication Methods on page 176

Entering a Subject Heading

Enter a Subject heading for the message, if required. The text entered
should provide the recipient(s) with an indication as to the content of the
message. If the template on which the message is based contains default
text in the Subject line, the text can be edited if required.

Subject: IMPORTANT: Parent Consultation Evening

IMPORTANT NOTE: If you enter a Subject heading or Message text
then change the template you wish to associate with the message, any
text entered will be replaced with the default text of the newly selected
template.

Selecting a Template for the Message

1 I/':
)/

¥

Templates enable you to alter the look and feel of your messages. A range
of templates can be selected to cater for your individual needs. If you have
the appropriate permissions, it is possible to create your own templates.

Select the template you wish to apply to the message (if required) by
clicking the Templates button then selecting the required template from
the pop-up menu.

NOTE: The option to select an alternative template is available only if more
than one template for this message type has been defined. If only one
template exists for a message type, it will be selected by default.

IMPORTANT NOTE: If you enter a Subject heading or Message text
then change the template you wish to associate with the message, any
text entered will be replaced with the default text of the newly selected
template.

More Information:
Setting up Message Templates on page 17

Entering the Text of the Message

Enter the text of the Message in the bottom panel of the Send Message
page.

NOTE: At least one character must be entered in the Message text before
the message can be sent.
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The text entered can be formatted using the toolbar at the top of the
Message panel.

Arial v w||lBv B I U
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TIP: If you make a mistake when entering text, the standard Microsoft®
Word undo (Ctrl + Z) and redo (Ctrl + Y) can be used to make
corrections.

IMPORTANT NOTE: If you enter a Subject heading or Message text
then change the template you wish to associate with the message, any
text entered will be replaced with the default text of the newly selected
template.

i ) More Information:
)/ Formatting Message Text on page 63

Selecting Data Fields
A range of pupil/student, school, etc. related data can be extracted from the
SIMS database and included as part of your message text, including user
defined fields.
For example, instead of repeatedly entering your school name in each
message, you can insert the <SchoolName> tag. When the message is
sent, SIMS replaces the tag with the appropriate data stored in the database
(e.g. Green Abbey School).

The range of data fields available in a message depends on the template
used to create the message.

Mk

Q ¥ | School Data Items button

ol Pupil/Student Data Items button

Formatting Message Text

A number of formatting options are available, enabling you to change the

look and feel of a message.

=  Change the font (select the required text then select a font from the
drop-down list).

= Change the font size (select the required text then select a font size
from the drop-down list).

=  Embolden text (select the required text then click the Bold button to
toggle between normal and emboldened text).

B Bold button
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. Italicise text (select the required text then click the Italicise button to
toggle between normal and italicised text).

Italicise button

= Underline text (select the required text then click the Underline button
to toggle between normal and underlined text).

III Underline button

. If the message includes a list, you may wish to convert the list into a
bulleted or numbered list. Place the cursor onto the line you wish to add
bullets or numbering then click the Bullet List button or the Number
List button.

Alternatively, apply a bulleted or numbered list to multiple paragraphs
of text by selecting the required text then clicking the Bullet List or
Number List button.

Bullet List button
Number List button

Subsequent bulleted or numbered items can be added by pressing
Enter at the end of the line to continue the formatting to the next
paragraph.

= Text can be left-aligned, centred or right-aligned across the page. Place
the cursor onto the appropriate line then click the Left Align, Centre or
Right Align button.

Alternatively, apply the appropriate alignment to multiple paragraphs of
text by selecting the required text then clicking the Bullet List or
Number List button.

Left Align button
Centre button
Right Align button

Inserting a Hyperlink into the Message Text

Hyperlinks can be inserted into the message text, particularly useful if you
wish to provide a link the school website.

Email addresses and web addresses can be entered directly into the
Message text. Pressing either the Spacebar or Enter key after entering
either an email address or web address creates a hyperlink automatically.

Hyperlinks can be applied in two other ways and these are described in the
following sections.
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Applying a Hyperlink to Existing Text
1. Enter the text you wish to use as the hyperlink text.

2. Highlight the entered text, ensuring you do not select any additional trailing
spaces or the ‘invisible’ paragraph (if the required text is at the end of a
paragraph).

3. Click the Hyperlink button to display the Insert Hyperlink dialog then
complete the process (please see Creating a Hyperlink as you Type on
page 65).

Creating a Hyperlink as you Type

1. Place the cursor where you want the hyperlink to be displayed then click the
Hyperlink button to display the Insert Hyperlink dialog.

NOTE: When using this method, the hyperlink text is added via the Insert
Hyperlink dialog. If you highlight text prior to clicking the Hyperlink
button, the text will be replaced with the content entered in the Insert
Hyperlink dialog.

&' | Hyperlink button

2. Enter the Text you wish to display in the message to represent the
hyperlink.

3. Enter the URL that the text represents.

4. Click the OK button to return to the message. The Text displayed will be
displayed in blue and it will be underlined.

-

= |nsert Hyperlink
Text our website

URL http:/ fwwew.duchyschool.org.uk

o OK $2 cancel

IMPORTANT NOTES: You must enter http://, \\ or file:// as part of
the URL. Failure to enter this text will prevent you from applying the
hyperlink to the message.

Careful consideration should be given to the intended recipient of a
message containing a hyperlink. For example, if a message is being sent to
an external recipient and it contains a UNC path, they may not be able to
access this path remotely.

When a recipient reads a message that includes a hyperlink, clicking the
hyperlink displays the website in a web browser.

NOTE: If you send an internal message (e.g. a message to another SIMS
user) containing a hyperlink, only the detail of the hyperlink is displayed
when the message is viewed in SIMS. It is not possible to access the
location of the hyperlink by clicking the hyperlink text in an internal
message.
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Adding an Image into a Message

Images can be added to an email message. To insert an image, open it in
your image editing software and copy the content. Return to your message
then select Edit | Paste to insert the image.

IMPORTANT NOTES: It is not possible to send an image via SIMS internal
message or mobile message. Although the message will be delivered, the
attachment will not.

The size of a message, including any file attachments or images, must not
exceed 4MB.

If an attachment or an image has been added to the message, the current
size of the message is displayed above the Message panel.

An image can be removed from a message by clicking it then pressing the
Delete key.

Attaching Files to the Message
One or more files can be added to an email message and sent to each
recipient.

IMPORTANT NOTES: It is not possible to send an attachment via SIMS
internal message or mobile message. Although the message will be
delivered, the attachment will not.

The size of a message, including any file attachments or images, must not
exceed 4MB.

Click the Attach Files button to display the Windows® Open dialog.
Navigate to the location of the required file.

Highlight the file(s) you wish to include as an attachment.

Click the Open button.

P wWNP
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The selected file is displayed in the Attached panel, which is located
between the Subject panel and the Message panel. This panel is visible
only if an attachment has been added to a message.

Send General Message

Attach Files Templates Normal

Q [} InTouch Contact(s) of Aperen, Alex
To

Subject: IMPORTANT: Parent Consultation Evening

Attached:
Iﬂ_l] Preparing for 2011 .doc (21.5KE)

Total Message Size: 22KB of 4MB. Maximum message size is 4MB.

Message:

| Arial w | 1 v.v BIU == |EE= & /|B~

If an attachment or an image has been added to the message, the current
size of the message is displayed above the Message panel.

To remove an attachment added in error, right-click the file then select
Remove attachment from the pop-up menu.

The attached file(s) are sent to all recipients as part of the message.

Changing the Message Type
Not applicable to Pupil/Student Messages

Regardless of how the messaging functionality was opened, the message
type can be edited by selecting the appropriate option from the Set Type
pop-up menu.

Setting the Importance of a Message

A level of importance can be set for each message. This does not determine
the speed at which a message is delivered, but it provides an indication to
the recipient(s) as to the importance of the message.

The default importance is Normal and this is indicated on the button label.

1. To change the importance of a message, click the Normal button then
select the appropriate setting from the pop-up menu. The button label
changes according to the selection made.

ﬁ v | High Importance indicator
High
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w ¥ | Normal Importance indicator

Normal

@ v| Low Importance indicator

Low

2. To change the importance again, click the same button (named differently to
Normal, if the importance has already been changed) and repeat the
selection process.

Previewing a Message
Applicable to all message types

It is possible to preview a message, perhaps to check that any pupil/student
data fields inserted into the message text are displayed correctly.

1. Click the Print Preview button to display the Print Preview page.

2. Use the controls in the top left-hand corner of the page to change the
display properties and to print the message, if required.

3. Click the Close button to close the window and return to the Review a
Message page.

Sending the Message

Once the required recipients have been selected, the message text has been
entered and formatted and any files have been added as attachments, the
message is ready to be sent.

The message can be sent and the message recorded in the communication
log, or it can be sent without being recorded in the log. Additionally, you can
choose to send the message now or schedule the sending of the message.

To send the message immediately and record it in the communication log,
click the Send & Log drop-down button, then select Send Now from the
drop-down list to display the Save to Student's Communication Log
dialog.

m Save to Student’s Communi... l =[] &I

Public Private @ Cenfidential

Student Name
Roger Hutchinson

Samreen Kaur

Save 22 cancel
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Select the appropriate options (please see Adding a Message to the
Communication Log on page 76), then click the Save button to send the
message. Once the message is sent, the details of the communication are
accessible via the Communication Details page (Focus |
Communication).

NOTE: The Communicator field in the communication log records the
name of the member of staff who sent the SIMS InTouch communication.
Where the person responsible for the communication is not an employee,
the Communicator field is left blank.

To send the message immediately without recording it in the communication
log, click the Send drop-down button, then select Send Now from the
drop-down list to send the message to the selected recipients, via the
selected communication method(s).

If you wish to delay the sending of a message until a specified date and
time, click the Send & Log or Send drop-down button, then select Send
Later from the drop-down list to display the Delayed Sending of
Messages dialog.

m Delayed Sending of Messages @
Please specify the dateftime to send the message(s).

Date: | 19/11/2013 Time: .09:30 v|

«” OK 2 Cancel

a. Specify the Date on which you want to send the message either by
entering the required date or by clicking the Calendar button, then
selecting it.

b. Select the Time at which you want to send the message by selecting
from the drop-down list.

c. Click the OK button to send the message to the queue. The message
will be sent at the specified time on the selected date. Alternatively,
click the Cancel button cancel the scheduling of the message.

d. View your queued messages via the Queued Messages panel on the
expanded Messages widget on the SIMS Home Page or by selecting
Focus | InTouch | Show Messages.
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Fo

If SIMS detects that a message is being sent to an international mobile
telephone number (i.e. it has a different country code to that defined for the
school), the International Number Warning dialog is displayed.

5% |nternational Number Warning g@@

he following recipients have an international number
and messages may be charged at a higher rate

Name Role

0035312141789

¢ Print & OK $2 Ccancel

Click the Print button to print this list, if required.

To send the message to all international numbers in the list, click the OK
button. To cancel the sending of the message to all intended recipients (not
only those with an international number), click the Cancel button to return
to the appropriate Send Message page and amend the list of intended
recipients (please see Selecting the Recipient(s) of the Message on page
53).

Messages are viewed by the recipients via the Messages panel on the SIMS
Home Page or via Focus | InTouch | Show Messages.

More Information:
Viewing Your Messages on page 73

Sending an Emergency Alert

It may be necessary for a class teacher to request immediate assistance as
a result of an emergency in the classroom. The use of emergency alerts in
SIMS enables a class teacher to request assistance from anywhere in SIMS,
both quickly and efficiently.

Prior to this functionality being available, you must select the members of
staff who will be notified immediately in the event of an emergency,
together with the preferred method of contacting them (please see Setting
Up the Emergency Alert Notification on page 173).

Once the intended recipients of emergency alerts have been selected, they
will receive a message via the preferred communication method (SMS
message, email message or internal message). Careful consideration should
be given to the selection of intended recipients for an emergency alert.

Once opened, the message displays the following predefined text. This text
is read-only.

Teacher <Class Teacher Name>, in Room <Class Room Name>
with <Class Name>, needs urgent assistance!
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The <Class Teacher Name>, <Class Room Name> and <Class Name>
tags are populated automatically by SIMS once the emergency alert
message is sent. This information is extracted from your SIMS database,
preventing the need to enter it manually.

Click the Emergency Alert button on the main SIMS toolbar, which is
available from anywhere in SIMS.

oy

Q__ Send Emergency Alert button

A confirmation message is displayed, indicating that the Emergency Alert
has been sent.

\{) Emergency alert sent.

Click the OK button to continue.

A message is sent immediately, via the selected communication method(s),
to those people that have been selected as a recipient for an Emergency
Alert.

When the message is delivered, a pop-up message is displayed on the
recipient's screen.

Date Description Category Read Sent Subject

02/03/2015 08:30 - 09:00 Full Staff Meeting Meeting =] 20/11/2014 13:35 SEN Review Next
02/03/2015 09:00 - 09:30 KSE Assembly Assembly A 20/11/2014 13:35 SEN Review Due
03/0372015 09:00 - 09:30 K53 Weekly Assembly Assembly A 28/10/2014 09:48 SEN Review Next
03/0272015 16:00 - 17:00 Chess Club Extra Curricular =] 28/10/2014 09:48 SEN Review Due
04/03/2015 1600 - 16:30 Department Meeting Meeting jowr | 26/10/2014 20:06 SEN Review Next
05/0372015 16:00 - 17:00 Chess Club | Emergency Alert @ EN Review Due

More...

E
Q‘, Teacher Mrs Anita Abell needs urgent assistance!
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06 IViewing Your Messages

INErOdUCTION. .. e 73
Viewing ReceivVed MeSSageS . oo et e e 74
ManNaging YOUEF MESSAgES . ...uuttiite it 85

Introduction

Any internal messages sent to you, namely User messages, are accessible
from the Messages widget on the SIMS Home Page (via Focus | Home
Page) or from the Messages page (via Focus | InTouch | Show
Messages). User messages can be identified by the user icon next to the
message.

Any messages sent to your school from an external source, namely School
messages, are accessible from the Messages widget on the SIMS Home
Page (via Focus | Home Page) or from the Messages page (via Focus |
InTouch | Show Messages). School messages can be identified by the
school icon next to the message. School messages might include messages
that cannot be matched to a message sent previously from SIMS, or
responses to Unexplained Absences, Student Profiles or Exceptional
Circumstances messages.

IMPORTANT NOTE: School messages are accessible only if you have
permissions to see School messages or if the message is a reply to a
message that you have sent.
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SIMS can attempt to match a message received from an external source
(via SMS) with a message originally sent from SIMS, e.g. in response to an
Unauthorised Absence message. The method of matching messages is
demonstrated in the following process flow diagram. To use this
functionality, it must first be enabled (please see Enabling the Matching of
an Incoming SMS Message with the Original Message on page 179).

Check if the last 10 digits of the receiving message telephone
number matches that recorded for any SIMS contact(s)

‘ Place in Schoal Me Inbex I |5 the telephone number matched with any contact{s)?

Yas

Check the mobile number that has been used for sending the incoming message
with mobile numbers the system has sent messages to in the last 20 hours

Populates ‘from’ field with matched ( Can a match
mere than 1 contact

contact (could be any if matched with \ be found?

Yes

Check how many messages have been sent from the
system to this mobile number in the past 20 hours

Can a sent message be identified

that is the likely match to which Has only one message
the incoming message is been sent?

responding?

Yes

. Incoming message details are: message type,
Update :}at ;l;cnmwr;ga rr;e:::tg;:cdgtif Swsrl';ﬂnﬁct thoee | .................... name of communicatee, massage subjact and
Yes essag Y name of related student (if applicabla)

Iz message type Closure, StudReport,
PercentAtt, UnexpAb, Behlincid, Achieve?

Identify the system user who sent this message

Place message in the system
user's My Messages inbox

Once any message has been opened (via the panels on the SIMS Home
Page or the menu system), a range of functionality is available that enables
you to fully manage the message. All incoming messages can be replied to
or forwarded, as required. They can also be printed and deleted.

Viewing Received Messages

When a message is displayed, the functionality available depends on the
type of message received. For example, a SEN message enables you to
create a SEN event from within the message, to add the message to the
Communication Log and to view the pupil/student’s details via the Pupil (or
Student) Teacher View page.

All incoming messages can be replied to or forwarded, as required. They can
also be flagged, printed and deleted. The following example demonstrates
how a SEN message is viewed.

Unread messages are displayed in bold text in the Messages widget on the
SIMS Home Page and on the Messages page (via Focus | InTouch |
Show Messages).

74 | Managing Communications using InTouch



06] Viewing Your Messages

In the Messages panel on the Home Page or from Focus | InTouch |

Show Messages, click the required message to display the Review a
Message page.

Review a Message

Earlier Later

Type:  General Message

=

Forward

b2

Preview

Dyt

Delete

Vv

Not Flagged

Reply to All

&€

Date: 2310772015 11:37
From:  Mrs Emma Stevens Delivery Status:  Sent
To: Bates, Miss Belinda(internal Message)

Importance: Normal
Subject:

Owner. User
Antony is ill today so he will not be at school.

Regards,
Emma

The top part of the screen provides information on the message Type, who
the message is From and who it has been sent To, the Date on which the
message was sent, the Delivery Status, the message Importance and the
Owner of the message (i.e. User or School).

If a message contains a Subject line, this is also displayed. If a message
contains an attachment, this is displayed beneath the Subject line
(marked as Attachment).

The bottom part of the Review a Message page displays the text of the
message.
Navigating Between Messages

On the Review a Message page, you can navigate between the messages
in the inbox.

Click the Earlier button to navigate to previous messages and click the
Later button to navigate to later messages.

NOTE: The Earlier button is disabled when the earliest message is

displayed on the Review a Message page. The Later button is disabled
when the latest message is displayed.
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Viewing Message Attachments

Applicable to all message types

A message can contain one or more attachments. These are indicated by a
line labelled Attachment, displayed beneath the Subject line in the top
panel of the page.

NOTES: The Attachments panel is displayed only if the message contains
an attachment.

It is not possible to remove an attachment from a received message.

If a message contains an attachment, click the attachment to open it.
Depending on the type of attachment, it may be possible to save it to your
hard drive.

Adding a Message to the Communication Log

This adds a record to a pupil/student’s communication log, which can be
viewed from the Pupil (or Student) Details page (via Focus | Pupil
(or Student) | Pupil (or Student) Details, then clicking the
Communication Log hyperlink in the Links panel).

Adding a message to a log keeps a permanent record in SIMS of the
information contained in the email, enabling you to maintain a full and
complete pupil/student record.

The following message types can be saved to the Communication Log:
= Achievement Award Message

= Attendance Letter Message

=  Behaviour Incident Message

=  Behaviour Message

= Dinner Money Letter Message

=  Exceptional Circumstance Message

=  Exclusion Message

= Fees Communication Message

= Individual Assessment Report Message
= Late Notification Message

= Percentage Attendance Message

= Pupil/Student Detention Message

=  Pupil/Student Exam Timetable Message
=  Pupil/Student General Message

= Pupil/Student Profile Message

= Pupil/Student Timetable Message

= SEN Message

=  SEN Reminder Message

= Unexplained Absence Message.
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1. Click the Add to Log button to display the Save to Pupil (or Student)’s
Communication Log dialog.

NOTE: If a message has already been added to the communication log, the
Add to Log button will be disabled.

. - &l
siM: Save to Student’s Communica... g@g|

(2 Public (O Private (O Confidential

O Student Name
[0 nigel aitken

| save 2 cancel

2. Select the radio button relating to the sensitivity of the information you are
saving to the log.

=  Public — the content of the log is available to all users with sufficient
permissions.

= Private — the content of the log is available only to you.

= Confidential — the content of the log is available to the user who
marked the information as confidential originally, together with SIMS
users who have the following permissions:

=  Admissions Officer

= Fees Clerk

= Fees Manager

= Receipt Clerk

= School Administrator

=  SEN Coordinator

= Senior Management Team
] System Manager.

3. Select the check box relating to the pupil/student(s) whose
communication(s) you wish to save. Alternatively, select the check box in
the column header to select all pupil/students in the list.
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4.

I -1
s Save to Student’s Communica... g@@

(&) Public O Private (O Confidential

O Student Name
Nigel Aitken

& save &2 Cancel

Click the Save button to return to the Review a Message page.

NOTE: The Communicator field in the communication log records the
name of the member of staff who sent the SIMS InTouch communication.
Where the person responsible for the communication is not an employee,
the Communicator field is left blank.

Replying to a Message

Applicable to all message types

It is possible to reply to any message that you have received. You can reply
to the sender only (Reply), or to the sender and all other recipients of the
original message (Reply to All).

NOTES: It is possible to Reply to All only for messages sent via the
internal messaging system.

Attachments are not included when replying to a message.

Click the Reply button or the Reply to All button to display the Send
General Message page.

The To field is pre-populated with the sender’'s name (Reply) or all
recipients of the original message (Reply to All).

The Subject field is prefixed with Re: to indicate that this is a message
reply. The original body text and message details are displayed beneath the
space for the new message text.

Enter the required text then click the Send button to send the message and
return to the Review a Message page.

Many of the features available when sending a message are also available
when replying to a message, i.e. formatting of text, adding file attachments,
etc.
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More Information:

Selecting the Recipient(s) of the Message on page 53
Entering a Subject Heading on page 62

Selecting a Template for the Message on page 62
Entering the Text of the Message on page 62
Formatting Message Text on page 63

Attaching Files to the Message on page 66

Setting the Importance of a Message on page 67
Previewing a Message on page 68

Sending the Message on page 68

Forwarding a Message

Applicable to all message types

It is possible to forward any message that you have received, perhaps for
information purposes. Any files attached to the original message are also
forwarded.

Click the Forward button to display the Send General Message page.

The Subject field is prefixed with Fw: to indicate that this is a forwarded
message. The original body text and message details are displayed beneath
the space for the new message text.

Select the intended recipient(s) of the message by clicking the To button
and selecting from the Search browser or by entering contact details
manually.

Enter any additional body text, if required, then click the Send button to
send the message.

Many of the features available when sending a message are also available
when forwarding a message, i.e. formatting of text, adding file attachments,
etc.

More Information:

Selecting the Recipient(s) of the Message on page 53
Entering a Subject Heading on page 62

Selecting a Template for the Message on page 62
Entering the Text of the Message on page 62
Formatting Message Text on page 63

Attaching Files to the Message on page 66

Setting the Importance of a Message on page 67
Previewing a Message on page 68

Sending the Message on page 68

Previewing a Message

Applicable to all message types

It is possible to preview a message, perhaps to check that any pupil/student
data fields inserted into the message text are displayed correctly.

Click the Print Preview button to display the Print Preview page.

Use the controls in the top left-hand corner of the page to change the
display properties and to print the message, if required.

Click the Close button to close the window and return to the Review a
Message page.
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Deleting a Message

Once a message has been actioned or if you no longer wish to retain it, the
message can be deleted.

WARNING: Once a message is deleted, it cannot be retrieved.

Deleting School Messages
1. Click the Delete button.

m Please Confirm @

Are you sure you want to delete this school message? This will delete the
message for all users.

o Yes | | §® No

2. Confirm that you wish to delete the message by clicking the Yes button or
click the No button to cancel the deletion.

NOTE: Messages can also be deleted from the Messages panel on the
SIMS Home Page.

Deleting User Messages
1. Click the Delete button.

=

siMs Please Confirm

Are you sure you want to delete this message?

« Yes | |38 No

2. Confirm that you wish to delete the message by clicking the Yes button or
click the No button to cancel the deletion.

NOTE: Messages can also be deleted from the Messages panel on the
SIMS Home Page.

Setting the Message Status Flag
Applicable to all message types

You can flag messages so that they can be identified easily if they need to
be followed up or if they are important.

Click the Set Flag Status button and select Not Flagged, Flagged or
Completed from the pop-up menu.

The button image changes according to the option selected: Not Flagged
(white flag), Flagged (red flag) or Completed (green tick).
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NOTE: Message flags can also be set from the Messages panel on the
SIMS Home Page screen (please see Managing your Messages via the
SIMS Home Page on page 85) or via Focus | InTouch | Show Messages
menu route (please see Managing your Messages via the Focus Menu on
page 88).

Creating a SEN Event from a Message
Applicable to SEN message type only

When viewing a SEN pupil/student message, you can record a variety of
information relating to the associated pupil/student’s SEN record. This
functionality provides an efficient method of recording SEN information from
a related message.

The following information can be recorded in SIMS from a SEN message:
= SEN Event

=  SEN Provision

=  SEN Review

Recording a SEN Event

An Event is any specific and identifiable occurrence that takes place in the
course of a pupil/student’s history and is associated with their Special
Educational Needs.

Click the Create SEN Event button then select SEN Event from the pop-up
menu to display the Add/Edit SEN Event dialog.

B Add/Edit SEN Event L2 [
Event
EBentType I -
Date [12/08/2018 189
Comments -
People Involved
Mame Foles |:| Mew

Delete

Notes/Documents
Attachment  Summary Type Chwner Last Modified On |:| MNew

Open

Delete

oK | [ cancel

The Comments field in the Event panel is populated with the body text of
the message.
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Additional Resources:

Step 4 onwards of Adding/Editing Events in the Managing Pupil/Students
with Special Educational Needs chapter of the Special Educational Needs
handbook

Recording a SEN Provision

.}

The term Provisions covers a wide range of resources from financial help
through to special equipment or the professional services of an Educational
Psychologist. Schools must record details of all provisions that have been
made for each pupil/student. Not only must the type of provision be
identified, its use must be described in terms of frequency. Provisions are
linked directly to a pupil/student’s review and represent the decisions taken
at the review and an historical record is maintained.

Click the Create SEN Event button then select SEN Provision from the
pop-up menu to display the Add/Edit SEN Provision dialog.

rﬁ Add/Edit SEN Provision Pl X"
Provision
Provision Type -
Start Date [14/08/2018 (&) End Date |
Cost | |
Freguency | |
Comments -

People Involved

Mame Foles |:| Mew
Delete

Notes/Documents

AMtachment  Summary Type Crwner Last Modified On |:| Mew
Open
Delete

oK | [ cancel

The Comments field in the Provision panel is populated with the body text
of the message.

Additional Resources:

Step 4 onwards of Adding/Editing a Provision in the Managing
Pupil/Students with Statements and IEPs chapter of the Special
Educational Needs handbook
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Reviews are the key element to the entire Special Educational Needs
process and without them occurring, it would be very difficult to formalise
the special needs of a pupil/student.
Click the Create SEN Event button then select SEN Review from the
pop-up menu to display the Add/Edit SEN Review dialog.

-

s Add/Edit SEN Review:

General
Fieview Type

Start Date and Time

Yerue

SEN Coordinator
M ame

People Involved
Invited / Atternded

Consuliations
D ate for Student

Outcome
SEM Status

Carmments

Termly w Fieview Status Flanned w
20/11/2009 v End Time 1130 v
|Green Abbey School
|Mrs Ann Zelinskova |
Mame Role(s) A O Mew
Inwvited [ Attended [
| Drate for Parent(z] | |
<0Outcome undecided: i) |Changes to thiz SEM Statuz will affect the Student's SEM Status |
v
4
u]: ] [ Cancel ]

The Comments field in the Outcome panel is populated with the body text

of the message.

Additional Resources:

w Step 4 onwards of Adding/Editing a Review in the Managing
Pupil/Students with Special Educational Needs chapter of the Special
Educational Needs handbook
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Viewing SEN Pupil/Student Information on the Pupil (or Student)
Teacher View
Applicable to SEN message type only

It is possible to access a SEN pupil/student’s information directly from a SEN
message. Click the Pupil (or Student) Details button to display their Pupil
(or Student) Teacher View page.

Keith Bagnall Group DAK

(=3 Print @ Help Q Unpin 32 Close
Basic Details ?‘; Emergency Contacis ,, Key Indicators ff; S
Keith Bagnall Father Mr Steven Bagnall #  Attendance  Behaviour Exclusions Achievemenis
17/04/1998 Priority 1 546 % 0 0Day(s) o
52 Gore Lane Home No. 01732 830186
ppalding Mobile No.
incs 29 799
Work No. 01733 222000 Current Class Tutor HeadofYear ReportCard
01733 880186
Never Assigned Mother Mrs Zoe Bagnall 2 ByiPel 8F Ne
Mr A Gray
&ﬂ Quick [Must use asthma inhaler twice a day. Please see medical notes for = MrR
=" Note - Davidson Art Room 1
Gf; Attendance Pie Chart w Behaviow i Achievements
Description Sessions || Date Type Paintz Date Type Paints
15/04/2008  Disruptive Behaviour 1 18/02/2008  Choir 1
04/03/2008  Insolence 1

“%  SEN Needs

Resy| Fanking Meed Type Description

The Pupil (or Student) Teacher View page enables applicable staff
members to quickly view a summary of information relating to any
pupil/students.

It displays various types of read-only information relating to the selected
pupil/student for the current academic year, linking to more information if
required. The information displayed includes:

=  Basic Details

= Emergency Contacts
= Key Indicators

=  Quick Note

= Timetable (Secondary schools only)
= Attendance

=  Behaviour

=  Achievements

=  Assessment

= SEN Needs

= Classes.
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Additional Resources:

w Using the Pupil/Student Teacher View chapter of the Managing
Pupil/Students handbook

Managing Your Messages

Any messages sent to you, namely User messages, are accessible from the
Messages panel on the SIMS Home Page (via Focus | Home Page) or
via Focus | InTouch | Show Messages.

Any messages sent to your school from an external source, namely School
messages, are accessible from the Messages panel on the SIMS Home
Page or via Focus | InTouch | Show Messages.

IMPORTANT NOTE: School messages are accessible only if you have
permissions to see School messages or if the message is a reply to a
message that you have sent.

Managing your Messages via the SIMS Home Page

If it is not already open, select Focus | Home Page to display the SIMS
Home Page.

Any messages sent to you (i.e. User messages) or to your school from an
external source (i.e. School messages) are accessible from the Messages
panel. The user or school icons next to messages indicate User or School
messages respectively.

IMPORTANT NOTE: School messages are accessible only if you have
permissions to see School messages or if the message is a reply to a
message that you have sent.

£ User icon

& School icon

Received Subiject
8 1505 Jonn Bradshaw, Year 7, 7F
£ 15105 List with the candidates for the Annual awards
g 13/05 Melly Candy, Year 10, 10B

ﬁ 13/05 Andrew Abbot, Year 9, SE P
g 031 Assistance Urgently Reguired "
g 13/08 Assistance Urgently Reguired "

More...

Adjacent to the Messages panel title, the Unread count applies to the
whole mailbox.

To check for new messages, click the Click to refresh data button on the
top right-hand side of the Messages panel. The most recent messages are
displayed at the top of the panel.

In the minimised Messages panel, the importance indicator of a message
can be viewed.
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4 Importance indicator icon

If the number of messages in your inbox exceeds the amount of space
available in either of these panels, all recorded messages can be viewed by
clicking the More hyperlink or by clicking the Expand button. In full screen
mode, all messages that you have sent can also be viewed. When the panel
is displayed in full screen mode, it is removed from the SIMS Home Page
display.

Inbox. Owner  From Subiect Recsived Type Attachmerts  Importance  Flag Status 2 Open
Rt 23/07/2015 11:37 = 9 Delete
LK Mrs Emma Stevens  Abjt Abhra, Year R, ELM 22/07/201513:22  Behaviour Incident or Poirts
e Miss Belinda Bates Reminder for firishing the preserttation before the: 22/07/2015 10:06 General Message Reject
e Miss Belinda Bates ~ Martin Chappling, Year 4, 4ES 22/07/201510:04  SEN Message
8 Mrs Gillan Grosvenor  Racist Incident 02/02/201217:43  General Message + >
He Mirs Gillan Grosvenor  Fighting 31/01/20121415  General Message +
e Mrs Gillan Grosvenor  Fighting 22/09/201117:56  General Message %+
8 Wirs Gillan Grosvenor  Fighting 22/09/201117:55  General Message * >
=0 Mrs Gillan Grosvenor  Disnuptive Behaviour 10/02/2011 15:07  General Message +
8 Mrs Gillan Grosvenor  Disuptive Behaviour 10/02/2011 1501 General Message +
8 Mrs Gillan Grosvenor  Disruptive Behaviour 10/02/201115:00  General Message 4
e Mrs Gillan Grosvenor  Disruptive Behaviour 10/02/2011 1459 General Message *

Sent Owner  To Subject Sent Type Atachments  Importance  Flag Status 2 Open
P <Muigle> <Prefemediame>, <RegGroup> 23/07/20151300  Unexplained Absence Mess 4 € Delete
B <Ml <PreferedName>, <YearGroups, <RegGroup> 22/07/20151322  Behaviour Incidert or Paints 4
Qfr  Aeon MU <PreferedName>, <YearGroups, <RegGroup> 22/07/20151305  Achievement Award 4
7 B stevens@exmmplecom Autoforward: Chise Jackson, Year 3, 3CB 220720151301 General Message
e <Mukiple> <PrefemedName>, <YearGroups, <RegGroup> 20A07/201513:01  SEN Message
8 Wrs Jermifer Boswell  Fuw: Martin Chappiing, Year 4. 4ES 20/07/201511:36  SEN Message
Ee <Mutiple> Reminderfor firishing the presentation before the 31 of July ~ 22/07/20151005  General Message
R <Mutiple> <PreferedName>, <YearGroups, <RegGroup> 22/07/201510:03  SEN Message >
D <Mukiple> Pupil out of school 21/07/20151144  General Message o
e <Mukiple> Reminderfor today's meeting 21/07/20151138  Genersl Message o
we <Mukiple> Chess Award Resuts 21/07/20151135  General Message o

The Inbox and Sent tables display received and sent messages. Up to 20
messages are displayed in the Inbox and the Sent panels. If the Inbox or
Sent panels contain more than 20 messages, the Show more messages
button is displayed at the top right-hand side of the Messages header.

F‘E'T] Show more messages button

Click the Show more messages button to display the full Messages page,
otherwise accessible via Focus | InTouch | Show Messages.

The Owner of the message (i.e. User or School), the Subject, date and
time of the message (Received), message Type, indication of any
Attachments and the Importance are displayed. Additionally, received
messages display the sender (From) and sent messages display the
recipient (To).

In the Inbox panel, auto-forwarded User or School messages can be
identified by the blue arrow that is incorporated into the User and School

icons.
E Auto-forwarded User message icon
E Auto-forwarded School message icon

In the Inbox and Sent tables and under the Flag Status header, you can
define any type of message as flagged or completed.
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1. Click the required message.

2. Click the associated white flag (Not Flagged status) to define the message
as flagged or completed.

Not Flagged status (default status)
k- Flagged status

o Completed status

NOTE: Message flags can also be set from the restored view of the
Messages panel and via Focus | InTouch | Show Messages menu
route (please see Managing your Messages via the Focus Menu on
page 88).

Click the toggle Flag Status header to change the sort order of your
received or sent messages by flagged status. The messages are sorted in a
Not Flagged, Flagged, Completed order or in a Completed, Flagged,
Not Flagged order.

From the minimised view of the Messages panel on the SIMS Home Page,
click a message to display it. From the expanded view of the panel,
double-click the required message to display it or highlight a message then
click the Open button.

A message can be deleted from the expanded view by highlighting the
required one then clicking the Delete button. Alternatively, use

Shift + click or Ctrl + click to select a block of messages or selective
messages respectively prior to deletion.

IMPORTANT NOTE: When you delete a School message, then this will be
deleted for all SIMS users (please see Deleting School Messages on page
80).

Click the Restore button to reduce the panel back to a panel on the SIMS
Home Page.

Restore button

i) More Information:
)/ Viewing Received Messages on page 74
Managing your Messages via the Focus Menu on page 88
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Managing your Messages via the Focus Menu
Select Focus | InTouch | Show Messages to display the Messages page.

Messages (0Unread) LastRefreshed: 09092015 10:47:17

u@.;ﬁ'-‘.-Redresh @Help EUnpin 9% Close
Tlnbox 2 Sent 3 Queued Messages

1 Inbax -
Owner  From Subject Received Type Atachments  Importance  Flag Status ~| [ Open
s 1 E % Delete
;}'i ﬂ Mrs Emma Stevens Abijit Abhra, Year R, ELM 22/07/2015 1322 Behaviour Incid.... Reject
g Q Miss Belinda Bates Reminder for finishing the presentation b... 22/07/2015 10:06 General Message
g g Miss Belinda Bates Martin Chappling, Year 4, 4ES 22/07/2015 10:04 SEM Message =
g g Mrs Gilian Grosvenor  Racist Incident 02/02/2012 17:.43 General Message f P
E g Mrs Gilian Grosvenor  Fighting 31/01/2012 14:15 General Message 4+
g g Mrs Gillian Grosvenor  Fighting 22/08/2011 17:56 Generel Message 4+
g g Mrs Gillian Grosvenor  Fighting 22/08/2011 17:55 Generel Message 4+ P —
ﬁ Q Mrs Gillian Grosvenor  Disruptive Behaviour 10/02/2011 15:07 General Message 4+
ﬁ 8 Mrs Gillian Grosvenor  Disruptive Behaviour 10/02/2011 15:01 General Message 4+ i
2 Sent
Owrer  To Subject Sent Type Attachments  Importance  Flag Status +| [ Open
w ﬂ <Muttiple> <PrefemedName, <RegGroup: 23/07/2015 13:00 Unesxplained Ab... 4+ % Delete
m ﬁ <Muttiple> <PrefemedName>, <YearGroup>, <Re... 22/07/201513:22 Behaviour Incid... 4+
@ ﬁ Aaron, MrJ <PrefemedName>, <YearGroup>, <Re... 22/07/201513:05 Achievement A. 4+
@ @ stevens@example.com  Autoforward: Chloe Jackson, Year 3. 22/07/201513:01 General Message L
m g <Muttiple <PrefemedName=, <YearGroup>, <Re... 22/07/201513:01 SEN Message 1
g g Mrs Jennifer Boswell Fw: Martin Chappling, Year 4, 4ES 22/07/2015 11:36 SEN Message
B <Multiple> Reminder for finishing the presentation .. 22/07/201510:05  General Message
w Q <Muttiple= <PrefemedName>, <YearGroup>, <Re... 22/07/2015 10:03 SEN Message P
e <Muttiple>> Pupil aut of school 21/07/2015 11:44 General Message o W L4
E Q <Muttiple Reminder for today’s meeting 21/07/201511:38 General Message o L
3 Queued Messages
Owrer  To Subjsct Queusd Type Atachments  Importance  Status/Scheduled [ Open
E g <Multiple Meeting Reminder 21407/201511:53 General Message 23/09/2015 13:00 % Delete

The Inbox and Sent panels display all of your received and sent messages.

The Owner of the message (i.e. User or School), Subject, date and time
of the message (Received), message Type, indication of any Attachments
and the Importance are displayed. Under the Owner title the user or
school icons indicate User or School messages respectively. Additionally,
received messages display the sender (From) and sent messages display
the recipient (To).

IMPORTANT NOTE: School messages are displayed only if you have
permissions to see School messages or if the message is a reply to a
message that you have sent.

68 User icon

& School icon
In the Inbox panel, auto-forwarded User or School messages can be

identified by the blue arrow that is incorporated into the User and School
icons.
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E Auto-forwarded User message icon

E, Auto-forwarded School message icon

In the Inbox and Sent tables and under the Flag Status header you can
define any type of message as flagged or completed.

Click the required message.

Click the associated white flag (Not Flagged status) to define the message
as flagged or completed.

Not Flagged status (default status)
k- Flagged status

o Completed status

NOTE: Message flags can also be set from the restored or expanded
Messages widget on the SIMS Home Page screen (please see Managing
your Messages via the SIMS Home Page on page 85).

Click the toggle Flag Status header to change the sort order of your
received or sent messages by flagged status. The messages are sorted in a
Not Flagged, Flagged, Completed order or in a Completed, Flagged,
Not Flagged order.

Any messages sent to you since the page was opened are not displayed
automatically. The SIMS Home Page uses automatic screen refresh, which
updates the Messages panel (among others) automatically after a specified
period of time has elapsed. It is acknowledged that the automatic refresh
employed by the SIMS Home Page may lead to a reduction in the
performance of your SIMS system, particularly in establishments with a
large number of concurrent users. Therefore, an option to refresh the
display manually is available.

To check for new messages, click the Refresh button. The date and time of
the most recent refresh of messages (Last Refreshed) are displayed at the
top of the page, adjacent to the Messages page title.

Double-click the required message to display it or highlight a message then
click the Open button.

A message can be deleted by highlighting the required one then clicking the
Delete button. Alternatively, use Shift + click or Ctrl + click to select a
block of messages or selective messages respectively prior to deletion.

When an inbound SMS arrives, SIMS optionally attempts to match it to an
SMS sent previously by SIMS. If the attempt to match the SMS to a
previously sent SMS is incorrect, click the Reject button to remove the
match and return the message (as a school message in reply to 'nothing") to
the Messages inbox.
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Messages that cannot be sent immediately, perhaps because of a failure in
the messaging service, can be queued and re-sent automatically when the
issue is resolved. If you have any messages queued, they are accessible via
the Queued Messages panel on the Messages page (please see What
Happens if SIMS Cannot Immediately Send a Message to an External

Source? on page 218).

NOTE: The Queued Messages panel is displayed only if you have one or
more queued messages.

: ) More Information:
/' Viewing Received Messages on page 74
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Introduction

WARNING: This chapter assumes that your School Administrator did not

change system's message type defaults in the Message Boxes panel (via
Tools | InTouch | Message Type Defaults Setup) during the InTouch

installation.

School messages can be created and sent (with 'your school' rather than an
individual user as the sender) to one or more recipients. For example, your
school can send a communication requesting a reason from a
parent/guardian for a pupil/student’s absence following the recording of an
unexplained absence mark (N) in the register. Subsequently, the
parent/guardian’s response can be recorded and saved against the
pupil/student’s attendance record. This process provides an efficient method
of contacting appropriate contacts and requesting information. Any
messages sent from an external source by a contact of the school are
managed using the Messages panel on the SIMS Home Page or via Focus
| InTouch | Show Messages. School messages can be identified by the
school icon next to the message. The following sections describe the types
of School messages that can be sent by SIMS, together with the
circumstances under which the messages can be sent.

More Information:
Setting Up Message Type Defaults on page 29

Sending a Message for Unexplained Absences

A message can be sent to parent/guardians following an instance of
unexplained absence being recorded for their child at school. The message
can also be sent to the pupil/student, if required. This method of
communication facilitates the flow of information to parent/guardians and
pupil/students in a time efficient manner and reduces the amount of manual
administration that would otherwise be required. It also provides
parent/guardians with important information regarding their child’s absence
from class as soon as the register is taken.

Additionally, the parental contact may be asked to respond to the message,
providing information about the absence. The information provided in this
reply can then be used to update the pupil/student’s attendance record.

An Unexplained Absence message can be sent if an N mark (No reason yet
provided for absence) is recorded in Take Register (via Focus |
Attendance (or Lesson Monitor) | Take Register).

A pupil/student’s attendance record can be updated with a reason for
absence following a response to an unexplained absence message being
received.

Select Focus | Attendance (or Lesson Monitor) | Deal with
Unexplained Absences (InTouch) to display the Unexplained Absence
Management page.

Specify the date range for which you wish to search for unexplained
absences by either entering a Period From and Period To date or clicking
the appropriate Calendar button then selecting the required date. The date
range defaults to display unexplained absences for today only (the Period
From and Period To fields default to today's date).
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NOTE: The dates selected must fall within the current academic year.

3.  From the drop-down list, select whether you wish to deal with Session
attendance or Session & Lesson attendance.

NOTE: This option is available only if the SIMS Lesson Monitor licence has
been applied.

4. If you wish to review absences that have already been resolved by this
process, select the Resolved Only check box.

The Send Message and Apply to Attendance buttons remain disabled at
this point.

5. Filter the search by selecting from the Select Group Type drop-down list,
e.g. by Year Group. With the appropriate group type selected, click the
required group (e.g. Year 8). Multiple groups can be selected using
Ctrl + click or Shift + click.

IMPORTANT NOTE: Only if Session & Lesson is selected from the
drop-down list is it possible to search by Academic Classes. Primary
schools can also use this functionality to search for classes set up in their
curriculum.

6. Click the Search button to display all the pupil/students against whom an
unexplained absence has been recorded over the selected timeframe.

Unexplained Absence Management

Period From: | 05/09/2012 fis Select Group Type | \whole School ¥ | |Refresh
Send Code
Gerrems ] Message -
Period To 16102012 Short Name  Description Search X
Whole School Selected ’
!
[ Resalved Only \
B
Session v C
D
Name Filter E
2% Swudent Name Gender ReaGroup YearGroup Date Of Birth Events  From To Mark  Expected Return  Last Message Sent Responded | & "
G
Ahmed, Ackmar  Male  8E 8 20121389 |[Ev| 2m0gnmizam 2respoizem N | [Selectadate H
|
Akmal, Mohammed Male 8D 8 20042000 |[E]v| 200920024M  24092012PM N | [Selectadate J
L
Alkram, Amina Female @ 13 12061595 |[E]v| 07092012AM 070902012 PM N | [selectadate M
N
Amis. Dennis Male P 13 11041995 | [E]w| 16102012AM 167102012 PM N | |Selecta date 0
I3
Anderson, Jacch  Male  11E 1 23051987 [[E]w| 12102012aM  121102012PM N | |Selecta date R
s
Archer, Glenda Female 11C 1 16081997 | [E]v| 1v0em2aM 11092012 PM N | |Selectadate T
u
Austin, Alison Female G 13 23051985 [ [E]v| o0510m0124M  0snoRoi2eM N | [Selectadate M
W
Banfield, Paul Male G 12 0021396 [[Elv| ovtom012aM  01102012PM E] Select a date
Barker. Katie Female 114 1 10041997 | [E]w| 13092012AM 13092012 PM N | |Selecta date v
Sender Received Date Subject Body Apply to Comments
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For each pupil/student displayed in the browser, information relating to their
unexplained absence is displayed, including the periods they have missed
(From and To), any recorded Events, their current Mark in the register for
this absence and their expected return date (Exp. Return, which is
editable). The date on which the most recent message regarding this
absence is also displayed (Last Message Sent), together with an indication
of whether this message was replied to (Responded).

The display order can be changed by clicking the appropriate column
header.

The list can be filtered by entering all or part of a pupil/student's forename
or surname in the Name Filter field. As you type, the list displays those
pupil/student's whose forename or surname matches the entered text.

7. Select the check box adjacent to the pupil/student(s) about whom you wish
to send a message. Alternatively, select the check box in the column header
to select all pupil/student(s) in the table.

IMPORTANT NOTE: Any further actions relating to sending a message or
applying comments to attendance are carried out on the selections made
on the unfiltered view. If you have applied a filter to display pupil/students
with a specific name then selected their check box(es), any selections
made on the unfiltered view are also 'active'. You are strongly advised to
remove the content from the Name Filter field to view all the selections
made before proceeding.

&7&- Pupil Hame Gender Reg Group Year Group Date Of Birth Events From o Mark  Expected Retum Last Message Sent|

Houghton, Ho Male B4 8 3107998 ‘L] b4 ; 16/05:2011 p1 16/05/2011 p4 |I\Tl | Select a date |

8. To optionally include the pupil/student as a message recipient, click the
Message Recipients icon then select the required method of
communication for the Student. To send a message to the selected
recipients, click the Send Message button to display the Send
Unexplained Absence Message page.

#% Message Recipients icon
.
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If any of the intended recipients do not have the appropriate contact details
recorded, the Notification dialog is displayed.

-

s Notification

=

Day, Mr Siman
DAY, Mrs C
TURMER, Mr A

Crisp, Mrs L
Pacci, Mr &

The following recipients do not have contact details recorded for the default
communication methed:

Mcfadden, Mrs Julie
HULATT, Mr Derek
HULATT, Mrs Carale
Thompson, Mr Keith
Thompson, Mrs
RICHARDS, Mrs M

YEOMAN, Mrs Benice
YEOMAN, Mr Eill
Medhurst, Mr Gary
WOOD, Miss Angela
Branston, Mrs Chloe
Branston, Mr Ricky
Jones, Mrs Dawn
GRANT, Mrs Sonja
Palfry, Miss Kelly
Stevens, Mrs Nora
Matsjschul, Miss L
Edwards-Passay, Mrs Geraldine
SINGH, Mrs Connie
SINGH, Mr Ancop
D'Arcy, Mr John
D'&rcy, Mrs Emily
Brighton, Mrs Cheryl
Brighton, Mr Gerald
Harrow, Mrs Marcia
Harrow, Mr Gregory
Pickering, Mr &lan
Pickering, Mrs Janat
Hartwell, Mr Andy
Hartwell, Mrs Trinz

X

Ck

Click the Print button to print the details, if required, then click the Ok
button to continue.

Send Unexplained Absence Message

23

e || o || B o S

Send & Log Atach Files Templates High Preview

2

Subject:

IMessage

D Litchfield Vanessa (18/01/2011 AM

<Prefemediame=. <BeaGroup=

| Avrial

v|[© v[@v] B T U

™ NP~

<FreferredName= has been absent on the following <PeriodsOftnexplainedAbsence=. Please respond by
specifying the reason for the absence.
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10.

11.

12.

13.

14.

The importance is set automatically to High and the default Unexplained
Absence template is selected. The Message text displayed is the message
text contained in the template.

The To field is populated with the pupil/student’s name.

To view the contact(s) to whom the message will be sent, click the View
Contacts icon adjacent to the pupil/student’s name to display the
Recipients panel.

El View Contacts icon

Recipients

Recipient Name [ & E
CHACAWICK, Mr MNEIL
CHACAWICK, Mrs ELLEN

Select the appropriate check box(es) of the required recipient(s) to indicate
the method of communication then click anywhere outside the Recipients
panel to minimise it.

Send the message (please see Sending a Pupil/Student Message on page
52).

When the message is sent, if no contact details are recorded for one or more
of the intended recipients, the following message is displayed.

r |

siMs Please Confirm §|

- X

The following recipients do not have contact details recorded for the chosen
communication method. Do vou want to send the message to the other recipients?

CHADWICK, Mr NEIL A
v

o« Yyes  §No

Click the Yes button to send the message to the remaining recipients.
Alternatively click the No button to cancel the message, enabling you to
record any missing contact details.
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Linking an Incoming Message to an Unexplained Absence and
Pupil/Student Record

If a parent/guardian contacts your school via email or SMS regarding their
child's unauthorised absence from school, their attendance record can be
updated via the received message in the Messages panel on the SIMS
Home Page.

IMPORTANT NOTES: An incoming message can be linked to an
unexplained absence only if an N mark (No reason yet provided for
absence) is recorded in Take Register (via Focus | Attendance

(or Lesson Monitor) | Take Register). This functionality is available for
messages received from a pupil/student's contact who has parental
responsibility for the child and who does not have a court order recorded
against them.

The message received from a parent/guardian may be in response to an
Unauthorised Absence message generated from InTouch (please see
Sending a Message for Unexplained Absences on page 92), in which case
SIMS will make the link between the Unexplained Absence message and the
incoming link. However, a parent/guardian might contact you regarding
their child's absence before you have sent them an Unauthorised Absence
message, in which case you can select manually the absence to which the
message relates, as long as an N mark has been recorded in Take Register.

When a message is associated with an unauthorised absence, the content of
the message can be stored alongside the absence record as a comment,
enabling a complete record of communications relating to the absence to be
kept.

When you send an Unauthorised Absence message to a pupil/student’s
contact, the message is sent to their Primary email address or mobile
number. However, when a message is received from a pupil/student’s
contact in relation to an unauthorised absence, any email address or mobile
number recorded against a contact can be used to make the link between
the contact and the pupil/student’'s unauthorised absence record.

NOTE: Users with Attendance Manager and Attendance Operator
permissions can deal with unexplained absences but additional permissions
(i.e. the School Messages - Run permission) are required to view received
messages in the Messages panel on the SIMS Home Page and to link the
message to an unauthorised absence. If you require additional permissions
to use this functionality, please contact your System Manager.

1. Select Focus | Home Page to display the SIMS Home Page.
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2. In the Messages panel, click the message from the contact that discusses
the pupil/student's absence to display the Review a Message page
(please see Viewing Received Messages on page 74).

Review a Message A

2R bR R,

Reply Reply to All Forward Print Preview Delete Link to Absence Student Details Not Flagged

(g

Zadh

Wiy el e Date: 191212012 15:22
From: Mr Leonard Bradley(~447843438113)

To:

Delivery Status: Sent

Importance: Normal
Subject: Owner: School

Anthony is 1ll today so he will not be at school

3. Click the Link to Absence button to display the Link to Pupil
(or Student)'s Unexplained Absences dialog.

NOTE: If there are no N marks recorded for a pupil/student, the Link to
Absence button is not displayed. If the message has already been linked
to an unauthorised absence, the Link to Absence button is not displayed.
e Link to Student's Unesplained Absences K|
To link the message, please select one or more unexplained absences.

Student Name Gender Reg Group  Year Group Date Of Birth From To Last Message Sent
[~ Eradley, Anthony Male 9B 9 05/06/1999  18/12/2012 AM 19/12/2012 p5
0K $2 cancel

All pupil/students who have an unexplained absence mark recorded against
them over the past seven days are displayed.

4. Locate the absence to which the incoming message relates and select the
check box to the left of the pupil/student's name.
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NOTE: Where multiple absences are displayed for a single pupil/student, or
where absences are displayed for more than one pupil/student, any
number of absences can be selected and linked to the selected message.

To assist with the selection, the pupil/student's personal details and any
periods of unauthorised absences are displayed, together with an indication
of whether or not an Unexplained Absence message has been sent

(Last Message Sent).

sis Link to Student's Unexplained Absences [ %] I
To link the message, please select one or more unexplained absences.
Student Name Gender Reg Group  Year Group  Date Of Birth From To Last Message Sent
! Eradley, Anthony Male 9B ] 05/06/1999 19/12/2012 AM  19/12/2012 p5
o 0K $2 cancel

Click the OK button to display the Messages page, where the incoming
message is displayed, or click the Cancel button to cancel the process.

Whether the incoming message relates to an absence for a single
pupil/student or multiple pupil/students, the message type is changed from
General Message to Unexplained Absence Message. If, subsequently,
you respond to a message relating to multiple pupil/students, the message
type for the reply reverts to General Message. The message type of
Unexplained Absence Message is retained when replying to a message
relating to a single pupil/student.

Once the message is linked to an unauthorised absence record, you are
strongly advised to amend the absence record according to the content of
the message.
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Unexplained Absence Management

Select Focus | Attendance (or Lesson Monitor) | Deal with
Unexplained Absences (InTouch) to display the Unexplained Absence
Management page then search for the required absence.

[ 2% Swdent Name

Period From: | 19122012 R Select Group Type | ool School
Send
Message

Period To 191272012 5| | ShortName  Desciiption Search

( Whale School Selected
I~ Resolved Only
| Session & Lesson v
Name Filter

3}

Gender Reg Group Year Group Date Of Birth Events  From To Motk Expectsd Return  Last Message Sert Respondad

[ Abbot Hannah Femsle 9B 9 231211998 191122012 4M 1812120125 [Select = dete [33] | v

¥ Bradley Anthony  Male 9B 3 05/06/1939 19112/2012AM 1911212012 p5 v

¥ Lewis Sehastian  Male  8E i 2500772000 19122012 6M 1911272012 AM

¥ Lewis Sebastian  Male  SE H 25/07/2000 1912/2012PM 1911212012 PM [Select a dste fi3] |

¥ Poniin Sue Female H = 1111934 191220126M 1911272012 AM [Select a date fi3] |

[ Pontin, Sue Femsle H 13 117111934 19122012 FM 1911212012 PM [Select = dete [33] |

¥ Umpkinson, Hariiet Female SE 8 090081933 18122012 4M 19112/2012 AM [I]

= lmrbinean Harist Camale  0F a nanaraca (51« | qamomniaem 1amamonia e [ Stz e B9 o
Sender Received Date Subject Bady Apply ta Comments

B MrLeonard Bradley 19122012 15:22 P @

-

<CHUWDTOZEZI-~E-"TIOTMMOOD

=

Click the required unexplained absence record then click the Show button in

the panel at the bottom of the page to display the content of the incoming

message.

Unexplained Absence Management

Period From: | 19122012 Select Greup Type | \whole School
Send
[ 1 Message
Bl e 191272012 Short Neme  Deseription Search
| ‘whole School Selected
I~ Resolved Only
| Session & Lesson v
Hame Filter

[© 22 Student Name Gender Ren Groun Year Graun Date 0F Rirth Fuents Fram Tn Mark  Expected Retumn Last Message Sent Responded
P Anthony is ill today so he will not be at school - @ ’m‘ y
" 25 [n] [seeanconp]] v
_|: 2am @ [Selecta dete 3] |
F 2pM @ [Select a dete i3] |
F 24M @ Select 2 date [33]
F 2PM @ [Selecta dete 3] |
F [t | e o [¥] o]
2 llmrbinear Uarist Camala 0F a namerasa (=1 tamopnioem tamopniaom [ w| [Qelect o dote B3] ol
Sender Received Date Subject Body Apply to Comments
B Mrieonard Bradley 19122012 15:22 Show @

o
a8
a

-

< CHWDTOZEZICre-—IOTMMOOD

=

100 | Managing Communications using InTouch



07] Managing School Messages

. If you want to add the incoming message to the pupil/student’s record,
click the Add to Log button.

=  Click the Close button to return to the Unexplained Absence
Management page.

From here, it is also possible to apply the content of the message to an
absence record (please see Applying Incoming Message Text to Event
Comments, Take Register and Edit Marks on page 101) and to amend the
attendance mark based on the content of the message (please see
Recording Attendance Marks using InTouch on page 103).

IMPORTANT NOTE: The list of unexplained absences discussed in Step 3
displays unexplained absences over the past seven days. If you are
processing an unexplained absence that started eight days ago and ended
seven days ago (e.g. today's date is Wednesday 16 January 2013 and the
pupil/student was absent from Tuesday 8 January to Wednesday 9
January), the Responded column will display the correct value (a tick, as
displayed in the previous graphic) if you change the Period From and
Period To dates to the last day of the absence (e.g. Wednesday 9 January
2013).

More Information:

Viewing Received Messages on page 74

Applying Incoming Message Text to Event Comments, Take Register and Edit
Marks on page 101

Recording Attendance Marks using InTouch on page 103

&_‘Jlilc

Applying Incoming Message Text to Event Comments, Take Register
and Edit Marks

When a message is received from an external source (via SMS, SIMS Parent
app or email) in response to an Unexplained Absence message sent from
your school, the content of the message text can be applied to the
corresponding event. The content can also be made visible in Take Register
and Edit Marks.

Unexplained Absence Management

3010472011

Select Group Type

Period From:

Period To:

2010812011

5

Short Name

Whele School v

Description
Wihale School Selected

|Reresn|
Searc(h%

™ Resalved Only

Session & Lesson

v

=

Send
Message

Sender

Received Date

Subject

Body

5  Mrs MARGARET JAMES

30/0872011 16:37

RE: Lucy James, 3C

Show |

Apply to Comments
[ Boaty |

Ere-IpTmMoOo®m T~

™ &% Pupil Name Gender | Reg Group Year Group Date Of Bith Events  From To Mark  Expocted Retum  Last Message Sent R{&
~ James Luey Female 9C 3 w07y | [E]v | 270520112 27052011 p2 |T| Select 2 date 73] | 30082011 16:35

I Jones, Molly Female 98 3 121121996 ‘ El~ ‘ 2710572011 p2 27/05/2011 p2 |T| Select a date
F  McCol Kisten  Female 98 9 owomnss? [[Elv| 270se011p2 27052011 p2 |T| Selecta date

[ Middeton Sarh  Female 9C 9 2912199 [[E]v| 2705201102 27052011 p2 |T] Select a date "

. Fem Pl ) o

— — P

[ Roggobeer,Odee Mae 9B 9 EAE TS | zmmszoriez z7msEnp2 [ N | [Selectadate el

. s

F  Shariff Al Male  9C 9 281597 [[Ev| 2mseoniez 2meseotipz | M| [Sekctadate 2200872011 14:51 T

N . B u

¥ Young Kathyn  Female 98 9 sess [[Ev| emoseoripz 20sonip2 [N [Selectadate v

T i
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1. On the Unexplained Absence Management page, highlight the required
pupil/student to display, in the panel at the bottom of the screen, all
responses sent from an external source regarding the unauthorised absence.

2. Click the Show button adjacent to the required message to display the
content of the message. The original message regarding the absence,
originally sent by your school, is also displayed.

Unexplained Absence Management 5
{ Period From: [ 300472011 Select Group Type | \whole School v | [Refesn| Q @ e cde
Message =
| Period To: 30082011 E Short Name  Description Search X
f Vhele School Selecled J
| Resolved Only \
B
Session & Lesson v c
| D
™ &2 Punil Name Gender | Ren Groun| Year Groun Date Of Rith Fuents  From Ta Mark  ExpectedReturn  Last Message Sent Rid| E
. She is going to be absent whole week due to flu. - ‘?| T E— G
From: Duchy School [mailteIndependent@lab-ladl.com] —
[ Sent: 30 August 2011 16:36 2 [N | i I
To: Parent0Lindy@lab-ladl.com G 3
- Subject: Lucy James, 9C P n ioto = L
B Importance: High P2 ‘l' o M
[Setoct s ]| N
F Lucy James has been absent on the following 27/05/2011 p2. Please respond p ‘l| [Polert acat o
i by specifying the reason for the absence. o ‘Tl ECm] g
o s
[ p2 N | |Selecta date [5]| 22082011 1451 T
7 u
[ Add to Log ‘ Close l p2 ‘ N | | Setect a date v
- vl W
Sender Received Date Subject Body Apply to Comments
[ MrsMARGARET JAMES 300082017 16:37 RE: Lucy James, 5C show | [ ooy |
3. To apply the message text so that they are visible in the unexplained

absence Events section, click the Apply button in the Apply to Comments

column.

You are given the opportunity to edit the text of the received message,

perhaps to remove the From, Sent, To, etc. information displayed in the

message. Amend the content as necessary in the pop-up window then click
the Update button to continue. The edited text will be displayed in the
Events section and subsequently in Take Register and Edit Marks.

Alternatively, all the content of the response can be removed so that nothing

is displayed in comments.

The original message text is retained when the message is viewed via the

SIMS Home Page or via Focus | InTouch | Show Messages.
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4. To subsequently view these comments, click the drop-down button in the
Events column to display the Events window.

Unexplained Absence Management

S —— —— P
Period Fi 3010472011 fi5 Select Group Type | \whole Schodl Refr hl
o P hole Schos v| [potes o o
el Message o
Period Tor 30/082011 Short Name  Description Search X
E “Whole School Selected 2] /
™ Resalved Only \
Apply to X
Attendance B
Session & Lesson v ! c
I - - L o
[T &% Pupil Name Gender  Reg Group Year Group Date Of Birth: Events: From To Mark  Expected Retum Last Message Sent Re_.l E
F James. Lucy Female 9C 1 aon7neer [[E]v| 2705201102 27052011 p2 \T| Selecta date 2010820111635 | G
L — { H
—. Events
B Jones Mally Female 95 3 e (Bt !
Event Mark Late Comment 3
- =4 = — L
~ McColl. Kirsten Female 3B 9 01/07/1887 | [3_]‘ 270812011 p2 [ N ‘ o | & ‘ [Bhe is going to be absent N
— = — whole week due to flu. | M
r—=] N
~ Middleton, Sarah~ Female 9C 9 2911211996 | El- 0
| From: Duchy School P
1~ Raggobeer. Odee  Male 9B 9 26/05/1937 | E- Imailto-Independeni@lab- R
et lalil.com)
Sert: 30 Auqust 2011 1636 1Y s
~ Shariff, Ali Male ac 9 221081957 | t_] A 1 T
o u
~ Young, Kathryn Female: 3B ] 1511111996 | U v | 27/05:2011 p2 27/05/2011 p2 ‘ N | Select z date v
il lw w
Sender Received Date Subject Body Apply to Comments
B Mrs MARGARET JAMES 30/08/2011 16:37 RE: Lucy James, 9C [ show ‘ ‘ 2oply |

5. To apply the message text so that they can be viewed in Take Register
(via Focus | Attendance (or Lesson Monitor) | Take Register) and Edit
Marks (via Focus | Attendance (or Lesson Monitor) | Edit Marks), click
the Apply to Attendance button. When using Take Register or Edit Marks,
comments added in this way are indicated by a red triangle in the top
right-hand corner of a cell.

Recording Attendance Marks using InTouch

Once you receive a reply from a parent/guardian regarding the reason for
the unexplained absence (via the Messages panel on the SIMS Home
Page), their attendance mark can be updated via the Unexplained
Absence Management page.

1. Search for all unexplained absences.

Expand the Code panel by clicking the View Attendance Codes button.
The panel can be minimised by clicking the Hide Attendance Codes
button.

EXl View Attendance Codes button

3 Hide Attendance Codes button
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Code  Description

All should attend / Mo mark recorded
Mon-compulsory school age ebsence
Present [&M)

Present (FM)

Educated off site (not dual reg)

Other authorised circumstances
Diuzl Registration (Attending other site)
Excluded (Mo alt prov made)
Extended family holiday (agreed)
Family holiday (Mot agreed)

Annual family holiday (agreed)
lliness (not med/dental appoints)
Interview

Late (before reg closed)
Medical/Dental appointments

Mo reason yet provided for absence
Unauthorised circumstances
Approved sporting achivity
Religious observance

Study leave

Traveller absence

Late (after registers closed)

= Z 4w @mTDOoO==T =M~ T I omMmmoom

Educational visit

=

‘wiork experience

3. Highlight the pupil/student whose attendance mark you wish to amend.

4. Double-click the attendance code that indicates the reason for the
unexplained absence. The new code is displayed in the Mark column for the
selected pupil/student, replacing the existing N mark.

5. Repeat steps 3 to 4 for any other pupil/students whose attendance mark
you wish to update.

Once an attendance mark has been changed using this method, the Apply
to Attendance button becomes enabled.

6. Click the Apply to Attendance button to update the attendance record of
each of the pupil/students whose mark has been amended.

Any pupil/student whose marks have been amended are now resolved and
their names are removed from the page. All unexplained absences that have
now been resolved can be viewed by selecting the Resolved Only check
box then clicking the Search button.

Sending a Behaviour Incident Message

Behaviour Management in SIMS is used to record and monitor pupil/student
behaviour. Specifically, the behaviour area relates to the recording of
incidences of pupil/student misbehaviour, such as bullying, insolence and
fighting.

When a pupil/student is involved in a behaviour incident, you may wish to
inform their parent/carers. By providing an automated approach to
communicating, details of the incident can be disseminated quickly and
easily, as well as raising awareness with the parent/carers of their child’s
conduct.

1. Select Focus | Pupil (or Student) | Pupil (or Student) Details to display
the Find Student browser.

2. Search for then select the pupil/student for whom you wish to record a
behaviour incident.
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3. Click the Behaviour Management hyperlink in the Links panel to display
the Behaviour Management page.

4. In the Behaviour panel, click the New button to create a new behaviour
incident record or highlight an existing behaviour incident and click the
Open button to display the Add (or Edit) Behaviour dialog.

5. Enter or edit any required details then click the Send button.

6. Confirm that you wish to save and continue by clicking the Yes button to
display the Search browser.

i) More Information:
2/ Sending a Pupil/Student Message on page 52

Sending an Achievement Award Message

Behaviour Management in SIMS is used to record and monitor pupil/student
behaviour. Specifically, the achievement area relates to the recording of
pupil/student awards, such as academic achievements or sporting
accolades. An achievement can be assigned either to an individual
pupil/student or to a number of pupil/students involved in a commendable
activity or event.

When a pupil/student is commended with an achievement award, you may
wish to inform their parent/carers. By providing an automated approach to
communicating, details of the award can be disseminated quickly and easily,
as well as raising awareness with the parent/carers of their child’s conduct.

1. Select Focus | Pupil (or Student) | Pupil (or Student) Details to display
the Find Student browser.

2. Search for then select the pupil/student for whom you wish to record an
achievement award.

3. Click the Behaviour Management hyperlink in the Links panel to display
the Behaviour Management page.

4. In the Achievement panel, click the New button to create a new
achievement record or highlight an existing achievement and click the Open
button to display the Add (or Edit) Achievement dialog.

5. Enter or edit any required details then click the Send button.

6. Confirm that you wish to save and continue by clicking the Yes button to
display the Search browser.

3 ) More Information:
2/ Sending a Pupil/Student Message on page 52

Sending a Pupil/Student Profile Message

Pupil/student profile reports are generally compiled by class teachers on a
termly or annual basis. The reports detail the pupil/student’s progress in the
various subjects they are currently studying. Once profile reports have been
generated, it is possible to communicate their availability to
parent/guardians, other teachers and pupil/students.

Once profile reports have been generated, an internal message, email or
mobile message (depending on the intended recipient’s default method of
communication) can be sent to a pupil/student’s parent/guardian(s).
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1. Select Focus | Profiles | Pupil (or Student) Profiles to display the Find
Session browser.

2. Generate the required pupil/student profile(s) by selecting the required
pupil/students then clicking the Generate button.

3. Click the Send button to display the Send Pupil (or Student) Profile
Message page.

4. If any of the parent/guardians of the affected pupil/students do not have the
appropriate contact details recorded, the Notification dialog is displayed.

F |

s Notification §|

. ]

The following recipients do not have contact details recorded for the default
communication methad:

Abbot, Mrs Rachael

4r

Ck

5. Click the Print button to print the details, if required, then click the Ok
button to continue.

The To list is populated with the names of all the affected pupil/students.

6. To view the contact(s) to whom the message will be sent, click the View
Contacts icon adjacent to the pupil/student’s name to display the
Recipients panel.

E’ View Contacts icon

Recipients

Recipient Name [ &j E
CHADWICK, Mr NEIL

CHADWICK, Mrs ELLEN

7. Select the appropriate check box(es) of the required recipient(s) to indicate
the method of communication then click anywhere outside the Recipients
panel to minimise it.

i )y More Information:
-/ Sending a Pupil/Student Message on page 52
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Sending a Not Approved Pupil/Student Profile Message

Pupil/student profile reports are generally compiled by class teachers on a
termly or annual basis. The reports detail the pupil/student’s progress in the
various subjects they are currently studying. Before profile reports can be
generated, members of the Senior Leadership Team must approve the
various sections of the report. Members of the Senior Leadership Team
responsible for approving the report sections are:

= Head of Year

= Head of House

= Head of Faculty

= Head Teacher

=  Other members of the Senior Leadership Team

A Not Approved Pupil/Student Profile message can be sent as part of the
profile review process. If a profiles report has been marked as Not Approved
by a member of the Senior Leadership Team, a message can be sent to the
class teacher, informing them that one or more sections have not been
approved.

1. Select Focus | Profiles | Review Profiles to display the Review Profiles
browser.

2. Highlight the required session then double-click a pupil/student whose
profile you wish to mark as not approved.

3. For either a comment or an entire area, select Not Approved from the
drop-down list.

4. Click the Save button to display the following message.

r Rl

In Touch |Z|

Do you want ko send a message ko the teacher about the Mot Approved sections?

[ ‘es ] [ Mo ]

5. To send a message to the appropriate teacher, click the Yes button to
display the Send Not Approved Profile Message page. Alternatively, click
the No button to cancel the process.

i ) More Information:

2/ Sending a Pupil/Student Message on page 52

Sending an Exceptional Circumstance Message

A message can be sent as part of the set up of an exceptional circumstance.
The message can be sent to all parent/guardians with the appropriate
contact details recorded, together with pupil/students and members of staff.
An example of its use would be in the event of a school closure and you
want to inform all interested parties.

NOTE: An Exceptional Circumstance message can be sent only from a
saved exceptional circumstance record.
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1. Select Focus | Attendance (or Lesson Monitor) | Exceptional
Circumstances to display the Find an Exceptional Circumstance
browser.

2. Either create a new record then re-open it, or open an existing exceptional
circumstance to display its details on the View/Edit Exceptional
Circumstance page.

3. Click the Send button to display the Send Exceptional Circumstance
Message page.

If any of the parent/guardians of the affected pupil/students do not have the
appropriate contact details recorded, the Notification dialog is displayed.

@ |

sis Notification §|

- X]

The following recipients do not have contact details recorded for the default
communication methed:

Abbot, Mrs Rachael A
Abbot, Mrs Rachael
Abbet, Mrs Rachael
Abbot, Mrs Rachael
Abbot, Mr Jaswinder
Abbot, Mr Tobias
Abdelkader, Fachi
ABLE, Mrs E

ABLETT, Mrs Florence
Ablett, Mr Lance
Abu-Koash, Mr Lars
ACKROYD, Mrs TINA
ACKROYD, Mrs TINA
ADAIR, Mrs Lomraine
Adam, Ms Maria
ADAMS, Mrs K

ADAMS, Mrs ]

Adams, Mrs Gwladyse
ADDISOM, Mrs D
ADDISOM, Mrs D
ADDISOM, Mrs D

Afzal, Mr Kamran
AGATHCCLEQUS, Mrs G
AGATHCCLEQUS, Mrs G
AGATHCCLEQUS, Mr D
Ahlman, Mr Markus
AHMAD, Mr 5

AHMAD, Mrs K

Ahmed, Mr Edwin
Ainsworth, Mrs Rebecca
Aitken, Mr 1

AKHTAR. Mr Saiiad

Ck

4. Click the Print button to print the details, if required, then click the Ok
button to continue.

The To list is populated with the names of all the affected pupil/students.

5. To view the contact(s) to whom the message will be sent, click the View
Contacts icon adjacent to the pupil/student’s name to display the
Recipients panel.

E’ View Contacts icon
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Recipients

Recipient Name [ &j E
CHADWICK, Mr MEIL

CHADWICK, Mrs ELLEN

6. Select the appropriate check box(es) of the required recipient(s) to indicate
the method of communication then click anywhere outside the Recipients
panel to minimise it.

i ) More Information:
"/ Sending a Pupil/Student Message on page 52

Sending a School Event Message or Staff Training Day
Message

A message can be sent regarding a school event (e.g. Staff Training Day,
Parent Consultation Evening, etc.) recorded in the School Diary (via Focus |
School | School Diary). If a reminder has been added to the school event,
a message will be displayed in the My Reminders panel on the SIMS Home
Page. From this message, a personal task is created and a message can be
sent to all interested parties (members of staff, parent/guardians and other
contacts) to remind them of the event.

1. When recording an event on the School Diary, ensure that the Reminder
check box is selected and that you select the Days in Advance (then enter
the number of days in advance you want the reminder to be sent), 1 Week
Before or Fortnight Before check box.

=

- S
School Event @g|
Drescription

Start time [ 27/01/2011 08:30 v Aldayevent [
Endtime | 27/01/2011 03:00 v

Frivate |

Reminder ]

Days in Advance [ 1'week Before [ Fortnight Before [

Ok ] [ Cancel
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2. If areminder has been requested for a school event recorded on the School
Diary, the reminder will be sent at the defined time. When the requested
reminder is sent, it is displayed in the My Reminders panel on the SIMS
Home Page.

My Reminders = I'E'r]
Bead Sent Subject
] 24002011 10032 Send Message about Generic event on 27/07/2011
B4 240172011 10625 Send Message about Personal T ask on 2640172011
B4 240720011 1025 Send Message about Staff Training D ay on 2400
B 2370172011 00:00 SendM ge about G vent on 260172011
Bl 19/701/2001 16:27 Follow up Behaviour Incident - Persi Lateness
More...
3. Click the required message to display its details in the Edit Personal Task

dialog.

-
s Fdit Personal Task

Edit Task Details

1

X

Drescription
Start D ate
Fricrity

Motes

|Send Meszage about Generic event on 27/01/2011

Due Date

Medium v Status

240201

Mot-5Started v

Add To Personal Diary

ly]

Reminder ] [24/01/2011

Send Meszage Tl—. Frint Report (=1

4. Edit any of the details, if required.

5. To send a message to other members of staff associated with the task, click
the Send Message button to display the Send School Event Message

page.

i ) More Information:
-/ Sending a Pupil/Student Message on page 52

Sending a Missing Register Message
A message can be sent to any teacher who has not completed their register
on time.

On the SIMS Home Page, select the check box adjacent to the required
Missing Register Notification then click the Send Message button.

A Missing Register message is sent to the appropriate teacher as a User
message. The message is displayed in the Messages panel of the teacher’s
Home Page or via Focus | InTouch | Show Messages.

Sending a Percentage Attendance Notification Message

Messages can be sent to parental contacts and other interested contacts
regarding a pupil/student’s school attendance. This enables your school to
increase awareness among parental contacts of their child’s attendance.
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Messages can be sent in praise of a child’s attendance, e.g. they have
attended 100% of their sessions this term, or to inform a parental contact of
unacceptable levels of absenteeism by pupil/students with a poor
attendance record.

Select Focus | Attendance (or Lesson Monitor) | Send Percentage
Attendance Notifications (InTouch) to display the Search Attendance

page.

Search Aftendance

@ Percentage Attendance Filter From: | 131272015 ﬁ?l‘ To: | 12012016 @) C%
Search

Percentage Range Select Group Type ‘Wheole School v m @) Sessions ) Lessons
@ Any e
Short Name | Description
Atleast 0 Whole School Selected
Between ] And

At Most

Select the Percentage Range by selecting the appropriate radio button
then entering the required figure. The options are:

= Any — selecting this option produces a list of pupil/student attendance.
This option is selected as default.

= At Least — selecting this option enables you to specify the minimum
percentage attendance that must be achieved for a pupil/student to be
included. Enter the figure in the adjacent field.

= Between - selecting this option enables you to specify the percentage
range of attendance that must be achieved for a pupil/student to be
included. Enter the figures in the two adjacent fields.

= At Most — selecting this option enables you to specify a percentage
figure of attendance, with any pupil/students, who match or fall below
this level, being included. Enter the figure in the adjacent field.

Select the date range over which you wish to gather attendance information
by entering dates in the From and To fields, or by clicking the respective
Calendar buttons then selecting the required dates. The dates entered must
fall within a single academic year.

The From date defaults to either the start date of the current academic year
or one month ago, whichever is the most recent. The To date defaults to
yesterday’s date.
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4. Select the scope from the Select Group Type drop-down list, e.g. Whole
School, Year Group, etc. The option selected determines the display of the
following table.

Select Group Type | Year Group v (5) Sessions () Lessons

Short Name  Description

9 Year 9
10 Year 10
1 Year 11
12 Year 12
13 Year 13

5. Highlight the appropriate option(s) in the table to indicate the required
group(s).
6. Select either the Sessions or Lessons radio button.

7. Click the Search button to display in the panel at the bottom of the page, all
pupil/students who match the search criteria entered.

| Name DOBE Attendance Percentage Possible Attendance Year Group Reg Group House Gender Ad Mo A
22 Abbey, Jimmy 1710411998 0 26 8 aa Female 003539
2L Burns, Paul 017111997 0 26 8 an Male 003607
2L Cronin, Michael 02/0319%8 0 25 8 aA Male 003613
l_-l Edgeworth. Rosemary 18/06/1998 0 26 8 ah Female 003618
L Garcha, Inderjest 26/03M1338 0 26 8 8A Female 003732 L

8. Select the check box of each pupil/student for whom you wish to send a
message. Alternatively, select the check box in the column header to select
all pupil/students displayed in the list.

9. Click the Send Message button to display the Send Percentage
Attendance Notification Message page.

i ) More Information:
)/ Sending a Pupil/Student Message on page 52

Sending an Achievement Notification Message

Messages can be sent to parental contacts and other interested contacts
when a pupil/student has been commended with an achievement award. For
example, you may wish to send a message to a parent/guardian or other
contact if a pupil/student achieves 10 achievement points. This enables your
school to increase awareness among parental contacts of their child’s
conduct.
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Select Focus | Behaviour Management | Achievement Notifications
(InTouch) to display the Select Achievements page.

Select Achievements L ®
© Achievement Filter From: [ 24/12:2010 | To: [ 23012011 | Q
Search
Search Condition Select Group Type | Whole School £
Oachisvement Types  OPaints  Oldward Types [gpo-u- o =
‘Whale School Selected
Code Description A

COM Community Event
MUS Musical Activity
EXC Extra-cumicular Activity

Academic Achievement | |

EE Excellent Effort
ow Qutstanding Work
QOTH Cther

ACAD  Academic
ACCI Accident 3

Choose the required Search Condition by selecting the appropriate radio
button then entering or selecting the required details.

= Achievement Types

Search Condition
(@ Achievement Types  (OPoints () Award Types

Code Description A

Academic Achievement
COM ‘Community Event | |
MUS Musical Activity

EXC Extra-curricular Activity

EE Excellent Effort

(o)) Dutstanding Work

OTH Other
ACAD  Academic -
ACCI Accident .

Highlight the achievement type(s) for which you wish to search.
= Points

Search Condition
(O Achievement Types (D Points () Award Types

@ Any

()4t Least I:l
Ofeween [0 Jad [0 ]
OLessThanl:I
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Select the points score for which you wish to search by selecting the
appropriate radio button then entering the required figure. The options
are:

Any — selecting this option produces a list pupil/student with any
achievements recorded. This option is selected as default.

At Least — selecting this option enables you to specify the minimum
number of achievement points that must be achieved for a
pupil/student to be included. Enter the figure in the adjacent field.

Between — selecting this option enables you to specify the
achievement points range that must be achieved for a pupil/student
to be included. Enter the figures in the two adjacent fields.

Less Than — selecting this option enables you to specify an
achievement points figure, with any pupil/students falling below this
level being included. Enter the figure in the adjacent field.

=  Award Types

Search Condition
(O Achievement Types  (JPoints  (5) Award Types

Code Description A
© Commended

M Merit

aMm 8 Merit Letter

BC Bronze Certificate

5C Sports Certificate

GC Gold Certficate

FC Platinum Certficate

FE Frefect Badge -
EAC Emeragency Aid Certificate

Highlight the award type(s) for which you wish to search.

3. Select the date range over which you wish to gather achievement
information by entering dates in the From and To fields, or by clicking the
respective Calendar buttons then selecting the required dates. The dates
entered must fall within a single academic year.

The From date defaults to either the start date of the current academic year
or one month ago, whichever is the most recent. The To date defaults to
yesterday’s date.

4. Select the scope from the Select Group Type drop-down list, e.g. Whole
School, Year Group, etc. The option selected determines the display of the
following table.

Select Group Type | Year Group v (©) Sessions () Leszons

Short Name Description
9

Year 9
Year 10
Year 11
Year 12
Year 13

5. Highlight the appropriate option(s) in the table to indicate the required
group(s).
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6. Click the Search button to display in the panel at the bottom of the page, all
pupil/students who match the search criteria entered.

[ Name AchievementType Luward Lward Points DOB Year Group Reg Group House Gender Ad No

DS‘-{ Abbey, Jimmy Academic Achievement Commended 2 17/04/1998 8 8a Female 00355%

7. Select the check box of each pupil/student for whom you wish to send a
message. Alternatively, select the check box in the column header to select
all pupil/students displayed in the list.

8. Click the Send Message button to display the Send Achievement
Message page.
i) More Information:

)/ Sending a Pupil/Student Message on page 52

Sending a Behaviour Notification Message

Messages can be sent to parental contacts and other interested contacts
when a pupil/student has been involved in a behaviour incident. For
example, you may wish to send a message to a parent/guardian or other
contact if a pupil/student accumulates a total of 10 behaviour points. This
enables your school to increase awareness among parental contacts of their
child’s conduct.

1. Select Focus | Behaviour Management | Behaviour Notifications
(InTouch) to display the Behaviour Notifications page.

Behaviour Notifications

© select Behaviours From: | 16/0422011 | o [1508201T ]| q
Search
Search Condition Select Group Type | Whole School | [Refiest]

(D Behaviour Types  (OPoints (O Action Types Shert Name Bescripion

Whole School Selected
Code Description &
ASS Assault
BULL Bullying
PAR Contact with Parents
DF Damage to Property
DF Defiance
DISR Disruptive Behaviour in Class
ET chfing

W Hemework lssue
] llicit Substances

2. Choose the required Search Condition by selecting the appropriate radio
button then entering or selecting the required details.
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= Behaviour Types

Search Condition

(©)Behaviour Types (O Points () Action Types

Code Description i
ASS Assault

BULL Bullying

PA Contact with Parents

DP Damage to Property

DF Defiance

DISR Disruptive Behaviour in Class

FT Fighting

Hinf Homework Issue

15 lllicit Substances v

Highlight the behaviour type(s) for which you wish to search.
= Points

Search Condition
()Behaviour Types  (5)Points () Action Types
©hny
(O At Least
() Betwesn And

(O Less Than

Select the points score for which you wish to search by selecting the

appropriate radio button then entering the required figure. The options
are:

=  Any — selecting this option produces a list of pupil/students with
any behaviour incidents recorded. This option is selected as default.

= At Least — selecting this option enables you to specify the minimum
number of behaviour incident points that must be recorded for a
pupil/student to be included. Enter the figure in the adjacent field.

= Between — selecting this option enables you to specify the
behaviour points range that must be recorded for a pupil/student to
be included. Enter the figures in the two adjacent fields.

= Less Than — selecting this option enables you to specify a
behaviour points figure, with any pupil/students falling below this
level being included. Enter the figure in the adjacent field.

= Action Types

Search Condition

() Behaviour Types  ()Points  (5) Action Types

Code Description A
COOL Cooling Off Peniod

DETN Detention

DoP Discussed with Pupil

EXCF Fixed Period Exclusion

| Isolation

LUMDET Lunchtime Detention

OR On Report

EXCP Permanent Exclusion

REFH Refer to Head of Department v

Highlight the action type(s) for which you wish to search.

116 | Managing Communications using InTouch



07] Managing School Messages

3. Select the date range over which you wish to gather behaviour information
by entering dates in the From and To fields, or by clicking the respective
Calendar buttons then selecting the required dates. The dates entered must
fall within a single academic year.

The From date defaults to either the start date of the current academic year
or one month ago, whichever is the most recent. The To date defaults to
yesterday’s date.

4. Select the scope from the Select Group Type drop-down list, e.g. Whole
School, Year Group, etc. The option selected determines the display of the
following table.

Select Group Type | Year Group w
Short Name Description

g Year 9
10 Year 10
1 Year 11
12 Year 12
13 Year 12

5. Highlight the appropriate option(s) in the table to indicate the required
group(s).

6. Click the Search button to display in the panel at the bottom of the page, all
pupil/students who match the search criteria entered.

|| -EF Name Date BehaviourType Action Foints Role DOB Year Group Reg Group House Gender Ad No

O S_—S- Day , Dawd  16/0572017 Bullying 2 07/081335 10 10F Male 003269

7. Select the check box of each pupil/student for whom you wish to send a
message. Alternatively, select the check box in the column header to select
all pupil/students displayed in the list.

8. Click the Send Message button to display the Send Behaviour Incident
Message page.

i ) More Information:
2/ Sending a Pupil/Student Message on page 52

Sending a Pupil/Student Timetable Message

Individual pupil/student timetables for the timetable cycle can be sent
electronically to a range of recipients, including the pupil/student and their
parent/guardians.

1. Select Reports | Timetables | Student Timetable(s) to display the
Select Students dialog.

IMPORTANT NOTE: This report is also available from the Student
Details page (Focus | Student | Student Details) by clicking the
Timetable hyperlink in the Links panel then clicking the Preview button.
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2. Enter or select the required options then click the OK button to display the
report output on the Student Timetable page. For full instructions on
running this report, please refer to the Producing Student List, Student
Analysis and Timetable Reports handbook.

—

&1

Timetable - Abbey, Jimmy 8A
as at 23/05/2011

Mon Tue Wed Thu Fri

Ma Te Ma Ge Ma
FE Maths |ET Techn|FE Maths |EM Langu: FE  Maths

Ay Te En Fr Gz
KB ArtRe|RT Techn|JA Englisl| ME Langu|AP Huma

.

Hi En S Pe En
KT Hums| T4 Englis]| TEE Scienc| BE Gym | JA Englis]

En Pe Se Ma Ay
T4 Englis]| BE Gym |TEE Scieno| FE Maths |[EB Art Fe

TEE Sciens|ME Langm| RT Techn| S4 Scienc| HG Humar

Se Fr Te Fs Re

The report layout can now be modified.

3. Click the Send button to display the Send a Student Timetable Message

dialog.
sis 5end a Student Timetable Message K I
Layout O pions

Output O phons

& Use a predefined layout CStudent Timetable

" Supply your own layout

Student

InTauch Cantact
Head Of House
Head Of aar
Registration Tutar

OdoO®E

| 18 | | Cancel |

4. Specify the preferred layout option by selecting the appropriate radio
button.

Use a predefined layout
The Default Layout is selected and cannot be edited.
Supply your own layout

This option is available for schools that prefer a report layout that is
different to the default layout available in SIMS. Before selecting this
option, an .XSL or .XSLT file (recommended for the production of a
printed output from .XML) must have been created.

Click the Browse button to display the Select a layout file dialog,
navigate to the required location, highlight the required .XSL file then
click the Open button to return to the Run a Screen Based Report
dialog. Alternatively, enter the path and filename manually.

5. In the Output Options panel, select the type(s) of person to whom you
wish to send the timetable by selecting the appropriate check box(es).
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6. Click the OK button to display the Send Student Timetable Message
page. The pupil/student's timetable is attached to the message
automatically.

i y More Information:

¥

"/ Sending a Pupil/Student Message on page 52

Sending a Staff Timetable Message

Individual staff timetables can be sent electronically to a member of staff.

1. Select Reports | Timetables | Staff Timetable(s) to display the Select
Students dialog.

IMPORTANT NOTE: This report is also available from the Employee
Details page (Focus | Person | Staff) by clicking the Staff Timetable
hyperlink in the Links panel then clicking the Preview button.

2. Enter or select the required options then click the OK button to display the
report output on the Staff Timetable page. For full instructions on running
this report, please refer to the Producing Student List, Student Analysis and
Timetable Reports handbook.

MMon

Timetable - VII's A Abell
as at 21/04/2010

Tue

Wed

Thu

Fri

10352
Science Lab

-

Syliel
Science Lab

11wi5c2
Seience Lab

134/Bi1
Science Lab

134/Bi1
Science Lab

PP4

Syliel
Science Lab

11wi5c2
Seience Lab

134/Bi1
Science Lab

103502
Science Lab

D5
Seience Lab

Syifel
Science Lab

D5
Science Lab

11wf5e2
Science Lab

D5
Seience Lab

10¥/5e2
Science Lab

11¥%/5e2
Science Lab

134/l
5 |seience Lab

FP4

3FPs
Science Lab

10¥/5e2
Science Lab

The report layout can now be modified.

3. Click the Send button to display the Send a Staff Timetable Message

dialog.
siMs Send a Staff Timetable Message EH I
Layout O phons

& Use a predefined lapout

™ Supply your own layout

Staff Timetable

0k

| | Cancel |

4. Specify the preferred layout option by selecting the appropriate radio

button.

= Use a predefined layout
The Default Layout is selected and cannot be edited.

=  Supply your own layout
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This option is available for schools that prefer a report layout that is
different to the default layout available in SIMS. Before selecting this
option, an .XSL or .XSLT file (recommended for the production of a
printed output from .XML) must have been created.

Click the Browse button to display the Select a layout file dialog,
navigate to the required location, highlight the required . XSL file then
click the Open button to return to the Run a Screen Based Report
dialog. Alternatively, enter the path and filename manually.

5. Click the OK button to display the Send Staff Timetable Message page.
The staff member's timetable is attached to the message automatically.

i) More Information:
2/ Sending a Pupil/Student Message on page 52

Sending a Pupil/Student Detention Message

If a pupil/student has been given a detention, a message can be sent to
their parent/guardians to inform them.

1. Select Focus | Behaviour Management | Maintain Detentions to display
the Find Detentions page.

2. Select the required detention details then click the Search button to display
the Detention Details page. For full instructions on recording detention
details, please refer to the Recording Detentions chapter of the Managing
Pupil/Students handbook.

3. In the Linked Students panel, click the Send button to display the Search
browser.

i) More Information:
2/ Sending a Pupil/Student Message on page 52

Sending a Pupil/Student Exam Timetable Message

You can send an email message to examination candidates, containing their
exam timetables. The message can also be sent to any InTouch contact,
together with their Head of House, Head of Year and Registration Tutor.

The exam timetable produced includes details about the candidate, the
examination title, the date and time of the exam, the room name and the
candidate's seat number. This report resembles the Candidate Timetable -
Default report available in Examinations Organiser (via Reports | Entries |
Candidate Timetables - Default).

The Priority of this type of message is 1 and the Importance is Medium.
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1. Select Reports | Exams | Send Timetables to display the Select
Students dialog.

ﬁ Select Students @
Search by Name Season June Exams 2012 hd
Available Studenis Selected Studenis
Name Reg  House o Name Reg  House Year(s)
Agustino, Poliie USM  HOLLES = T
Ahne, Brigit USM  HOLLES Registration Group(s)
Alkeiser, Fannie UEH FITZW.. ]
Allzra, Bthalyn UsL  TYRC. fiusels]
Alvelo, Olene usy DEVE..
Ameigh, Serenity USY  HOLLES -
Andreu, Collette usM  DEVE.
Arehano, Elenor USE TYRC.. ==
Auyong, Lawrie UsM  DEVE..
Bachor, Helmine usx TYRC.. <
Bacigalupo, Janis UGC  TYRC..
Bahun, Jameela usl DEVE.. <
Banneman, Sita USL  HOLLES
Barak, Emestine USF  TYRC..
Bartosik, Omella UEF  TYRC..
Baseler, Amber UBE  FITZW..
Bastian, Blanca L6G FITZW...
Battiata, Hafza UsM DEVE. ~

2. Select the Season for which you want to send exam timetables from the
drop-down list. This defaults to the season marked as Current in
Examinations Organiser but any future exam season can be selected.
Selecting a season populates the Available Students panel with the names
of all exam candidates who are in the cohort of the exam season and who
are taking at least one examination in the selected season.

There are a number of methods of selecting the pupil/students to whom you
want to send exam timetables:

=  Select individual pupil/students (please see Selecting Individual
Pupil/Students on page 123).

=  Select pupil/students of a specified year group (please see Selecting
Pupil/Students of a Year Group on page 123).

=  Select pupil/students of a specified registration group (please see
Selecting Pupil/Students of a Registration Group on page 124).

= Select pupil/students of a specified house (please see Selecting
Pupil/Students of a House on page 125).

IMPORTANT NOTE: The addition of Selected Students is a cumulative
process. For example, selecting an individual pupil/student, adding
pupil/students from a year group then adding pupil/students from a
registration group will display in the Selected Students panel the
pupil/students from the three selections.
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3. Once the required pupil/students are selected, click the OK button to display
the Send a Student Exam Timetable Message dialog.

m’Send a Pupil Exam Timetable Message @

Layout O plions
@ Use a predefined layout L= = R el -

Supply your own layout

Output O plions

Pupil

InTouch Contact
Head Of House
Head Of Year
Registration Tutor

Preview 0K | | Cancel

Ooooo®

4. Specify the preferred layout option by selecting the appropriate radio
button.

= Use a predefined layout

The Student Exam timetable layout is selected automatically and
cannot be edited.

=  Supply your own layout

This option is available for schools that prefer a report layout that is
different to the default layout available in SIMS. Before selecting this
option, an .XSL or .XSLT file (recommended for the production of a
printed output from .XML) must have been created.

Click the Browse button to display the Select a layout file dialog,
navigate to the required location, highlight the required . XSL file then
click the Open button to return to the Send a Student Exam
Timetable Message dialog. Alternatively, enter the path and filename
manually.

5. In the Output Options panel, select the type(s) of person to whom you
wish to send the exam timetable by selecting the appropriate check box(es).
The check box(es) selected by default are the roles defined in the Exam
and Student Timetable panel on the InTouch Defaults Setup page
(please see Setting Default Communication Methods on page 176) (via
Tools | InTouch | Defaults Setup).

6. Click the Preview button to display the output in your web browser, if

required.
namoal Canaiae Timeaoke
Season : June Exams 2012 Year - UB
Name : Yvette Widden Morrison Rearé e
Candidate Number : 2018 eg Group :

Date Start Duration Board Level Element Component Room Seat

Fri 181052012 13:30 1h 30m EDEXL/GCE GCE/B BECD1: Economics 1 BECO101: Competitive Markets. Com1 B1

7. Click the OK button to display the Send Student Exam Timetable
Message page. The pupil/student’'s exam timetable is attached to the
message automatically.
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2 ) More Information:
)/ Sending a Pupil/Student Message on page 52

Selecting Individual Pupil/Students

In the Available Students panel, highlight the pupil/students to whom you
want to send exam timetables then click the Select Single button to move
them to the Selected Students panel. All pupil/students can be moved by
clicking the Select All button.

One or more pupil/students can be removed from the selected panel using
the same selection method then clicking either the Remove Single or
Remove All button.

> Select Single button
» Select All button

< Remove Single button
<« Remove All button

If many pupil/students are displayed, you may wish to search for the
required person by entering the first few characters of their surname in the

Search by Name field. Only the pupil/student(s) who match the search
criteria entered are displayed on the screen as you type.

NOTE: Pupil/students can also be added using the filter buttons available
on the right-hand side of the screen. Pupil/students can be filtered by year

group, registration group and house.

Selecting Pupil/Students of a Year Group
This filter enables you to select all pupil/students who are assigned to the
selected year group(s).
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1. Click the Year(s) button to display the Year(s) dialog.

@ —
SF Year(s) EJE|
Seachbydescipton |

Description
Mursery
Reception
ear 1
Year 2
ear 3
Year 4
‘Year B
‘Vear B
Year 7
‘ear 8
Year 3
ear 10
ear 11
ear 12
Year 13

2. Highlight the required year group then click the OK button to confirm the
selection.

If you have a long list of year groups, you may wish to search for the
required one by entering the first few characters of its description in the
Search by description field. Any year groups matching the search criteria
entered are filtered on the screen as you type.

Selecting Pupil/Students of a Registration Group

This filter enables you to select all pupil/students who are in the selected
registration group(s).

1. Click the Registration Group(s) button to display the Registration
Group(s) dialog.

-

=
%F Registration Group(s) EJE|
Semchoydescipton |

Description ~
MNHx
NHY
RH:
RHY
THX
THY
2H
2Hr
3H
3HY
AH,
AHY
SHY
BHi
EHY
EHi
THHB
THYB
THR
THYR
THHG
THYG
THY v
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2. Highlight the required registration group then click the OK button to confirm
the selection.

If you have a long list of registration groups, you may wish to search for the
required one by entering the first few characters of its description in the
Search by description field. Any registration groups matching the search
criteria entered are filtered on the screen as you type.

Selecting Pupil/Students of a House

This filter enables you to select all pupil/students who are assigned to the
selected house.

1. Click the House(s) button to display the House(s) dialog.

[ =
5 House(s) E]g]
Search by description l:l

Drescription
Red
“Yellow

Blue

Green
Crockett's

Dodking'
Dioig's
Jetha's
Lawrence
Mackenzie's
Owen's
Patrick's
Quick's

ak ] [ Cancel

2. Highlight the required house then click the OK button to confirm the
selection.

If you have a long list of houses, you may wish to search for the required
one by entering the first few characters of the its description in the Search
by description field. Any houses matching the search criteria entered are
filtered on the screen as you type.

Sending a Message for Attendance Late Marks

If either an L (Late before registers close) or a U (Late after registers close)
late code is recorded in a register for a pupil/student, a message of any type
(email, mobile or SIMS internal message) can be sent to their InTouch
contacts or key members of staff, enquiring why the pupil/student was late
at a particular time. Key members of staff are defined as those who have an
involvement with the pupil/student, e.g. their Registration Tutor, Head of
House and/or Head of Year.
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The message is sent to recipients according to the role options selected in
the Late Notification panel of the InTouch Defaults Setup page
(please see Setting Default Communication Methods on page 176) (via
Tools | InTouch | Defaults Setup). If the InTouch Contact role is
selected, the default recipient is the pupil/student's highest priority
contact(s).

WARNING: The wider the search parameters entered on this screen

(e.g. searching for late marks across the Whole School over the course of
a month), the longer the search will take. To facilitate the search for late
marks, you are strongly advised to search for smaller group sizes over a
shorter date range.

1. Select Focus | Attendance (or Lesson Monitor) | Send Late
Notifications to display the Late Notifications page.

Late Notifications. L ®
From: | 191272011 Select Group Type | whole Schaol v Number of Lates
. O Least Q Search
To: 80172012 FF]| | ShotName | Description
Vhole School Selected O Between And
Session & Lessan v -

2. Select the date range over which you wish to gather attendance information
by entering dates in the From and To fields, or by clicking the respective
Calendar buttons then selecting the required dates. The dates entered must
fall within a single academic year.

The From date defaults to either the start date of the current academic year
or one month ago, whichever is the most recent. The To date defaults to
yesterday’s date.

3.  From the drop-down list, select whether you wish to deal with Session &
Lesson, Session or Lesson attendance. The options available depend on
whether the SIMS Lesson Monitor licence has been applied.

4. Select the scope from the Select Group Type drop-down list, e.g. Whole
School, Year Group, etc. then click the Refresh button. The option
selected determines the display of the following table.

Select Group Type | Year Group v
Short Name Diescription A
8 Year &

9 Year 9
10 Year 10
1 Year 11
12 Year 12
13 Year 13 v
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Highlight the appropriate option(s) in the table to indicate the required
group(s).
On the Number of Lates tab of the adjacent panel, select the number of

late marks that must be accrued before a message will be sent. The options
are:

= At Least — selecting this option enables you to specify the minimum
number of late marks that must be recorded for a pupil/student to be
included. Enter the figure in the adjacent field.

= Between — selecting this option enables you to specify the range of late
marks that must be recorded for a pupil/student to be included. Enter
the figures in the two adjacent fields.

= Less Than — selecting this option enables you to specify a number of
late marks, with any pupil/students falling below this number being
included. Enter the figure in the adjacent field.

On the Total Minutes Late tab, enter in the At Least field the minimum,
cumulative number of minutes a pupil/student must have been late

(over the selected date range) that must be recorded for them to be
included.

IMPORTANT NOTE: Entering figures on both the Number of Lates and
Total Minutes Late tabs will search for pupil/students who match all of
the criteria entered.

Click the Search button to display in the panel at the bottom of the page, all
pupil/students who match the search criteria entered.

Late Notifications @ &
Fom: [0B0T2012 ooy Select Group Tybe | Year Group v Humber of Latss
_ Ohtleast |3 q peach

To. [18012072 [z | | ShortName | Desciption iy
8 Year 8 () Between And

S 3 Year 8

ESSI0n £s50n v 10 Year 10

11 Year 11 OlLess Than

12 Year 12
13 Year 13 v

[ &£ Name DOB Year Group Reg Group House Gender Ad Mo Number of Lates Total Minutes late

Dl’{ Derian. Jon 07/11/1998 2 8A Hooke Male 003795 4 28

Select the check box of each pupil/student for whom you wish to send a
message. Alternatively, select the check box in the column header to select
all pupil/students displayed in the list.

Click the Send Message button to display the Send Late Notification
Message page.

More Information:
Sending a Pupil/Student Message on page 52
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Sending an Alert Regarding Incomplete Marksheet

Results

e

You can send a message to members of staff, reminding them that they
have not yet completed the entering of results in a SIMS Assessment
marksheet. This functionality can be used for any marksheet where results
are due.

Missing marksheet alerts can be sent by email or SIMS internal message
only. If the preferred method of communication for a member of staff is set
to SMS messaging, both an email and a SIMS internal message will be sent.
For all users who have specified either email or SIMS internal message, the
message will be conveyed to them in their preferred format.

WARNING: The messages are sent to all the owners of marksheets
specified in the alert. Messages are sent for information purposes only so
the recipient is advised not to reply to the message (this advice is included
as part of the message text if you are using the system template, where
this text is included by default). If you reply to an alert message, the reply
is sent to the user who triggered the message and not necessarily the user
who set up the alert.

IMPORTANT NOTE: Missing marksheet alerts generated after 9pm will be
queued, and sent the next morning at 7am. This is to avoid messages
being sent during unsociable hours.

The intended recipients of the alert are calculated when the alert date is
reached. The messages produced are sent to the marksheet owner. If a
marksheet selected in an alert has no owner, a message will not be sent.

Alert definitions can be set up for the next academic year. If you choose to
do this, please be aware that in the time between now and when the alert is
due to be sent, group memberships and the content of marksheets may
change.

Additional Resources:

For information on ascertaining whether staff members have completed
the entry of results in all their marksheets, please refer to Missing Results
Report in the Individual Reports chapter of the Reporting and Additional
Functions in Assessment handbook.

WARNING: Selecting a large number of result sets may return a large
number of marksheets, leading to a reduction in performance of your SIMS
system. If you wish to send reminders about a large number of results,
you are strongly advised to create multiple alert definitions with each
definition dealing with a small number of result sets.
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Select Tools | InTouch | Missing Marksheets Alerts Setup to display
the Browse Missing Marksheet Alerts Definitions browser.

“ Browsze Mizzing Marksheet Alerts D efmshons
D Mew H Search @ Help 32 Cloze
Description | |
Description Alert Dates
< ¥

Search for an existing alert definition by entering a Description then
clicking the Search button to display all definitions that enter the search
criteria entered. Click the Search button without entering any criteria to

display all alert definitions.

Alternatively, click the New button to display the View Missing Marksheet
Alert Definition page, which is used to create a new alert definition.

View Mizzing M arksheet Alert D efintion
=1 Print @ Help E Unpin 32 Cloze
1Fesult Sets 2 Markheets 3 Alert Dates
A~

Description | |

1 Result Seis

e Fiesult Sets Module Loc... Locked Date Locked By -
[ IBY12 Half Tem 1 CES Assessment ..  ‘Yes 02/09/2011 Adrian Blacker
[ 1B 12 Half Tem 2 CES Assessment ... Yes 02/09/2011 Adrian Blacker
] IBY12 Half Term 3 CES Assessment ..  ‘Yes 02/09/2011 Adrian Blacker
[ 1B 12 Half Term 4 CES Assessment ... Yes 02/09/2011 Adrian Blacker
] IBY12Half Tem 5 CES Assessment .. Yes 02/09/2011 Adrian Blacker
[ IB*v12 Half Tem & CES Assessment ... Yes 02/09/2011 Adrian Blacker
] IB¥13Half Tem 1 CES Assessment... Mo
[ 1B 13 Half Tem 2 CES Assessment... Mo v

Group Filter | |

Refresh b arksheets

2 Markheets

= Marksheests Ownier Type

3 Alert Dates -
Alert Date |:| Mew

v

Enter a Description for the definition.
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4. In the Result Sets panel, select the check box adjacent to the Result Sets
associated with the marksheets for which you want to set up the alert.

5. Click the Browser button adjacent to the Group Filter field to display the
Group Browser dialog, if required, to further filter the marksheets that will

be returned.

=

™ Group Browser

Select the effective Group date

From To [Mm72012|(] [ Rehesh |

1 Candidates

Ethnicity

[]Home Language

[] First Language

[ Mew Intake Group

[ Registration Graup

[ Special Needs

[]*ear Group

[] Mational Curriculum Y'ear
[] Aszessment User Defined
[[] E#am Perfarmance Cohart
[ User Defined Groups
[ Discaver

[JHouse

Apply ] [EIearSeIection ][ Cancel

6. Click the Apply button to return to the View Missing Marksheet Alert
Definition page, where the selected Group Filter (if selected) is displayed.
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Click the Refresh Marksheets button to display in the Marksheets panel,
all marksheets associated with the selected Result Sets and the Group

Filter (if selected).

Yiew Mizzing Marksheet Alert D efrsbon
E Save ‘:ﬁ Undo (= Frint @ Help E Unpin 32 Cloze
1Result Sets 2 Markheets 3 Alert Dates
A~
Description | |
1 Result Sels
e Result Setz Module Loc.. Locked Date Locked By ~
[] TRK. *Year 13 Spring CES Assessment ... Mo
[ TRK ‘Year 13 Summer CES Aszessment ... Mo
[] vear 10 CES Assessment ... Mo
[ *ear 10 &uturmn Term CES Aszessment ... Mo
[] *ear 10 Spring Tem CES Assessment ... Mo
“ear 10 Surmmer Term CES Aszessment ... Mo
[ vear 11 CES Assessment ... Mo
[ *ear 11 &uturmn Tem CES Assessment ... Mo hd
Group Filter | | 9
Refresh i arkshests
2 Markheets
— Marksheets Owrer Tupe
[ 2 History GCSE Progress Tracke... KevinJacobs Clazs
3 Alert Dates
Alert Date D Mew
v

In the Marksheets panel, select the check box adjacent to the
marksheet(s) for which you want to send the alert.

Set the date on which you want to send the alert by clicking the New button
to display the Add/Edit an Alert Date dialog.

-

sus Add [ Edit an Alert Date

Alert Date

] [ Cancel

10. Enter the Alert Date, or click the Calendar button then select the required

date.
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11. Click the OK button to return to the View Missing Marksheet Alert
Definition page, where the Alert Date is displayed.

View Mizzing Mark sheet Alert D e fnsion
E Save “3\‘ Undo (=1 Frint @ Help @ Unpin 32 Cloze
1Result Sets 2 Markheets 3 Alert Dates
A~
Description | |
1 Result Sel=
e Result Sets Module Loc... Locked Date Locked By -~
[] TRK ‘Year 13 Spring CES Assessment ... Mo
[ TRK. *Year 13 Summer CES Assessment ... Mo
[ *ear 10 CES Assessment ... Mo
[ *ear 10 Autumn Tem CES Assessment ... Mo
[ *Year 10 Spring Tem CES Assessment ... Mo
vear 10 Surmmer Term CES Assessment ... Mo
[ vear 11 CES Assessment ... Mo
[ “ear 11 Autumn Tem CES Assessment ... Mo v
Group Filker | | b
Refresh b ark sheets
2 Markheets
= b ark sheets Owrer Type
2 Higtory GCSE Progress Tracke... KevinJacobs Class
3 Alert Dates
Alert Date D Mew
17/ms2mz2 (g
% Delete
v

12. Click the Save button to save the alert definition.

On the date of the alert, an email or SIMS internal message (or both, where
the intended recipient has recorded SMS message as their preferred method
of communication) is sent to the owner of the marksheet.

Sending an Alert to Designated Persons if a Behaviour
Type is Recorded

An automated message of any type (email, mobile or SIMS internal
message) can be sent to key members of staff, and/or to any specified
employee, as soon as an incident associated with a particular behaviour
type is recorded in SIMS (e.g. from Take Register), to assist with the
efficient monitoring of behaviour at your school. Key members of staff are
defined as those who have an involvement with the pupil/student, e.g. their
Registration Tutor, Head of House and/or Head of Year.

Only behaviour incidents where pupil/student details have been recorded
can trigger the sending of this message.
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Select Tools | InTouch | Behaviour Incident Alerts Setup to display the
Find Behaviour Incident Alert Definition browser.

“ Find Behaviour Incident Alert D efirsbon

D Mews H Search @ Help %2 Cloze
Description | | Behaviour Type <Ay w
Description Behaviour Types

Search for an existing alert definition by entering a Description and/or
selecting the associated Behaviour Type from the drop-down list, then
clicking the Search button to display all definitions that match the search
criteria entered. Click the Search button without entering any criteria to

display all alert definitions.

Alternatively, click the New button to display the Behaviour Incident
Alert Definition Detail page, which is used to create a new alert definition.

Behaviour Incident Alest Definition Detail
Save Undo &= Print

1 Basic Details

1 Basic Details 2 Behaviour Types 3 Recipient Reles 4 Recipients

@Help @Unpin %Close

Description ||

Fesend On Update O

2 Behaviour Types

Description

[ Assault

[ Bulying

[] Damage to Property

[ Defiance

[] Disruptive Behaviourin Class

[] Disruptive Behaviour Outside the Classroom

>

Check All

Uncheck All

3 Recipient Roles

Fials | Internal Messaging | Ernail | M obile

Registration Tutor O
Head of House O
Head of Year O

O O
O O
O O

4 Recipienis

Mame | Internal Messaging | Email | Mobile
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3. In the Basic Details panel, enter a Description for the definition.

4. If you wish to send another message to the intended recipients when the
behaviour incident record is updated, select the Resend On Update check
box. This would be particularly useful if you later record additional
pupil/students as being involved in the incident as it may broaden the
number of staff members who are made aware of the incident.

5. In the Behaviour Types panel, select the behaviour types for which you
want to send an alert message by selecting the appropriate check boxes.
Select all behaviour types by clicking the Check All button. If you make a
mistake, all check boxes can be deselected by clicking the Uncheck All
button.

NOTES: Only behaviour types whose status is set to Active (via Tools |
Setups | Behaviour Management | Behaviour Type) are available for
selection. If a behaviour type is set to Inactive after the alert definition
has been set up, the behaviour will be removed from the definition
automatically.

For incidents involving bullying, only the Bullying behaviour type can be
added to the alert definition. The bullying roles are not available for
selection.

6. In the Recipient Roles panel, for each type of intended recipient to whom
you wish to send an alert (Registration Tutor, Head of House and/or
Head of Year) select the check box(es) that indicate the required method
of communication for this alert.

WARNING: If a member of staff is set up to receive behaviour alerts but
then their email address or mobile phone number changes from being
Primary, they will not receive an alert. If any changes are made to the
staff member's Primary contact method, you will have to reconfigure the
alert accordingly.

7. To select recipients by name rather than by role, click the Add button in the
Recipients panel to display the Find Recipients browser.

=

#*s Find Recipients

P Find Recipients
Bl Search - = Print

Surname | Forename Fole  Head of Year v

StaffCode [ |

P
Bleininger, Mz Alanna FQ
Sharnir, Mr Lorinie b
Wansteenberg, Mrs Amina Lk
Warone, Mrs Maura I

‘wiakabayashi, Mrs Uschi (g

(1) 7 matches found
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Enter either all or part of their Surname, Forename or Staff Code

(if known). To search for a member of staff by Role, select from the

drop-down list.

criteria specified.

Click the Search button to list all members of staff who match the search

10. Highlight the required member(s) of staff. Use Ctrl + click or Shift + click

to select multiple people.

11. Click the OK button to return to the Behaviour Incident Alert Definition
Detail page, where the intended recipients are displayed in the Recipients

panel.

Behaviour Incident Alert Definition Detzil
E Save ;j Unde = Print

1 Basic Details 2 Behaviour Types 3 Recipient Roles 4 Recipients

@ Help QUnpin 32 Close

1 Basic Details
Description |Assault,-"Bth'1'ng
Resend On Update [l

2 Behaviour Types

Description

Assault

Bullying

[ Damage to Property

[] Defiance

[] Disruptive Behaviour in Class

[] Disruptive Behaviour Outside the Classroom

# | | CheckAll

Uncheck All

3 Recipient Roles

Rale | Intemal Messaging

[ Email

[ Mokile

Registration Tutor [l
Head of House kel
Head of Year =]

4 Recipients

[ Add |

Shamir, Mr Lonnie =]

MNarme Intemal Messaging
Bagnall, Mrs Lizzie ]

[ Ermail

— Remove

12. Select the check box relating to the communication method(s) you wish to
use for this message. Check boxes are selected by default according to the
options defined in the General panel of the InTouch Defaults Setup page
(please see Setting Default Communication Methods on page 176) (via

Tools | InTouch | Defaults Setup).

13. Intended recipients can be removed from the alert definition by highlighting

their name then clicking the Remove button.

14. Click the Save button to save the alert definition.
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When a behaviour incident relating to a behaviour type that has been
defined in the alert definition is recorded in SIMS, reminder messages are
sent to the intended recipients.

Sending an Alert Regarding Pupil/Student Exam
Attendance

1.

You can send an SMS or email message to internal examination candidates
who are scheduled for an exam, reminding them of a forthcoming
examination. The message can also be sent to any linked person marked as
a Priority 1 contact, if required.

WARNING: The messages are sent to all the recipients specified in the
alert. Messages are sent for information purposes only so the recipient is
advised not to reply to the message (this advice is included as part of the
message text if you are using the system template, where this text is
included by default). If you reply to an alert message, the reply is sent to
the user who triggered the message and not necessarily the user who set
up the alert.

IMPORTANT NOTES: Exam attendance alerts generated after 9pm will be
queued, and sent the next morning at 7am. This is to avoid messages
being sent during unsociable hours.

Each exam reminder alert definition will run only once for any given date.
If you want to send two reminders, one of which is seven days in advance
and the other is two days in advance of the exam, you will need to create
two alert definitions.

Select Tools | InTouch | Exam Reminder Alerts Setup to display the
Find Exam Reminder Alert Definition browser.

* Find Exam Reminder Alert D efinition
D Mew H Search @ Help SQ Cloze

Dezeription | |

Description Active

Search for an existing alert definition by entering a Description then
clicking the Search button to display all definitions that enter the search
criteria entered. Click the Search button without entering any criteria to
display all alert definitions.
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Alternatively, click the New button to display the Exam Reminder Alert
Definition Detail page, which is used to create a new alert definition.

Exam Reminder Alert Definition Detail
Save Undo =3 Print @ Help @Unpin % Close
1 Basic Details 2 Recipients 3 Alerts Forecast
A
1 Basic Details
Description ||
DoysInAdvorce
2 Recipients
Marme | MHext Exam | Student Email | Student Mobile | Contact Email Contact Mobile | 50 Add
Remove
3 Alerts Forecast

In the Basic Details panel, enter a Description for the definition.

From the drop-down list, select the number of Days In Advance of the
examination (up to seven, including Saturday and Sunday) that you want
the reminder to be sent.

Select the intended Recipients of the reminder by clicking the Add button
to display the Find Students dialog.

-

ss Find Students

b Find Students
B4 Search ~ (= Print

Sumame | ‘ Farename | |

Tie <t w[ ] vewGow [dnp W[ ] RegGowp [1HXY W[ ] Howe [anp W[ ]

MHame ‘Year Group Reqg. Group Houze Gender Admizzion Mumber ’\
ela, Ki l 004057

Bergdall, Tercero 1 TIHY Male 003950

Brackelsberg, Robina 1 T1H=Y “ellow Female 003939

Caron, Frances 1 TIHHY Iale 004066

Dombrook, Tranter 11 TIHHY “ellow b ale 003869

Diugar, Hani 1 T1HEY tale 003962

Freker, Shemy 1 TIHAY Female o407

Gouge, Shayne 1 TIHY ellow Male 0037

Giriblin, Bria 11 T1HRY “rellow Female 003333

Grotts, Lela 1 TIHHY Female 004060

F.alkwarf, Ravindra 1 TIHEY Male 0032993

Keshishian, Gratien 1 TIHHY “ellow Male 003884

Lahm, Hiltrud 1l TIHHY Female 004068
i inling 11 11y ‘ellouy bdale 003594 s

(1) 24 matches found

The pupil/students available for selection are those with an examination
scheduled today or at any point in the future, including in future academic
years.
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10.

11.

12.

13.

14.

Enter either all or part of the pupil/student Surname and/or Forename.

Select applicable values from the various drop-down lists to further restrict
the list of pupil/students returned.

Click the Search button to list all pupil/students who match the search
criteria specified.

Highlight the required pupil/student(s). Use Ctrl + click or Shift + click to
select multiple pupil/students.

Click the OK button to return to the Exam Reminder Alert Definition
page, where the intended recipients are displayed in the Recipients panel.

Exam Reminder Alert Definiion Detail
Save Unde =i Print @Help EUnpin %Close
1 Basic Details 2 Recipients 3 Alerts Forecast
~
1 Basic Details
Description |Year 11 - GCSE - wic 2110172019
Days In Advance |2 v|
2 Recipienis
I ame Mewst Exam | Student Emnail | Student Mobile | Contact Email Contact Mobile | 50 Add
Freker, Sherry 24/01/2018 v O R
Keshishian, Gratien 2410142019 =] O SmEE
3 Alerts Forecast

Select the check box relating to the communication method(s) you wish to
use for this message. The presence of the Student Email, Student Mobile,
Contact Email and Contact Mobile check boxes are determined by the
data stored against the appropriate person. Check boxes are selected by
default according to the options defined in the Exam Reminder panel of the
InTouch Defaults Setup page (please see Setting Default Communication
Methods on page 176) (via Tools | InTouch | Defaults Setup).

Intended recipients can be removed from the alert definition by highlighting
their name then clicking the Remove button.

The Alerts Forecast panel provides information on the total number of
Mobile Alerts and Email Alerts that will be sent when the reminder
message is sent. In the previous example, only two Student Email
messages will be sent so the Email Alerts field displays 2.

NOTE: Please note that the Alerts Forecast assumes that only one SMS,
or push notification, if applicable, is required to send each message.

Click the Save button to save the alert definition.
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On the date of the alert, reminder emails and mobile messages are sent to
the intended recipients.

Sending an Alert Regarding Cumulative Achievements

WARNING: It is strongly recommended to set up alerts for Cumulative
Achievements at the beqginning of the academic year. If you set up these
alerts during the academic year, SIMS will send alerts for any students
who already achieved the Points Threshold.

You can send a mobile or email message to pupil/students regarding their
cumulative achievements. The message can also be sent to any linked
person marked as a Priority 1 contact, if required, together with school
contacts.

1. Select Tools | InTouch | Cumulative Achievement Alerts Setup to
display the Find Cumulative Achievement Alert Definition browser.

“ Find Cumulative Achievement Alert Definiion

D Mew H Search Open Delete Print Mext Previous @ Help 32 Close
Description | | Lward Type  <Any> - l:l Year Group  <Any> - I:I
Description Award Type Year Groups Points Threshold

2. Search for an existing alert definition by entering a Description, selecting
an Award Type and/or selecting a Year Group then clicking the Search
button to display all definitions that enter the search criteria entered. Click
the Search button without entering any criteria to display all alert
definitions. Highlight the required definition then click the Open button to
display the Cumulative Achievement Alert Definition Detail page.

Alternatively, click the New button to display the Cumulative
Achievement Alert Definition Detail page, which is used to create a new
alert definition.

1 Basic Details

Dezcription |

Awerd Type I -

Year Groups Deescription - Check All

[T Mursery Uncheck All
[ Reception
[ *ear 1
[ Year 2
[ Year 3
[ Year 4
[] Year & il

Foints Threshold | |

m

3. In the Basic Details panel, enter a Description for the definition.
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4. Select the Award Type you wish to associate with the definition from the
drop-down list.

5. Select the check box adjacent to the Year Groups for which you want to
send the alert.

6. Enter the Points Threshold for the definition. This is the number of points
a pupil/student must achieve to be granted an award.

7. Click the Save button to save the alert definition.

When a pupil/student in the selected year group achieves the number of
points defined in the alert definition, a message of the defined type is sent
to the intended recipient(s).

Sending an Examination Result Message

You can send an email message to examination candidates, containing their
exam results. The message can also be sent to any InTouch contact,
together with their Head of House, Head of Year and Registration Tutor.

This report is produced to review the results, or view the forecast of results,
for each candidate. The report includes information such as the Board,
Level, Element Code, Title and Grd1.

The process of sending an examination result message consists of two
parts:

= Defining the recipients of the message (please see Defining the
Recipients of Exam Result Messages on page 140).

= Sending the message to the recipients (please see Sending Examination
Results to Pupil/Students on page 144).

Defining the Recipients of Exam Result Messages

To assist with the timely distribution of examination results, an email
message containing as an attachment a candidate's examination results can
be sent to pupil/students once results have been processed in Examinations
Organiser. To use this functionality, an email address must be recorded in
the pupil/student's record, as well as in the record of other designated
persons.

If an embargo date for the examination season has been defined in
Examination Organiser, emails can be sent only after this date has passed.
The message sent resembles the Candidate Statement of Result, as
produced by Examinations Organiser.

WARNING: If an embargo has not been set up for the exam season,
exam results can be sent at any time. However the sending of exam
results should be carried out on the stated date only. If you are in any
doubt as to whether exam results should be sent, you are strongly advised
to set up the exam results definition only on the date you intend to release
the results. Alternatively, you are advised to set up an embargo so that
exam results cannot be distributed prematurely.
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Additional Resources:

For more information on setting an embargo for an exam season, please
refer to Setting Up the Results Embargo for Results Download Days in the
Setting up Examinations Organiser chapter of the Preparing Examinations
Organiser for an Exams Season handbook

Before email messages can be sent, you must determine the candidates to
whom you wish to send results. The candidate selection process can be
carried out at any time prior to the intended sending of examination results.
The candidate selection process can be used to exclude particular candidates
from the mailing list.

Once the exam season has been selected and the intended recipients have
been selected, exam result email messages can be sent (please see Sending
Examination Results to Pupil/Students on page 144).

WARNING: Selecting a large number of recipients in a single exam result
definition may lead to a reduction in performance of your SIMS system. If
you wish to send messages to a large number of students, you are
strongly advised to create multiple exam result definitions, with each
definition dealing with a small number of students, e.g. by year group,
registration group, subject, etc.

Select Tools | InTouch | Exam Results Setup to display the Find Exam
Results Definition browser.

f FindExam Results Definition
D Mew H Search @ Help 32 Cloze

Description | | E=am Season I

Description Exam Seazon Embargo End Date and Time

Search for an existing result definition by entering a Description and/or
selecting the associated Exam Season from the drop-down list, then
clicking the Search button to display all definitions that match the search
criteria entered. Click the Search button without entering any criteria to
display all alert definitions.
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Alternatively, click the New button to display the Exam Results Definition
Detail page, which is used to create a new definition.

Exam Results Definition D etad

B Save “3\' Undo (=1 Print
1 Baszic Detal: 2 Recipients

@ Help E Linpin 32 Cloze

1 Basic Details
Description |GESE Fesults 2012 - Year 11 - Reg Group 114
Exam Season June [Summer] Exams 2012 w
Embarga End 17/08/2012 1210

2 Recipienis

Student InTouch Contact Fiegistration Tutor Head Of House | Head Of Year 54 Add

M ame

3. In the Basic Details panel, enter a Description for the definition.

4. Select the Exam Season for the definition from the drop-down list. The
Exam Season displayed is the default season set in Examinations Organiser
but can be changed to any other exam season in the current academic year
or the previous exam season, if the current academic year has no exam
seasons. If an embargo has been set up for the selected season, the

Embargo End date is displayed.

NOTE: If an embargo has been set up for the selected season, messages
that contain exam results cannot be sent until this date is reached.
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To select the intended recipients, click the Add button in the Recipients
panel to display the Find Students browser.

-

sHs Find Students

PO Find Students
H Search -

Surname | ‘ Forename | | SEM Status
o [ew W[ veeter [aw  w[] Feten [ L] Hose [aw W[

Mame ‘Y'ear Group Feg. Group House Gender Admizsion Mumber SEN Status

Cancel

Enter either all or part of their Surname or Forename.

Select applicable values from the various drop-down lists to further restrict
the list of pupil/students returned.

Click the Search button to list all students who are scheduled to sit an exam
in the selected exam season and have an exam entry.

-

ss Find Students

B Find Students
B Seach = (= Print

Sumame | ‘ Farename | | SEM Status
Tier - ‘Year Group - Reg. Group 114 w - Hauze -

MHame ‘Year Group Reqg. Group Houze Gender Admizzion Mumber SEN Status ~
i 114

Amiz, Joshua 1 14 Curie: Male 003275

Ashfield, Angela 1 14 Curie Female no3zan
Benter, Francessca 1 & Mewton Female 003414 Mo Special Educatio...
Blackett, Yoland 11 a4 Flemming Female 003292
Cruik.zhank, Barnaby 1 T4 Male 004110
Dramptan, Levi 1 14 ale 004111 0
Halmes, Tom 1l 1A Male 04122
Hunter, |zabelle 1 A Female 004123
Jones, James 1 114 Flemriing tale 003330
Lester, John 1 T4 Bayle tale 003336
Malik, 5aima 1 14 Flemnming Female 003422 Mo Special Educatio...
Meally, Michells " T4 Flernming Female 003354
11 11 blewtor, bdale e v

(1) 26 matches found

Highlight the required student(s). Use Ctrl + click or Shift + click to select
multiple pupil/students.

Managing Communications using InTouch | 143



07] Managing School Messages

10.

11.

12.

13.
14.

./.
g

Click the OK button to return to the Exam Results Definition Detail page,
where the intended recipients are displayed in the Recipients panel.

Exam Results Definition D etad

B Save “3\' Undo (=1 Print @ Help E Unpin 32 Cloze
1 Baszic Detal: 2 Recipients

1 Basic Details
Description |GESE Fesults 2012 - Year 11 - Reg Group 114

Exam Season June [Summer] Exams 2012 w

Embarga End 17/08/2012 1210

2 Recipienis

M ame Student InTouch Contact Fiegistration Tutor Head Of House | Head Of Year LL:_| Add
[l A
............................

Amig, Joshua

Aszhfield, Angela
Benter, Francessca
Blackett, roland
Cruikzhank, Barnaby

Halmes, Tom
Hunter, lsabelle
Jones, J ames
Lester, John
Malik, Saima

]
]
)
)
)
D ampton, Lewvi [l
)
]
]
]
[l

Select the check box relating to the communication method(s) you wish to
use for this message. Check boxes are selected by default according to the
options defined in the General panel of the InTouch Defaults Setup page
(please see Setting Default Communication Methods on page 176) (via
Tools | InTouch | Defaults Setup).

Intended recipients can be removed from the definition by highlighting their
name then clicking the Remove button.

Click the Save button to save the alert definition.

Email messages containing exam results for the selected recipients for the
selected exam season can now be sent to the selected recipients (please see
Sending Examination Results to Pupil/Students on page 144). However if an
embargo has been set for the exam season, it will be possible to send exam
result messages only when the embargo date has past.

More Information:
Sending Examination Results to Pupil/Students on page 144

Sending Examination Results to Pupil/Students

You can send an email message to examination candidates, containing their
exam results. The message can also be sent to any InTouch contact,
together with their Head of House, Head of Year and Registration Tutor. To
send exam results, it is first necessary to create an exam results definition
(please see Defining the Recipients of Exam Result Messages on page 140).

This report is produced to review the results, or view the forecast of results,
for each candidate. The report includes information such as the Board,
Level, Element Code, Title and Grd1.
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IMPORTANT NOTES: Only the overall grade is displayed on the report, in
the Grd1 column. Modular marks and certification details will not be
displayed. If a student is continuing to study for their exams and there are
interim results that are graded, these will be displayed in the Grd1
column.

The student's UCI and ULN are not included in the report output.

If an embargo has been set up for the selected exam season, the Send
button will be disabled until the embargo has expired.

WARNING: If an embargo has not been set up for the exam season,
exam results can be sent at any time. However the sending of exam
results should be carried out on the stated date only. If you are in any
doubt as to whether exam results should be sent, you are strongly advised
to set up the exam results definition only on the date you intend to release
the results. Alternatively, you are advised to set up an embargo so that
exam results cannot be distributed prematurely.

1. Select Reports | Exams | Send Exam Results to display the Send Exam
Results dialog.

@ - n

M Send Exam Results @El

Select Exam Resulis Definition

Exam Seazon lune [Surmer] Exams 2012 + | Embargo End

Exam Fesult Defirition  Test v

Recipienis
Mame | Student | InT ouch Contact Reqistration Tutar Head Of House | Head Of Year
Benter, Francessca [l [l ~
Malik.. S airma
Sama, Sana
Zog, Simon
Amis, Joshua ] kel
Wwialdock, Tanya
Rosenberg, Richard O
Swayne, b atthew
Meally, Michele
Aszhfield, Angela [l el
Martan, Yicki
Blackett, ‘r'oland ] ] v

Send ] [ Cancel

2. Select the Exam Season for which you want to send exam results from the
drop-down list. This defaults to the season marked as Current in
Examinations Organiser but the previous or future exam season can be
selected.

3. Select the required Exam Result Definition from the drop-down list. If
only one result definition has been created in SIMS, its name is displayed
automatically in this field.

If an embargo has been set up for the selected exam season, the Embargo
End date is displayed.
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./.
L/

Selecting an exam definition populates the Recipients panel with the names
of the exam candidates associated with the definition. Details of the
pupil/students and their associated contacts who will also receive a copy of
the exam results are displayed (Student, InTouch Contact, Registration
Tutor, etc.).

A tick in a column indicates the intended recipient of an exam result
message.

Click the Send button to send the messages to the selected recipients.

\}4) Messages successfully sent,

Click the OK button.
Click the Cancel button to complete the process.

More Information:
Defining the Recipients of Exam Result Messages on page 140
Setting Default Communication Methods on page 176

Sending an Attendance Letter Message

To assist with the timely distribution of letters to parent/guardians regarding
a pupil/student's attendance, an email message containing as an
attachment their child's attendance letter can be sent. The recipient(s) of
the letter will be those defined in the Attendance Letter panel on the
InTouch Defaults Setup page (please see Setting Default Communication
Methods on page 176) (via Tools | InTouch | Defaults Setup).

Prior to sending attendance letters via email, letter definitions must be set
up (via Tools | Setups | Attendance Setup | Letter Definition). For
more information on defining letter templates, and the types of letters that
can be defined, please refer to the Producing Standard Attendance Letters
chapter in either the Managing Pupil/Student Attendance handbook or the
Monitoring Session and Lesson Attendance handbook.

The process of producing the attendance letters is similar to the existing
functionality in SIMS Attendance/Lesson Monitor, with an additional option
available to send the letter via email.

NOTE: Users with the permissions to print attendance letters can also send
letters via email.
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Select Reports | Attendance (or Lesson Monitor) | Letters | Print and
Send Letters to display the Print and Send Letters wizard.

-

Print and Send Letters

Print and Send Letters

H Search

Fiom [26/02/2012 ][] to [26/03/2012 [ ] Group Tope |vear Group v
Short Mame Dezcription

g Year 8

9 Year 9

10 Year 10

ikl Year 11

12 Year12

13 Year 13

[ selectal | [ Deselectan

[ Mest > ] [ LCancel ]

A default date range of from one month ago yesterday (From), to yesterday
(To) is displayed. If a different date range is required, enter the appropriate
dates in the From and to fields or click the Calendar buttons and select the
required dates.

Calendar button

NOTE: The dates in the From and to fields must fall within the same
academic year.

By default, the Group Type is displayed as Year Group. If a different
Group Type is required, select the required group from the drop-down list
then click the Search button to refresh the display.

Highlight the required group name(s) then click the Next button to display
the Criteria page.
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To select more than one group, hold down the Ctrl key and click the
required group names to highlight them. The Select All button and
Deselect All button (located at the bottom left-hand side of the Print and
Send Letters wizard) can also be used, if required.

-

Print and Send Letters

Criteria

Letters Available Lates Options
Letter Mame Type of Letter Attendance

Marks to check

(®) Late Before Registration Closed
() Late After Registration Clozed
() Both Late Before and After

Include students with the following number
of these marks

< 3| | @ dny
Output Oplions O At Least I:I
() Preview in Wword () Produce data file orly [C5Y format) © Less Than I:I
[ < Back ] [ Pritit ] [P_ Send ] [ Cancel ]

5. From the list of Letters Available, highlight the name of the letter you wish
to publish and send. The options in the right-hand panel vary depending on
the Type of Letter assigned to the selected letter.

6. Select and/or enter the required options for the type of letter selected. The
following options are available.

= Chosen Code

Indicate the code(s) to be included in the report by selecting the
required check box(es).

Chosen Code Options

Codes

Include students with the following number
of these marks

* Any
" At Least l:l
" Less Than l:l

Include pupil/students with the following number of these marks:
=  Any

= AtlLeast

. Less Than

Select the appropriate radio button and enter the required number of
marks.
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Lates

Select the radio button representing the Marks to check:
= Late Before Registration Closed

= Late After Registration Closed

= Both Late Before and After

Lates Options
Marks to check
* Late Before Registration Closed
7 Late After Registration Closed

" Bath Late Befare and After

Include students with the: following rumber
of these marks

* Any

" it Least l:l
" Less Than l:l

Include students with the following number of marks:
= Any

= At lLeast

= Less Than

Select the appropriate radio button and enter the required number of
marks.

Percentage Attendance

Include students with the following percentage attendance:

= At Least

= Less Than

. Between < > and < >

Select the appropriate radio button and enter the required percentage.

Percentage Attendance Oplions

Include students with the following
percentage attendance

* At Least

[ 1]
" Less Than l:l

" Between

[ ]

Unexplained Absence

Include students with the following number of unexplained absences:
=  Any

= At lLeast
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Select the appropriate radio button and enter the required number of
marks.

Unexplained Absence Oplions

Include any students with the following
number of unexplained absences

o fny

A Least l:l

= Continuous Absence
Applicable to Sessions Only

Continuous Absence Oplions

Include students whao are abzent and have
been abszent without explanation far the
following number of sessions

o A Least l:l

Include students who are currently absent and have been absent
without explanation for the following number of sessions:

= At lLeast
Enter the required number of sessions, e.g. 10.

7. Select the Preview in Word radio button then click the Send button to
display the Attach Letters dialog. The Send button is disabled if the
Produce data file only (CSV format) radio button is selected.
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8. To attach the letter to the DMS for the selected pupil/students, select the
appropriate check boxes. The Check All and Uncheck All buttons can be
used to assist with the selection.

=

s Attach Letters E| E|

Attach Letters to the Document Management Server for:

M ame

[] Hutchingon, Roger
|:| K.aur, Samreen
[ Kimptage, Olivia
|:| tazan, David
[ McKinnon, Ali
[ Peacock., Chris
[] Peterzon, Ben
[ Price. David
[ Rainey. Adele
[ Rhodes, Mary

Check Al | | Uneheck &1

ak ] [ Cancel

9. Click the OK button to attach the letters to the DMS, link the letters to the
pupil/student’s record and display the Send Attendance Letter Message
dialog.

-

- P
#*: Send Attendance Letter Message Elﬁ__d

Output O piions
O Student
[ InTouch Contact
[0 Head Of House
[0 Head OfYear
[0 Registration Tuter

()8 ] [ Cancel

10. In the Output Options panel, select the type(s) of person to whom you
wish to send the letter by selecting the appropriate check box(es). The
check box(es) selected by default are the roles defined in the Attendance
Letter panel on the InTouch Defaults Setup page (please see Setting
Default Communication Methods on page 176) (via Tools | InTouch |
Defaults Setup).

11. Click the OK button to create the letter(s).

Creating Letters 040

[ J
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12. If a primary email address has not been recorded for any of the intended

recipients, the following dialog is displayed.

rﬁ Contact Details @

The following recipients do not have a primary email address and so cannot
receive attendance letters.

Mr Del Rainey A
Mrs S Price

Mr Jim McKinnon

Mrs Karen McKinnon
Mr R Peacock

Mrs MICHELLE Peacock
Mrs J Rhodes

Ok

13. Click the Print button to produce a report of these contacts, click the Ok
button then update their contact record before running this process again.
Alternatively, click the Ok button and continue to send the messages to
contacts who have a primary email address recorded.

14. Once the letters are created, the Send Attendance Letter Message page
is displayed and the attendance letter is attached to the message
automatically. The letter is in PDF format.

Send Attendance Letter Message P )
DA || v || 2 B, &
Send Send & Log Attach Files Templates Mormal Preview
A
[} Linked Adults of Adele Rainey [} Linked Adults of David Price [LF Linked Adults of Ali McKinnon
¥
Subject <Prsfenegiame>. <YearGroup>. <ReaGmup=
Attached:
|| Attendancel etter pdf
Total Message Size: 78KB of 4MB. Maxamum message size is 4MB.
Message: Al 2+l BI U == |E== & B~&~
Please find attached a letter relating to your <son/daughter='s attendance.
NOTE: The recipient(s) of the message are determined at an earlier stage
and cannot therefore be changed here.

Once the message is sent, the attendance letter is accessible via the Linked
Documents hyperlink in the Links panel of the pupil/student record
(Focus | Pupil (or Student) | Pupil (or Student) Details).
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? Additional Resources:
or

Using the Pupil/Student Links Panel chapter of the Managing
Pupil/Students handbook

i y More Information:
2/ Sending a Pupil/Student Message on page 52

Sending an Individual Assessment Report Message

Individual Reports enable you to design and generate reports for individual
pupil/students in Microsoft® Word.

Before reports can be generated, one or more Individual Report Formats
must have been created in, or imported into, SIMS Assessment. Individual
Report Formats are templates on which Individual Reports are based and
are designed in Microsoft Word. Reports are generated by associating the
required pupil/students with a selected Individual Report Format.

An email containing as an attachment a pupil/student's Individual Reports
can be sent to a pupil/student’'s email address, their parent/guardians as
well as the email address of other designated persons. The recipient(s) of
the reports will be those defined in the Individual Assessment Report
panel on the InTouch Defaults Setup page (please see Setting Default
Communication Methods on page 176) (via Tools | InTouch | Defaults
Setup).

NOTE: The following instructions assume that the Individual Reports that
you wish to send have already been created in SIMS Assessment and that
the selection of pupil/students has been made in the Generate panel of
the of the Individual Report Details page. For detailed instructions on
creating Individual Reports, please refer to the Individual Reports chapter
of the Reporting and Additional Functions in Assessment handbook.

1. Select Focus | Assessment | Individual Report to display the Find
Individual Report browser.

[ Find Individual Report
|:| New (M) Search Open Delete =i Print G Next Previous @ Help 9 Close

Indivicual Report Name | | Owner Allindividual Reports = Select Category [}

Name Cwner

K52 P1 Student England 2012

KS2 P2 Comparative England 2012

K52 P3 Comp TAs by gender England 2012

K52 P4 Comp Tests by gender England 2012

Mock Results - L6 Shania Highsmith

Mock Results - L6 - HOY Shania Highsmith

Mock Results - LIS Shania Highsmith

Mock Results - LIE Shania Highsmith =

2. Search for and highlight the required Individual Report.

3. Click the Open button to display its details on the Individual Report
Details page.

4. Select the appropriate options and the required pupil/students. For more
information, please refer to the Individual Reports chapter of the Reporting
and Additional Functions in Assessment handbook.

Once the required pupil/students have been selected, the Send button
becomes enabled.
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5. Click the Send button to display the Send Individual Assessment Report
Message dialog.

ﬁ Send Individual Assessment Report Message @

Output O phons
O Pupil
[t InTouch Contact
[0 Head Of House
[0 Head Of Year
[ Registration Tutor

0K | [ Cancel

6. In the Output Options panel, select the type(s) of person to whom you
wish to send the report by selecting the appropriate check box(es). The
check box(es) selected by default are the roles defined in the Individual
Assessment Report panel on the InTouch Defaults Setup page
(please see Setting Default Communication Methods on page 176) (via
Tools | InTouch | Defaults Setup).

7. Click the OK button to create the report(s).

Creating Individual Assessment Reporis 411
—

8. If a primary email address has not been recorded for any of the intended
recipients, the following dialog is displayed.

m Contact Details @

The following recipients do not have a primary email address and so cannot
receive individual assessment reports.

Mrs Pacifica Magnan

L

Ok

9. Click the Print button to produce a report of these contacts, click the Ok
button then update their contact record before running this process again.
Alternatively, click the Ok button and continue to send the messages to
contacts who have a primary email address recorded.

154 | Managing Communications using InTouch



07] Managing School Messages

10. Once the letters are created, the Send Individual Assessment Report
Message page is displayed and the individual report is attached to the
message automatically. Where Microsoft Office 2007 or later is installed, the
report is in PDF format. Where Microsoft Office 2003 is installed, the report
is in RTF format.

Send Individual Assessment Report Message

‘@ v || 92 |8, b ,|

Send & Log Adtach Files Templates Normal Praview

Linked Adults of lvory Armada

[LF Linked Adults of Caris Anderton [LF Linked Adults of Amalis Berge Lt

Subject:

Attached:
| IndividualRepert pdf

Total Message Size: 56KB of 4MB. Maximum message size is 4MB.

Message: | sy viecv @y B I U

11
I
I
i
i
%
>
&

Please find attached your Assessment Report.

NOTE: The recipient(s) of the message are determined at an earlier stage
and therefore cannot be changed here.

More Information:
Sending a Pupil/Student Message on page 52

\.:'“‘

Sending a Cover Slip Message

If a teacher is scheduled to provide cover for a class (perhaps because a
member of staff is absent from school through illness) or if a class needs to
be moved to a different room, a cover slip can be distributed to the teacher.
For example, English Room 1 has been closed so that an exam can be held
there so a Year 8 English class has been moved to English Room 5. Cover
slips can be sent electronically from the Cover Diary, so that the covering
teacher is aware of this additional commitment to their teaching schedule.

If a member of staff has multiple assignments, these are merged into a
single message. However if you choose to send the message by SMS, more
than one message might be sent.

Intended recipients will receive a message via the preferred communication
method (SMS message, email message or internal message).

For detailed information regarding the use of the Cover Diary, together with
the search options available from the browser, please refer to the Cover
handbook.
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1. Select Focus | School | Arrange Cover to display the Cover Diary

browser.
' Cover Diary
H Search [ Open =) Print @ Next Previous Links - @ Help %E\ose
Academic Year 20122013 - VeekBeginning 22 Oct 2012 - [E=] weeks 1 - ShowonlyTTdays B Tiers <Anys -
Date Day TimeTable Day ~ Absentstaff  Activities requinng attention/cover  (Hours)  Supply Staff Booked  {Hours)
22/10/2012 Monday Mon 2 0 0.00 0 0.00
23102012 Tuesday Tue 1 o 0.00 2 13.30
2410/2012 Wednesday Wed L] o 0.00 0 0.00
25/10/2012 Thursday Thu 1 o 0.00 0 0.00
26/10/2012 Friday Fi L] o 0.00 0 0.00

2. Search for and select the required day to display the Cover Arrangements
page.

3. Make the appropriate cover arrangements then click the Save button.

4. Click the Send button to continue.

NOTE: The Send button is enabled only if cover arrangements have been
set.

If an email address or mobile number has not been recorded for an intended
recipient of this message (whichever is the default communication method
for this type of message), the following dialog is displayed.

HE Contact Details [-2 =3l
The following recipients do not have the default communication
methed available.

Staff Code Staff Name
1RC Cooke, Rachel

oK ][ cancel
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Click the OK button then update their contact record before running this
process again. Alternatively, click the OK button and continue to send the
messages to contacts who have the default communication method details
recorded using the Cover Slip Message dialog. For the contacts who do not
have the default details recorded, an alternative method of communicating
the message can be selected using the Cover Slip Message on the
following page.

m Cover Slip Message @
Cover Staff
| Staff Code | Staff Name Internal W [ Email [ sms [
v O
O 1RC Cooke, Rachel O
Wl 10M Metcalfe, Dave =] O
[ SelectAll | [ Deselectall |
[ ok ][ Cancsl

Any member of staff who has been assigned cover on the selected day is
displayed. The check box to the left of their name indicates whether or not
they will be sent a cover slip. These check boxes are selected automatically.

If a member of staff does not have the required communication method
details recorded, their name will be deselected automatically. To enable
communication via the default communication method in these instances,

enter the details in their staff record.

Deselect the check box of any member of staff to whom you do not wish to
send a cover slip. Alternatively, click the Select All or Deselect All button.

On the right-hand side of the dialog, select the appropriate check box(es) of
the required recipient(s) to indicate the method of communication. The
check box(es) selected by default are the methods of communication
defined in the Cover Slips panel on the InTouch Defaults Setup page
(please see Setting Default Communication Methods on page 176)

(via Tools | InTouch | Defaults Setup).

Click the OK button to send the cover slips to the selected member(s) of

staff.
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Sending a Free School Meal Expiry Letter Message

To assist with the timely distribution of letters to parent/guardians regarding
a pupil's Dinner Money, an email message containing as an attachment a
letter reminding them to re-apply for free school meals when their child's
review date is due can be sent. The recipient(s) of the letter will be those
defined in the Dinner Money Letters panel on the InTouch Defaults
Setup page (please see Setting Default Communication Methods on page
176) (via Tools | InTouch | Defaults Setup).

Prior to sending Dinner Money letters via email, letter definitions must be
set up (via Tools | Dinner Money | Setup). For more information on
defining letter templates, please refer to the Editing Dinner Money Letter
Templates chapter in the Setting Up and Maintaining Dinner Money
handbook.

The process of producing the Dinner Money letters is identical to the existing
functionality in SIMS, with an additional option available to send the letter
via email.

NOTE: Users with Receipts Clerk and Bursar permissions can send a Dinner
Money letter but are unable to view any responses via the Messages
panel on the SIMS Home Page (via Focus | Home Page). However they
can read the message if it has been saved and logged in the
Communications Log via Focus | Communication.

1. Select Reports | Dinner Money | Letters | Free School Meal Expiry to
display the Criteria for Free School Meal Expiry Letter dialog.

m Criteria for Free School Meal Expiry Letter @
Date Range
| Continue | | Cancel |

2. Define the expiration period that you wish the letters to cover by selecting
the Start Date and End Date. The dates selected must be within a single
academic year.

NOTE: The date range defaults from today’s date to the date determined
by the number of Days in Advance defined in the Free School Meal
Eligibility reminder via Focus | Alerts | Setup Reminders (if this has
been defined).

Dates can be selected by clicking the Calendar or Search buttons then
selecting the required date, or by entering dates manually.

3. Click the Continue button to display the Run an RTF Based Letter dialog.
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NOTE: You are informed if there are no free school meal eligibility review
dates in the date range specified.

m Run an RTF Based Letter @
Layout Oplions
@) Use a predefined layout  Default Template -
Output raw XML
Output Oplions

Open with associated application
Qutput to a file
@ Send by InTouch
O Pupil
[ InTouch Contact
[0 Head Of House

[0 Head Of Year
[0 Registration Tutor

oK ][ Cancel

Select the Send by InTouch radio button in the Output Options panel
then select the type(s) of person to whom you wish to send the letter by
selecting the appropriate check box(es). The check box(es) selected by
default are the roles defined in the Dinner Money Letters panel on the
InTouch Defaults Setup page (please see Setting Default Communication
Methods on page 176) (via Tools | InTouch | Defaults Setup).

Click the OK button to create the letters.

If a primary email address has not been recorded for any of the intended
recipients, the following dialog is displayed.

m Contact Details @

The following recipients do not have a primary email address and so cannot
receive dinner money letters,

Mrs Kylie Channing A
Mr Andrea DiGiagomo
Mrs Pierina DiGiagomo
Miss Lisa Denton

Mrs Shabbana Malik
Mrs Marianne Evans
Mr Siman Evans

Ok

Click the Print button to produce a report of these contacts, click the Ok
button then update their contact record before running this process again.
Alternatively, click the Ok button and continue to send the messages to
contacts who have a primary email address recorded.
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Once the letters are created, the Send Dinner Money Letter Message
page is displayed. The letter is attached to the message automatically.

Send Dinner Money Letter Message @/ ®

D || vl || w2 || B o || B

Send Send & Log Attach Files Templates Normal Preview

|LF Linked Adults of Kate Tate |} Linked Adults of Isha Hussain |L_F Linked Adults of Giovanna Digiagamo [LF Linked Adults of Alyssa Stone

Subject:

Attached:

|| DinnerMoneyLetter rif

Total Message Size: 758 Bytes of 4MB. Maxamum message size is 4MB.

Message arial v/ v/@~ BIU ==

fB~|8 -

7. The default recipient(s) of the message are determined at an earlier stage
but can be changed for each pupil by clicking the appropriate Address Book
icon in the To field, e.g. in the previous graphic, click the icon adjacent to
Linked Adults of Kate Tate, then selecting the required additional
recipient(s).

[ﬂ Address Book icon

i y More Information:
-/ Sending a Pupil/Student Message on page 52

Sending a Debtor Letter Message

To assist with the timely distribution of letters to parent/guardians regarding
a pupil's Dinner Money, an email message containing as an attachment a
letter informing them that they owe money for the meals taken by their
children can be sent. The recipient(s) of the letter will be those defined in
the Dinner Money Letters panel on the InTouch Defaults Setup page
(please see Setting Default Communication Methods on page 176)

(via Tools | InTouch | Defaults Setup).

Prior to sending Dinner Money letters via email, letter definitions must be
set up (via Tools | Dinner Money | Setup). For more information on
defining letter templates, please refer to the Editing Dinner Money Letter
Templates chapter in the Setting Up and Maintaining Dinner Money
handbook.

The process of producing the Dinner Money letters is identical to the existing
functionality in SIMS, with an additional option available to send the letter
via email.
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NOTE: Users with Receipts Clerk and Bursar permissions can send a Dinner
Money letter but are unable to view any responses via the Messages
panel on the SIMS Home Page (via Focus | Home Page). However they
can read the message if it has been saved and logged in the
Communications Log via Focus | Communication.

1. Select Reports | Dinner Money | Letters | Debtor to display the Criteria
for Debtor Letter dialog.

m Criteria for Debtor Letter @
Group Type and Groups i
Group Type Classes -
Classes Description i
V| <Mone> E
V| PM
V| AM
V| ELM =
V| PINE
V| ASH -
Check All Uncheck All
Level of Debt
Level of Debt Over |D-DD |
Level of Debt To | |
4 i 3
| Continue | | Cancel |

2. Select the pupils you wish to include in the report by selecting the required
Group Type from the drop-down list. The options are All, Tiers, Year
Groups, Classes and Individuals.

3. The Group Type selected in the previous step is displayed as the label of
the following field. All items in the adjacent list are selected by default but
the selection can be amended by selecting or deselecting the appropriate
check box(es) or by clicking the Check All or Uncheck All buttons.

If you select Individuals as the Group Type:
a. Click the Add button to display the Find Pupils browser.

b. Search for and highlight the required pupils then click the OK button.
Multiple pupils can be selected using Ctrl + click or Shift + click.

c. All the pupils are selected by default in the Criteria for Debtor Letter
dialog but the selection can be amended by selecting or deselecting the
appropriate check box(es) or by clicking the Check All or Uncheck All
buttons.

4. In the Level of Debt panel, the Level of Debt Over defaults to the value
specified in the Level of Debt field on the Dinner Money Setup Detail
page (via Tools | Dinner Money | Setup) but can be edited, if required.

5. Enter the Level of Debt To.

Setting level of debt criteria enables you to create multiple debt letters for
different severities of debt.

6. Click the Continue button to display the Run an RTF Based Letter dialog.
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NOTE: You are informed if there are no pupils with an outstanding debt
greater than that specified.

m Run an RTF Based Letter @
Layout Oplions
@) Use a predefined layout  Default Template -
Output raw XML
Output Oplions

Open with associated application
Qutput to a file
@ Send by InTouch
O Pupil
[ InTouch Contact
[0 Head Of House

[0 Head Of Year
[0 Registration Tutor

oK ][ Cancel

Select the Send by InTouch radio button in the Output Options panel
then select the type(s) of person to whom you wish to send the letter by
selecting the appropriate check box(es). The check box(es) selected by
default are the roles defined in the Dinner Money Letters panel on the
InTouch Defaults Setup page (please see Setting Default Communication
Methods on page 176) (via Tools | InTouch | Defaults Setup).

Click the OK button to create the letters.

If a primary email address has not been recorded for any of the intended
recipients, the following dialog is displayed.

m Contact Details @

The following recipients do not have a primary email address and so cannot
receive dinner money letters,

Mrs Kylie Channing A
Mr Andrea DiGiagomo
Mrs Pierina DiGiagomo
Miss Lisa Denton

Mrs Shabbana Malik
Mrs Marianne Evans
Mr Siman Evans

Ok

Click the Print button to produce a report of these contacts, click the Ok
button then update their contact record before running this process again.
Alternatively, click the Ok button and continue to send the messages to
contacts who have a primary email address recorded.
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Once the letters are created, the Send Dinner Money Letter Message
page is displayed. The letter is attached to the message automatically.

Send Dinner Money Letter Message @/ ®

D || vl || w2 || B o || B

Send Send & Log Attach Files Templates Normal Preview
|LF Linked Adults of Kate Tate |} Linked Adults of Isha Hussain |L_F Linked Adults of Giovanna Digiagamo [LF Linked Adults of Alyssa Stone
Subiccs <Brefanzdiame>. <YearGioup>. <BeaGroup>

Attached:

|| DinnerMoneyLetter rif

Total Message Size: 758 Bytes of 4MB. Maxamum message size is 4MB.

Arial vie vl B I U ==

Message

fB~|8 -

10. The default recipient(s) of the message are determined at an earlier stage
but can be changed for each pupil by clicking the appropriate Address Book
icon in the To field, e.g. in the previous graphic, click the icon adjacent to
Linked Adults of Kate Tate, then selecting the required additional
recipient(s).

[ﬂ Address Book icon

i y More Information:
-/ Sending a Pupil/Student Message on page 52

Sending a Creditor Letter Message

To assist with the timely distribution of letters to parent/guardians regarding
a pupil's Dinner Money, an email message containing as an attachment a
letter informing them that their child's balance is in credit can be sent. The
recipient(s) of the letter will be those defined in the Dinner Money Letters
panel on the InTouch Defaults Setup page (please see Setting Default
Communication Methods on page 176) (via Tools | InTouch | Defaults
Setup).

Prior to sending Dinner Money letters via email, letter definitions must be
set up (via Tools | Dinner Money | Setup). For more information on
defining letter templates, please refer to the Editing Dinner Money Letter
Templates chapter in the Setting Up and Maintaining Dinner Money
handbook.

The process of producing the Dinner Money letters is identical to the existing
functionality in SIMS, with an additional option available to send the letter
via email.
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NOTE: Users with Receipts Clerk and Bursar permissions can send a Dinner
Money letter but are unable to view any responses via the Messages
panel on the SIMS Home Page (via Focus | Home Page). However, they
can read the message if it has been saved and logged in the
Communications Log via Focus | Communication.

1. Select Reports | Dinner Money | Letters | Creditor to display the
Criteria for Creditor Letter dialog.

m Criteria for Creditor Letter @
Group Type and Groups
Group Type Classes -
Classes Description i
V| <Mone> E
V| FM
V] AM
V| ELM =
V| PINE
V| ASH -
Check All Uncheck All
Level of Credit
[o.00 |
4 1] 2
Continue | | Cancel

2. Select the pupils you wish to include in the report by selecting the required
Group Type from the drop-down list. The options are All, Tiers, Year
Groups, Classes and Individuals.

3. The Group Type selected in the previous step is displayed as the label of
the following field. All items in the adjacent list are selected by default but
the selection can be amended by selecting or deselecting the appropriate
check box(es) or by clicking the Check All or Uncheck All buttons.

If you select Individuals as the Group Type:
a. Click the Add button to display the Find Pupils browser.

b. Search for highlight the required pupils then click the OK button.
Multiple pupils can be selected using Ctrl + click or Shift + click.

c. All the pupils are selected by default in the Criteria for Creditor Letter
dialog but the selection can be amended by selecting or deselecting the
appropriate check box(es) or by clicking the Check All or Uncheck All
buttons.

4. The Level of Credit defaults to the value specified in the Level of Credit
field on the Dinner Money Setup Detail page (via Tools | Dinner Money
| Setup) but can be edited, if required.

5. Click the Continue button to display the Run an RTF Based Letter dialog.
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NOTE: You are informed if there are no pupils with a credit balance greater
than that specified.

m Run an RTF Based Letter @
Layout Oplions
@) Use a predefined layout  Default Template -
Output raw XML
Output Oplions

Open with associated application
Qutput to a file
@ Send by InTouch
O Pupil
[ InTouch Contact
[0 Head Of House

[0 Head Of Year
[0 Registration Tutor

oK ][ Cancel

Select the Send by InTouch radio button in the Output Options panel
then select the type(s) of person to whom you wish to send the letter by
selecting the appropriate check box(es). The check box(es) selected by
default are the roles defined in the Dinner Money Letters panel on the
InTouch Defaults Setup page (please see Setting Default Communication
Methods on page 176) (via Tools | InTouch | Defaults Setup).

Click the OK button to create the letters.

If a primary email address has not been recorded for any of the intended
recipients, the following dialog is displayed.

m Contact Details @

The following recipients do not have a primary email address and so cannot
receive dinner money letters,

Mrs Kylie Channing A
Mr Andrea DiGiagomo
Mrs Pierina DiGiagomo
Miss Lisa Denton

Mrs Shabbana Malik
Mrs Marianne Evans
Mr Siman Evans

Ok

Click the Print button to produce a report of these contacts, click the Ok
button then update their contact record before running this process again.
Alternatively, click the Ok button and continue to send the messages to
contacts who have a primary email address recorded.
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Once the letters are created, the Send Dinner Money Letter Message
page is displayed. The letter is attached to the message automatically.

Send Dinner Money Letter Message @/ ®

D || vl || w2 || B o || B

Send Send & Log Attach Files Templates Normal Preview

|LF Linked Adults of Kate Tate |} Linked Adults of Isha Hussain |L_F Linked Adults of Giovanna Digiagamo [LF Linked Adults of Alyssa Stone

Subject:

Attached:

|| DinnerMoneyLetter rif

Total Message Size: 758 Bytes of 4MB. Maxamum message size is 4MB.

Message arial v/ v/@~ BIU ==

fB~|8 -

9. The default recipient(s) of the message are determined at an earlier stage
but can be changed for each pupil by clicking the appropriate Address Book
icon in the To field, e.g. in the previous graphic, click the icon adjacent to
Linked Adults of Kate Tate, then selecting the required additional
recipient(s).

[ﬂ Address Book icon

i y More Information:
-/ Sending a Pupil/Student Message on page 52

Sending a Summary Statement Letter Message

To assist with the timely distribution of letters to parent/guardians regarding
a pupil's Dinner Money, an email message containing as an attachment a
letter showing a statement of the cost of meals taken and paid for during
the period from the start of the current academic year to today's date can
be sent. The balance at the start and the close of the period are also
provided. The recipient(s) of the letter will be those defined in the Dinner
Money Letters panel on the InTouch Defaults Setup page (please see
Setting Default Communication Methods on page 176) (via Tools |

INnTouch | Defaults Setup).

Prior to sending Dinner Money letters via email, letter definitions must be
set up (via Tools | Dinner Money | Setup). For more information on
defining letter templates, please refer to the Editing Dinner Money Letter
Templates chapter in the Setting Up and Maintaining Dinner Money
handbook.

The process of producing the Dinner Money letters is identical to the existing
functionality in SIMS, with an additional option available to send the letter
via email.
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NOTE: Users with Receipts Clerk and Bursar permissions can send a Dinner
Money letter but are unable to view any responses via the Messages
panel on the SIMS Home Page (via Focus | Home Page). However they
can read the message if it has been saved and logged in the
Communications Log via Focus | Communication.

1. Select Reports | Dinner Money | Letters | Summary Statement to
display the Criteria for Summary Statement Letter dialog.

m Criteria for Summary Statement Letter @
Date Range
Start Date 01/09/2012 =R}
End Date 14127202 =N}
Group Type and Groups
Group Type Classes -
Classes Description i
V| <Mone> E
V| PM
V] AM
V| ELM
V| PINE
V| ASH -
Check All Uncheck All
| Continue | | Cancel

2. Define the period for the summary statement by entering the Start Date
and End Date. Alternatively, select the required dates by clicking the
Calendar or Search button then selecting the dates. Dates within a single
academic year can be selected.

3. Select the pupils you wish to include in the report by selecting the required
Group Type from the drop-down list. The options are All, Tiers, Year
Groups, Classes and Individuals.

4. The Group Type selected in the previous step is displayed as the label of
the following field. All items in the adjacent list are selected by default but

the selection can be amended by selecting or deselecting the appropriate
check box(es) or by clicking the Check All or Uncheck All buttons.

If you select Individuals as the Group Type:
a. Click the Add button to display the Find Pupils browser.

b. Search for and highlight the required pupils then click the OK button.
Multiple pupils can be selected using Ctrl + click or Shift + click.

c. All the pupils are selected by default in the Criteria for Summary
Statement Letter dialog but the selection can be amended by
selecting or deselecting the appropriate check box(es) or by clicking the
Check All or Uncheck All buttons.
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5.

Click the Continue button to display the Run an RTF Based Letter dialog.

ﬁ Run an RTF Based Letter @
Layout Oplions
@ Use a predefined layout  Default Template -
Output raw XML
Output Oplions

Open with associated application
Output to a file
@ Send by InTouch

Pupil

InTouch Contact
Head Of House
Head Of Year
Registration Tutor

OoodrO

oK ][ Cancel

Select the Send by InTouch radio button in the Output Options panel
then select the type(s) of person to whom you wish to send the letter by
selecting the appropriate check box(es). The check box(es) selected by
default are the roles defined in the Dinner Money Letters panel on the
INnTouch Defaults Setup page (please see Setting Default Communication
Methods on page 176) (via Tools | InTouch | Defaults Setup).

Click the OK button to create the letters.

If a primary email address has not been recorded for any of the intended
recipients, the following dialog is displayed.

m Contact Details @

The following recipients do not have a primary email address and so cannot
receive dinner meney letters,

Mrs Kylie Channing A
Mr Andrea DiGiagomo
Mrs Pierina DiGiagomo
Miss Lisa Denton

Mrs Shabbana Malik
Mrs Marianne Evans
Mr Siman Evans

Ok

Click the Print button to produce a report of these contacts, click the Ok
button then update their contact record before running this process again.
Alternatively, click the Ok button and continue to send the messages to
contacts who have a primary email address recorded.
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9. Once the letters are created, the Send Dinner Money Letter Message
page is displayed. The letter is attached to the message automatically.

Send Dinner Money Letter Message @/ ®

D || vl || w2 || B o || B

Send Send & Log Attach Files Templates Normal Preview
|LF Linked Adults of Kate Tate |} Linked Adults of Isha Hussain |L_F Linked Adults of Giovanna Digiagamo [LF Linked Adults of Alyssa Stone
Subiccs <Brefanzdiame>. <YearGioup>. <BeaGroup>

Attached:

|| DinnerMoneyLetter rif

Total Message Size: 758 Bytes of 4MB. Maxamum message size is 4MB.

Arial vie vl B I U ==

Message

fB~|8 -

10. The default recipient(s) of the message are determined at an earlier stage
but can be changed for each pupil by clicking the appropriate Address Book
icon in the To field, e.g. in the previous graphic, click the icon adjacent to
Linked Adults of Kate Tate, then selecting the required additional
recipient(s).

[ﬂ Address Book icon

i y More Information:
-/ Sending a Pupil/Student Message on page 52

Sending a Charge Forecast Letter Message

To assist with the timely distribution of letters to parent/guardians regarding
a pupil's Dinner Money, an email message containing as an attachment a
letter indicating future meal charges for a specified period can be sent. The
recipient(s) of the letter will be those defined in the Dinner Money Letters
panel on the InTouch Defaults Setup page (please see Setting Default
Communication Methods on page 176) (via Tools | InTouch | Defaults
Setup).

Prior to sending Dinner Money letters via email, letter definitions must be
set up (via Tools | Dinner Money | Setup). For more information on
defining letter templates, please refer to the Editing Dinner Money Letter
Templates chapter in the Setting Up and Maintaining Dinner Money
handbook.

The process of producing the Dinner Money letters is identical to the existing
functionality in SIMS, with an additional option available to send the letter
via email.

Managing Communications using InTouch | 169



07] Managing School Messages

1.

NOTE: Users with Receipts Clerk and Bursar permissions can send a Dinner
Money letter but are unable to view any responses via the Messages
panel on the SIMS Home Page (via Focus | Home Page). However they
can read the message if it has been saved and logged in the
Communications Log via Focus | Communication.

Select Reports | Dinner Money | Letters | Charge Forecast to display
the Criteria for Charge Forecast Letter dialog.

m Criteria for Charge Forecast Letter @
Date Range
Start Date 14127202 =R}
End Date 211127202 =N}
Group Type and Groups
Group Type Classes -
Classes Description i
V| <Mone> E
V| PM
V] AM
V| ELM
V| PINE
V| ASH -
Check All Uncheck All
| Continue | | Cancel

Define the period for the summary statement by entering the Start Date
and End Date. Alternatively, select the required dates by clicking the
Calendar or Search button then selecting the required dates. Dates within
a single academic year can be selected.

Select the pupils you wish to include in the report by selecting the required
Group Type from the drop-down list. The options are All, Tiers, Year
Groups, Classes and Individuals.

The Group Type selected in the previous step is displayed as the label of
the following field. All items in the adjacent list are selected by default but
the selection can be amended by selecting or deselecting the appropriate

check box(es) or by clicking the Check All or Uncheck All buttons.

If you select Individuals as the Group Type:
a. Click the Add button to display the Find Pupils browser.

b. Search for and highlight the required pupils then click the OK button.
Multiple pupils can be selected using Ctrl + click or Shift + click.

c. All the pupils are selected by default in the Criteria for Charge
Forecast Letter dialog but the selection can be amended by selecting
or deselecting the appropriate check box(es) or by clicking the Check
All or Uncheck All buttons.

Click the Continue button to display the Run an RTF Based Letter dialog.
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list of affected pupils is displayed.

NOTE: If an incomplete meal pattern exists (i.e. a pattern is missing
completely, starts late or finishes early within the date range specified), a

m Run an RTF Based Letter @
Layout Oplions
@ Use a predefined layout  Default Template -
Output raw XML
Output Oplions

Open with associated application
Output to a file
@ Send by InTouch

Pupil

InTeuch Contact
Head Of House
Head Of Year
Registration Tutor

OoodrO

ok ][ cancel

Select the Send by InTouch radio button in the Output Options panel
then select the type(s) of person to whom you wish to send the letter by
selecting the appropriate check box(es). The check box(es) selected by
default are the roles defined in the Dinner Money Letters panel on the
InTouch Defaults Setup page (please see Setting Default Communication
Methods on page 176) (via Tools | InTouch | Defaults Setup).

Click the OK button to create the letters.

If a primary email address has not been recorded for any of the intended

recipients, the following dialog is displayed.

m Contact Details @

The following recipients do not have a primary email address and so cannot
receive dinner meney letters,

Mrs Kylie Channing A
Mr Andrea DiGiagomo
Mrs Pierina DiGiagomo
Miss Lisa Dienton

Mrs Shabbana Malik
Mrs Marianne Evans
Mr Siman Evans

Ok

Click the Print button to produce a report of these contacts, click the Ok
button then update their contact record before running this process again.
Alternatively, click the Ok button and continue to send the messages to

contacts who have a primary email address recorded.
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Once the letters are created, the Send Dinner Money Letter Message
page is displayed. The letter is attached to the message automatically.

Send Dinner Money Letter Message

e L@
DA || va || o 5 || K
Send Send & Log Attach Files Templates Normal Preview
|LF Linked Adults of Kate Tate |} Linked Adults of Isha Hussain |L_F Linked Adults of Giovanna Digiagamo [LF Linked Adults of Alyssa Stone
Subject <BrefenedName?. <YeaiGrove>. <BeaGioup
Attached:
| DinnerMoneyl etter rif
Total Message Size: 758 Bytes of 4MB. Maxamum message size is 4MB.
Meesa0e' | anm vjev[BMv] BT U == E=Ss=|¢/B~ &~
Please find attached a <DinnerMoneyletterType= letter for <PreferredForename=.

The default recipient(s) of the message are determined at an earlier stage
but can be changed for each pupil by clicking the appropriate Address Book
icon in the To field, e.g. in the previous graphic, click the icon adjacent to
Linked Adults of Kate Tate, then selecting the required additional

recipient(s).

m Address Book icon

More Information:

-2/ Sending a Pupil/Student Message on page 52
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08 I Setting Up Emergency Alert
Notifications, the Default
Communication Method and SMS
Matching

Setting Up the Emergency Alert Notification..............ccoooviiinii. 173
Setting Default Communication Methods .............coooiiiiiiiinnn. 176

Enabling the Matching of an Incoming SMS Message with the
OrigiNal MESSaAg ... ittt ettt 179

Setting Up the Emergency Alert Notification

It may be necessary for a class teacher to request immediate assistance as
a result of an emergency in the classroom. The use of emergency alerts in
SIMS enables a class teacher to request assistance from anywhere in SIMS,
both quickly and efficiently.

Prior to using this functionality, you must select the member(s) of staff who
will be notified immediately in the event of an emergency, together with the
preferred method of contacting them.

Once the intended recipients of emergency alerts have been selected, they
will receive an internal message (accessible via the Messages panel on the
SIMS Home Page or via Focus | InTouch | Show Messages). Careful
consideration should be given to the selection of intended recipients for an
emergency alert.

Once opened, the message displays the following predefined text. This text
is read-only.

Teacher <Class Teacher Name>, In Room <Class Room Name>
with <Class Name>, needs urgent assistance!

The <Class Teacher Name>, <Class Room Name> and <Class Name>
tags are populated automatically by SIMS once the emergency alert

message is sent. This information is extracted from your SIMS database,
preventing the need to enter it manually.
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1. Select Tools | Setups | Emergency Alert to display the Emergency Alert
Configuration page.

E Alert Config
=1 Print @ Help ﬂUnpin 9% Clase
1 General Setting: 2 Selected Staff 3 Message

1 General Settings
Usze Emergency Alert O

2 Selected Staff

Mame | Internal Messaging E mail ShS

3 Message

Teacher <Clazz Teacher Mame> . in Room <Clazz Boom Name> with <Clazz Mame> . needs urgent assistancel

2. If you wish to make use of the emergency alert functionality, select the Use
Emergency Alert check box in the General Settings panel.

NOTE: It is possible to use this functionality only if the Use Emergency
Alert check box is selected.

3. Select the member(s) of staff you wish to notify each time an emergency
alert is triggered by clicking the Add button in the Selected Staff panel to

display the Find Recipients dialog.

=

s Find Recipients

O FindRecipients
H Search -

Surname | Farename Raole | <dny> -
Marme Staff Code

Cancel
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4. Enter the intended recipient’s Surname, Forename and/or Staff Code.
5. Select their staff Role from the drop-down list.

6. Select the type of search you wish to carry out by clicking the drop-down
arrow adjacent to the Search button then making your selection,
e.g. Names Begin With or Names Sound Like.

The default option is Names Begin With, so if you wish to use this option
click the Search button.

Alternatively click the Search button without entering search criteria to
display all members of staff recorded in SIMS.

7. Highlight the required intended recipient(s) then click the OK button to
return to the Emergency Alert Configuration panel, where the selected
recipient is displayed in the Selected Staff panel.

2 Selected Siaff

Mame | Intemal Messaging E mail SMS [LL:-l Add ]

Asher, Mrs Dawn ™}

8. Repeat steps 3 to 7 to add more recipients of an emergency alert, if
required.

9. Any members of staff added in error can be removed by highlighting their
name then clicking the Remove button.

10. Select the preferred method of communication for each recipient of an
emergency alert by selecting the appropriate check boxes. The options are:

. Internal Messaging — this option is available only if the person is
recorded as being a SIMS user.

= Email — this option is available only if an email address is recorded
against the person and the address has been marked as Home/Main or
Work/Main.

=  SMS — this option is available only if a mobile phone number is recorded
against the person and the number has been marked as their Main
number.

NOTE: More than one method of communication can be selected, if
required.

11. The Message panel displays the text that will be sent to the selected
recipients each time an emergency alert is sent. This text is read-only.

12. Once the required information has been selected, click the Save button to
save your changes.

i) More Information:
1/ Sending an Emergency Alert on page 70
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Setting Default Communication Methods

When you create a message and select the intended recipients, their default
method of communication is selected automatically. This section describes
how to set the default method of communication for each role in the school
using the General panel.

The following panels on the InTouch Defaults Setup page enable you to
define separate communication defaults for the corresponding message

types:

= Behaviour Notification

= Exam and Pupil/Student Timetable
= Unexplained Absence

= Late Notification

. Exam Reminder

= Attendance Letter

= Exam Results

. Individual Assessment Report

] Dinner Money Letters

= Cover Slips

=  Cumulative Achievement Alerts.

Where a particular message type enables you to define separate defaults,
the options selected in these panels take precedence over those selected in
the General panel. For example, if you indicate in the General panel that
Staff should receive correspondence via Internal Messaging but in the
Unexplained Absence panel you indicate that they should receive Email
correspondence, the option(s) selected in the Unexplained Absence panel
takes precedence for this message type only. Therefore an email will be sent
for this message type. For all other message types, unless over-ridden by
the settings in the five additional panels named above bottom five panels of
this page, the default communication method is taken from the General
panel.

1. Select Tools | InTouch | Defaults Setup to display the InTouch
Defaults Setup page.

2. Click the General hyperlink to display the General panel.

1 General

Role | Internal Messaging | Email | M obile:
Student

Applicant

Staff ®
Parental Contact

Agent

Gowvernor

Other School

Other

(CRORORORON@RONO)]

@]
O
@]
@]
@]
@]
O

3. For each staff Role, select the radio button that indicates the default
method of communication you wish to use.
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If a mistake is made while defining the default communication methods,
click the Undo button to revert to the settings as they were the last time
this page was saved.

2 Behaviour Mobification

Rale

| Internal Messaging

[ Emai

Hobile

InTauch Contact
Registration Tutor
Head of House
Head of Year

O
a
a

ooor

oooao

3 Exam and Student Timetzble

Rale

| Internal Meszaging

[ Ermail

I obile

Student

InTouch Contact
Registration Tutor
Head of House
Head of Year

Ooo0o0d®E

4 Unexplained Abzence

Rale

| Internal Mezsaging

[ Emai

Student

InTouch Contact
Registration Tutor
Head of House
Head of Year

a
O
O

ooo®O

b Late Notification

Role

| Internal Messaging

[ Emai

Mobile

InTauch Contact
Registration Tutor
Head of House
Head of Year

O
a
a

ooor

oooao

6 Exam Reminder

Rale

| Internal Meszaging

[ Ermail

I obile

Student
InTauch Contact
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7 Attendance Letter

Fole Intemnal Meszaging | Email I obile
Student O
InTouch Contact

]
Registration Tutor Od
Head of House O
Head of Year O

Exam Results

I obile

m
=
3,

Raole Internal Messaging
Student

™}
InTouch Contact O
Registration Tutor Od
O
O

Head of House
Head of Year

1]

Individual Assessment Report

tohilz

m
=
.,

Fale | Internal Meszaging
Student

InTouch Contact

Head of House
Head of Year

O
=]
Registration Tutor Od
O
O

10 Dinner Money Letters

Role | Internal Meszaging | Email | Mobile
Student

InTouch Contact
Registration Tutor
Head of House
Head of Year

ooogO

—

11 Cover Slips

Role | Internal Meszaging | Email | Mubile

Staff | O v

12 Cumulative Achievement Aleris

Role | Internal Meszaging | Email | Mobile
Student

InTouch Contact
Registration Tutor
Head of House
Head of Year

oono
oooom
oooogono

4. For the remaining panels on this page (the names of which are listed at the
top of this section), select the check box relating to the preferred method(s)
of communication for messages of that type.

5. Once the required communication methods have been set, click the Save
button to save the changes.

NOTE: If the settings in the Behaviour Notification panel are changed,
you must restart SIMS to affect the change.
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Enabling the Matching of an Incoming SMS Message with
the Original Message

Any messages sent to your school from an external source (e.g. a parent)
are accessible from the Messages panel on the SIMS Home Page. These
might include messages that cannot be matched to a message sent
previously from SIMS, or responses to Unexplained Absences, Pupil/Student
Profiles or Exceptional Circumstances messages.

SIMS can attempt to match a message received from an external source
(via SMS) with a message originally sent from SIMS, e.g. in response to an
Unauthorised Absence message. To use this functionality, it must first be
enabled.

1. Select Tools | InTouch | Module Setup to display the InTouch Setup
page.
2. Click the SMS Messaging hyperlink to display the SMS Messaging panel.

3 SMSMessaging
Subscriber ID |Dnuonuun | Test Mobile Murnber | |

Authentication Code |DDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDUDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDD |

Ensble SMS Matching [

3. Select the Enable SMS Matching check box, then click the Save button to
save the changes.

i) More Information:
2/ Introduction on page 73
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09 Producing Reports in SIMS InTouch

) o T [ o a0 o 181
Producing the Failed Outbound Messages Report ..........c..cceevent.. 181
Producing the Message Audit Report ........oooiiiiiiiiiiiiiiiiiiieeeeee 183
Running a Screen Based REPOrt.......oiiiiiiiiii e 190

Introduction
SIMS InTouch provides two predefined reports regarding your school’s
messaging activity.
=  Failed Outbound Messages report
= Message Audit report.

Producing the Failed Outbound Messages Report

The Failed Outbound Messages report provides information on any
messages sent to external sources (mobile - i.e. SMS or push naotification -
or email) that have failed to send or are pending transmission (i.e. they are
currently in a queue).

[Duchy Schaol (916 4321) |
|Failed Outbound Messages |Period: 01/09/2010 to 19/01/2011 |
SMs

Name Role Contact Details Created Tr
07747533927 07642553029 18/01/2011 12:28:56
Carlson, Mr Joe Contact 07842553029 18/01/2011 12:28:56

Created on 19/01/2011 at 11:21 by User Two

Status User
Failed, Retrying user2
Failed, Retrying user2

A message will typically be included on this report if an incorrect mobile
telephone number or email address has been selected or entered, or if the

network is busy and therefore the message has failed to send after a period
of four hours.

The report enables you to enter or select the date range over which you
wish to run the report. The report output provides information on the
intended recipient (this will be a mobile telephone number or email address
if the intended recipient is not recorded in SIMS), their role (if they are
recorded in SIMS), the date and time the message was created and
transmitted, the message status and the user who created the message.
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1. Select Reports | InTouch | Failed Outbound Messages to display the
Criteria for Failed Outbound Messages Report dialog.

. ~ =
s Criteria for, Failed Outbound Messages Report EIE'
Date Range
Start Date 19/01/2011 Q

[ Continue ][ Cancel ]

2. Select the Start Date and End Date for the report by clicking each
Calendar button then selecting the required dates, or enter the dates
manually.

Alternatively, diary dates (e.g. academic year start/end dates, term
start/end dates) can be used as start and end dates for the report by
clicking the appropriate Browser button adjacent to the required date to
display the Select Curriculum Diary Date dialog.

=

s Select Curriculum Diary Date

Diary Dates
Academic Year Academic Year 2010/2011 v

2010 ) ezday St. Il
2440/2000 Sunday End of & Term part 1
30042000 Saturday Start of Autumn T erm part 2
172200 Friday End of Autumn Term
0401 /2011 Tuesday Start of Spring Term
2000242011 Sunday End of Spring Term part 1
26/02/201 Saturday Start of Spring Term part 2
0a/04/ 2011 Friday End of Spring Term
26/04/2011 Tuesday Start of Summer Term
29/05/2011 Sunday End of Summer Term part 1
04,/06/2011 Saturday Start of Summer Term part 2
220072011 Friday End of Summer Term

/08201 wiednesday End of Academic Year 2010/2011

(] 8 ] [ Cancel

3. The Academic Year defaults to the current academic year but can be
edited by selecting from the drop-down list.

4. With the correct academic year selected, highlight the appropriate diary date
then click the OK button to return to the Criteria for Failed Outbound
Messages Report dialog.
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5. Once the appropriate dates have been selected, click the Continue button
to display the Run a Screen Based Report dialog.

-

- .1
s Run a Screen Based Report EJE|

Layout Ophons
(%) Use a predefined layout Drefault Layout A4

() Supply your own layout

() Output raw <ML
Output Oplions

() Dutput to a web browser

() Output to a file

Ok ] [ Cancel

i )y More Information:

2/ Running a Screen Based Report on page 190

Producing the Message Audit Report

The Messaging Audit report provides details of all messages sent to, and
received by, SIMS. A number of report filters are provided, enabling you to
determine the communication methods on which you wish to report, the
users who sent messages, etc.

This report can be produced in two formats:
=  Summary

This is the default report format and it provides information on the total
number of sent and received messages, together with the total number
of credits used for SMS messages (applicable to the Sent Messages
Audit Type only).

] Detailed

This report format provides a detailed breakdown of all sent and
received messages, including message content, if required. Selecting
the Detailed report format also produces the information provided by
the Summary report.
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The following graphic is a sample report output for the Sent Messages
section.

Green Abbey School (823 4321)
Messaging Audit \Period: 01/09/2018 to 16/01/2019
Audit Type: Sent Messages; Communication Methods: All; Message Types: All; Users: All; Recipients/Senders: All; Students: Disabled

Summary

[Credits Used [46 |
|Messages Sent [125 |
Users

BlackA 23

User1 1

user2 101

Communication Methods

Email 50

Internal Messaging 3

Push Notification 24

SMS 48

Message Types

Achievement Award 1
Behaviour Incident or Points 1
Behaviour Message 4
Emergency Alert 4
3
1

General Message
School Event Message

Student General Message 71
Unexplained Absence Message 10
Recipients

Aaron, Liz

Aaron, Mr Jonas
Abbess, Mr Terry
Ackton, Mrs Kimberly
Amis, Mrs Yalonda
Barnes, Mr David
Barnes, Mrs S h,
Basra, Mrs Rumana
Blacker, Mr Adrian
Chang, Mr Jiang

R

The following graphic is a sample report output for the Received Messages
section.

Green Abbey School (823 4321)
Messaging Audit |Period: 01/09/2018 to 16/01/2019

Audit Type: Received Messages; Communication Methods: All; Message Types: All; Users: All; Recipients/Senders: All; Students:
Disabled

Summary
[Messages Received [33

Users
BlackA 4
User1
School
user2
ZelinskovaA

Communication Methods

©

Email

Internal Messaging
Push Notification
SMS

BIEGIEIE

Message Types
Emergency Alert 2
General Message

Student General Message
Unexplained Absence Message 2

Sender

Blacker, Mr Adrian
Hitchbourne, Ms Tracey
Abbas, Alisa

Avery, Helen

Boston, Sarah

Boswell, Jennifer Arlene
Brooks, Carl Thomas
Cable, Freda

Fortune, Shirley

Myles, Kevin Henry
Rooke, Peter John

ENE G R

Students
[Hitchbourne, Kirsty, 98 [18

Crested on 16401/2079 at 12:32 by Mr Adnizn Blacker
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Select Reports | InTouch | Messaging Audit to display the Criteria for
Messaging Audit Report dialog.

-

s Criteria for Messaging Audit Report

Date Range
Start Date 01/09/2010
End Date 19/01./2011 b
Report Type
(%) Summary ) Detailed
Audit Type
Sent and received messages v
Filiers
Communication Methods All
Meszage Types All
Users Al
Recipients/Senders All
Students Disabled
[ Continue l [ Cancel ]

Select the Start Date and End Date for the report by clicking each
Calendar button then selecting the required dates, or enter the dates
manually.

Alternatively, diary dates (e.g. academic year start/end dates and term
start/end dates) can be used as start and end dates for the report by
clicking the appropriate Browser button adjacent to the required date to
display the Select Curriculum Diary Date dialog.

-

s%s Select Curriculum Diary Date

Diary Dates
Academic Year Academic Year 2010/2011 v
Date Day Description
01./0 1] wednesday, Star i L Start of A,
241042000 Sunday End of Auturmn Term part 1
3040/2010 Saturday Start of Autumn Term part 2
1724200 Friday End of Autumn Term
04,01 /2011 Tuesday Start of Spring Term
204024201 Sunday End of Spring Term part 1
2640272011 Saturday Start of Spring Term part 2
08/04/2011 Friday End of Spring Term
264042011 Tuesday Start of Summer Term
29/05/2011 Sunday End of Summer Term part 1
0406/ 2011 Saturday Start of Summer Term part 2
2207201 Friday End of Summer Term

/08,2011 Wednesday End of Academic Year 201 0/2011

(] 8 ] [ Cancel

The Academic Year defaults to the current academic year but can be
edited by selecting from the drop-down list.
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4. Select the type of report you wish to produce by selecting either the
Summary or Detailed radio button in the Report Type panel.

5. Select the type of audit you wish to carry out by selecting the required
option from the drop-down list in the Audit Type panel. The options are
Sent messages, Received messages or Sent and received messages.

6. The Filters panel enables you to select the status for each filter condition.
The currently selected status for each filter is displayed adjacent to the filter
name, e.g. All, Disabled, etc.

Communication Methods

The communication methods available in SIMS InTouch are Email, Internal
Messaging, Push Notification and SMS. The default setting is to report
on All communication methods.

a. To change the communication method(s) on which you wish to report,
click the Edit button to display the Communication Methods dialog.

m Communication Methods 7 x

Communication Methods

Description

| Email|

Intemal Messaging
Push Motification
SMS

Checlk All Uncheck All

OK Cancel

b. Deselect the check box of the communication method(s) on which you
do not wish to report. Select the check box(es) again to include them in
the report.

Alternatively, click the Check All or Uncheck All buttons to facilitate
selection.

NOTE: Only communication methods with any auditable activity are
displayed, i.e. only if a communication of a certain type has been sent
between the selected Start Date and End Date will it be displayed.

c. Click the OK button to return to the Criteria for Messaging Audit
Report dialog.
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Message Types

The report can be produced for any number of message types. The message
types available in SIMS InTouch are General Message, Student Profile
Message, Percentage Attendance Message, Unexplained Absence
Message and Achievement Award. The default setting is to report on All

message types.

a. To change the message type(s) on which you wish to report, click the
Edit button to display the Message Types dialog.

ri"i Message Types @@1

Message Types

Description

General Message

Student Profile Message
Percentage Attendance Message
Unexplained Abzence Message
Achigvement Award

Check &l || Uncheck &l

[ 0K ] [ Cancel

b. Deselect the check box of the message type(s) on which you do not
wish to report. Select the check box(es) again to include them in the

report.
Alternatively, click the Check All or Uncheck All buttons to facilitate
selection.

NOTE: Only message types with any auditable activity are displayed,
i.e. only if a message of a certain type has been sent between the
selected Start Date and End Date will it be displayed.

c. Click the OK button to return to the Criteria for Messaging Audit
Report dialog.
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Users

The report can be produced for any SIMS users who have sent or received a
message. The default setting is to report on All users.

a.

To change the user(s) on whom you wish to report, click the Edit button

to display the Users dialog.

-

C.

-

s |sers E @

Users

Description
ABELLA
School
uzerd

[ Checkall || Uncheck & |

[ 0K ] [ Cancel

Deselect the check box of the user(s) on whom you do not wish to
report. Select the check box(es) again to include them in the report.

Alternatively, click the Check All or Uncheck All buttons to facilitate
selection.

NOTE: Only users with any auditable activity are displayed, i.e. only if
a user has sent, or has been sent, a message between the selected
Start Date and End Date will they be displayed.

To enable messages sent to the Messages inbox to be included in this
report, a new ‘user’ named School is available for selection in this
dialog. Select its check box to report on messages sent to the

Messages inbox.

Click the OK button to return to the Criteria for Messaging Audit
Report dialog.

Recipients/Senders

The report can be produced for any recipient or sender of a message. The
default setting is to report on All recipients and senders. For recipients or
senders whose contact details are not stored in SIMS, their email address or

mobile telephone number is available for selection.

To facilitate selection, the recipients and senders are displayed in
categories, e.g. Ad Hoc (for people whose contact details are not recorded

in SIMS), Employee, Contact, etc.
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To change the recipient(s) or sender(s) on whom you wish to report,
click the Edit button to display the Recipients/Senders dialog.

-
s Recipients/Senders

Recipientz/Senders

PR

Description
Ad Hoc

07563762201

07542553029

cracknelll@intouch. capita. co.uk
Intouchiyh 1 DiRintouch. capita. co.uk.
ParentB @intouch. capita.co.uk

Contact

Abbat, Mr.J aswinder
Abbot, Mrs Rachael
Abdelkader, Fachi

[ Check &l || Uncheck &l |

[

(] 8 ] [ Cancel

Deselect the check box of the recipient(s) or sender(s) on whom you do

not wish to report. Select the check box(es) again to include them in

Alternatively, click the Check All or Uncheck All buttons to facilitate

NOTE: Only recipients or senders with any auditable activity are
displayed, i.e. only if a somebody has received or sent a message
between the selected Start Date and End Date will they be

b.
the report.
selection.
displayed.
C.
Report dialog.
Students

Click the OK button to return to the Criteria for Messaging Audit

The report can be produced for any pupil/student about whom a message
has been sent or received. The default setting is Disabled therefore this
information will not be reported unless you select to do so.
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a. To change the pupil/student(s) regarding whom you wish to report, click
the Edit button to display the Students dialog.

-

r"“‘ Students E@

Students

Enabled [ Description
Abhey, Jimmy
Abhat, Claire
Joseph, Jackie

(] 8 ] [ Cancel

b. To enable the reporting of messages regarding specific pupil/students,
select the Enabled check box to activate the list on the right-hand side.

c. Deselect the check box of the pupil/student(s) on whom you do not
wish to report. Select the check box(es) again to include them in the
report.

Alternatively, click the Check All or Uncheck All buttons to facilitate
selection.

NOTE: Only pupil/students with any auditable activity are displayed,
i.e. only if a pupil/student about whom a message has been received
or sent between the selected Start Date and End Date will they be

displayed.

d. Click the OK button to return to the Criteria for Messaging Audit
Report dialog.

7. With the correct academic year selected, highlight the appropriate diary date
then click the OK button to return to the Criteria for Messaging Audit

Report dialog.

8. Once the appropriate report criteria have been selected, click the Continue
button to display the Run a Screen Based Report dialog.

Running a Screen Based Report

The Run a Screen Based Report dialog enables you to select the layout
and output options for the selected report and is displayed once you have
selected the appropriate report criteria.

The Use a predefined layout and Output to a web browser options are
selected by default.
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1. Specify the preferred layout option by selecting the appropriate radio
button.

Use a predefined layout
The Default Layout is selected and cannot be edited.
Supply your own layout

This option is available for schools that prefer a report layout that is
different to the default layout available in SIMS. Before selecting this
option, an .XSL file (recommended for the production of a printed

output from .XML) must have been created.

Click the Browse button to display the Select a layout file dialog,
navigate to the required location, highlight the required . XSL file then
click the Open button to return to the Run a Screen Based Report

dialog. Alternatively, enter the path and filename manually.

-
s Run a Screen Based Report

Layout Oplions
() Use a predefined layout

EL)

(%) Supply your own layout

C:A51MS Report Designs“\Repart_Layout

L]

() Output raw $L

Output Oplions
(%) Output to a web browser

() Dutput ta a file

0K

] [ Cancel

=  Output raw XML

This option outputs raw . XML data, which is stored in the SIMS

database. This can then be imported into another application,
e.g. Microsoft® XL, and formatted to your school’s requirements.

-
s Run a Screen Based Report

Layout Oplions
() Use a predefined layout

() Supply your own layout
(%) Output raw 2L

Output Oplions
() Output to a web browser

@)

(%) Output ta a file

C:ASIMS Report Designs'R eport_Layout.me| C]

0K

H Cancel ]
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2. Specify the preferred output option by selecting the appropriate radio
button.

=  Qutput to a web browser

The default option produces a report in HTML format and displays it in
your default web browser.

-

s Run a Screen Based Report

Layout Oplions
() Use a predefined layout

(%) Supply your own layout C:A5IMS Report DesignsyReport_Layout. =l |E

() Dutput raw XL

Output Oplions
(%) Output to a web browser

() Output to a file

[1]8 ] [ Carcel

=  Qutput to a file
This option produces a report in . XML format to the location specified.
Enter the location where you want to save the . XML file.

Alternatively, click the Browser button to display the Save As dialog.
Navigate to the required location and enter a File name. Click the Save
button to return to the Run a Screen Based Report dialog.

@

s Run a Screen Based Report

Layout Oplions
(%) Use a predefined layout Drefault Layout A4

() Supply your own lapout
() Output raw $L

Output Oplions
() Dutput to a web browser

(%) Output to a file C:ASIMS Report Designs\Heport_Layout.me| C]

0K H Cancel ]

3. Click the OK button to produce the report.
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10 I Using the PageOne Connect Web
Messaging Portal
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BIOCK S .. 211

Introduction

The PageOne Connect Web portal is a secure, web-based messaging account
that enables SIMS InTouch customers to upload contact information from
SIMS. It also enables the selection and sending of text messages to staff,
pupil/students and parental contacts of pupil/students. This is particularly
useful when working off-site or do not have access to SIMS (e.g. during a
school closure that is caused by inclement weather conditions).

This chapter assumes that your school exports contact details from SIMS
and uploads them to the PageOne Connect Web portal (please see Exporting
Contact Information from SIMS InTouch on page 194).
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Exporting Contact Information from SIMS InTouch

1.
2.

6.

Log into SIMS as a user with System Manager permissions.

Select Routines | Data Out | InTouch | Export Contact Details to
display the Save the contact details export file dialog.

-

Save the contact details export file

Save in: | ) Web Portal Contact Details File v| Q32 m-

e
My Recent
Documerts

e

Desktop

My Documents

9

My Computer

File name: |SIMSEOntacts V| [ Save l

2
My Metwork | Save as type: |ZIF' archives [*.zip) L | [ Cancel ]

Navigate to a secure location to which you want to save the export file.
Enter a unique and recognisable File name for the export file.
Click the Save button to export the file.

The file is saved with a .zip extension. A confirmation message is displayed
once the export is complete.

NOTE: Do not upload the .zip file produced by the export routine in SIMS
to the PageOne Connect Web portal; instead, you must unzip the export
file and upload the resulting .xml file.

\!‘) Contact details saved,

Log into the PageOne Connect Web portal upload the exported file
(please see Uploading SIMS Contact Details to the PageOne Connect Web
Portal on page 196).

194 | Managing Communications using InTouch



10] Using the PageOne Connect Web Messaging Portal

Logging in to the PageOne Connect Web Portal

The PageOne Connect Web portal is a secure, web-based messaging account

that enables you to import SIMS contact details from SIMS, and to select
and send text messages when you are off-site or do not have access to

SIMS.

Each registered school/establishment is allocated a Connect ‘master’ admin
account with specific user name and password credentials. The master
admin account enables you to:

= import SIMS contact information.

= check current SMS credits and order new SMS text message blocks.

= create and edit user accounts (these are accounts that can send
messages via the Web portal).

= create and edit message templates.

= view the message log of all accounts.

The standard login page can be accessed here
(http://www.pageone.co.uk/login). An alternate (or secondary) login page

can be accessed here (https://www.oventus.com/oventus/authenticate).

Enter your allocated Username and Password and click the Log In button
to open a secure, authenticated session.

Connect™

[<] services

Welcome SIMSMASTER2

} CONTACT MANAGER
¥ TEMPLATES

F INBOX

b outBOX

F USER MANAGEMENT

! PREFERENCES

SIGN OUT

Contact Manager

*First Name:

*Second Name:

Role:

Phone:

Primary Parent:

Parents:

Boarder Status:

House:

Registration Group:

School:

School Tier:

User:

Year Group:

2 Import @ Delete All

=

Tools

i Smart Groups

i ¥ Contacts

Personal
(@}
[E]Aaran, chris n
=]
[E]aaran, Jonas

[E]Aaron, Liz
EE
[#]asron, sophis
BA
[#]asren, Tia
&)
[]abbey, David
&)
[E]abbey, Jimmy
mE
[E]abbot. Ban
mm
[E]abbat, catherina
BE
[7]abbot, Christopher

il

4 |page[ 1 Jof 72| b (25

The main menu items are displayed in the Services panel on the left-hand
side of the page. Any contacts that have already been imported are
displayed on the Contacts tab in the Tools panel on the right-hand side of
the page. If you have not yet imported contacts, the Contacts tab will be

empty.
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The Services and Tools panels can be hidden by clicking the adjacent
chevron. To display a hidden panel, click the chevron again.

Logging out of the PageOne Connect Account

To log out of the PageOne Connect Web portal, click the SIGN OUT button
at the bottom of the Services panel.

Uploading SIMS Contact Details to the PageOne Connect
Web Portal

When you log in to the PageOne Connect Web portal using the master
account, it is possible to upload the SIMS InTouch contact file previously
exported from SIMS InTouch (via Routines | Data Out | InTouch |
Export Contact Details). Uploading a contact file enables the sending of
messages to SIMS contacts when you are off-site or do not have regular
access to SIMS.

IMPORTANT NOTE: Do not upload the .zip file produced by the export
routine in SIMS to the PageOne Connect Web portal; instead, you must
unzip the export file and upload the resulting .xml file.

If you do not upload contact details previously exported from SIMS InTouch,
it is still possible to send messages but the mobile numbers will have to be
entered manually.

1. In the menu on the left-hand side of the page, click CONTACT MANAGER
to display the Contact Manager page.

2. Click the Import button to display the Import Contacts dialog.

Import Contacts

Browse.. |

3. Click the Browse button, navigate to the location of your SIMS contact
export file (the .xml file), highlight it, then click the Open button to return
to the Import Contacts dialog.

4. Click the Import button to upload the selected contact details file to the
Web portal.

IMPORTANT NOTE: Do not refresh your Web browser while the contact
file is being uploaded to the Web portal.

5. When the contact details file has been imported successfully, a message is
displayed.

If the file has imported successfully, the contact list should be displayed on
the Contacts tab on the right-hand side of the page.
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If a message indicating that an error has occurred during the upload process
is displayed, re-run the upload process. If this does not work, you are
advised to log out of your account, log back in and attempt the import
process again. If the problem persists, please contact your Local Support
Unit.

IMPORTANT NOTE: Each time you upload a new version of the SIMS
contact data file to the PageOne Connect Web portal, all existing contact
details are overwritten.

How SIMS Contact Data is Stored

The PageOne Connect Web portal will import SIMS contact data and store
individual contact records, together with fields for specific roles and groups,
and the relevant contact numbers associated with that contact.

When the SIMS contact export file is uploaded to the PageOne Connect Web
portal, individual contact records are created in the portal, together with
fields for specific roles and groups, and the relevant contact numbers
associated with each contact.

An individual contact's record can be viewed by clicking CONTACT
MANAGER in the menu on the left-hand side of the page and then clicking
an individual contact on the Contacts tab on the right-hand side of the
page. Alternatively, use the Search field to locate a specific contact. The
panel in the centre of the Contact Manager page displays the individual
contact record details.

Contact Manager

*First Name:  Chris
*Second Name:  Aaron

Role: | STUDENT

Phone: 447093615474
Primary Parent: 447224631848

Parents: | 447596231323

House: Boyle
Registration Group: 6CH
School: | Duchy School
School Tier:  Prep

Year Group: Year O

4 Import | W Delete all
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When the SIMS contact export file is uploaded to the PageOne Connect Web
portal, various mobile numbers are stored in the portal, as displayed in the
following graphic.

Phone: 447093615474
Primary Parent: 447224531848

Parents: 447596231323

= Phone - this is the primary mobile number of the contact, i.e. the
pupil/student's or staff member's own mobile number.

=  Primary Parent - this is the mobile number of the primary parental
contact for the pupil/student.

] Parents - these are the mobile numbers of all registered parents for the
pupil/student.

IMPORTANT NOTE: Text messages sent to landline numbers are sent
using a text-to-speech service. The caller will be prompted to press 1 to
listen to the message.

Fields are created automatically for the standard groups in SIMS, together
with any other groups that may have been created in the Extended Detalils
section of a contact record, as displayed in the following graphic.

House: Boyle
Registration Group: 6CH
School: | Duchy School
School Tier:  Prep

Year Group: Year ©
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The imported contacts are displayed on the Contacts tab on the right-hand
side of the page. The list is paginated and you can use the Search box to

search for a contact by name.

Tools

* Smart Groups

k Contacts

| Asror, Chriz

| aaran, Sophis

| abbey, Bavid

;;.':\I:‘, Jimmy

| Abbot. Ben

] abbot. Catherine

Page| 1 |efz| b

Up to three contact number icons are available for each contact.

TIP: Hover over a contact number icon to view the mobile number.

On the Compose Message page, click a contact’s icon to send a message
to that specific number. Alternatively, click multiple numbers for a contact to
send a message to all their numbers.

[% Jaaron, Liz
[ [m
¥ 4 [ 3
Contacts Parent(s)
Own number Number(s)

Primary Parent
Contact number
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User Management - Creating and Editing New User
Accounts

Each registered school/establishment is allocated a PageOne Connect
‘master’ admin account with specific user name and password credentials.

The master admin account includes the USER MANAGEMENT tab, which
enables you to:

= import SIMS contact information
= check current SMS credits and order new SMS text message blocks *

= create and edit user accounts (these are accounts that can send
messages via the Web portal)

= create and edit message templates

= view the message log of all accounts.

* Dependent on the SMS tariff option to which you have subscribed.
For security purposes, you must re-enter the username and password
credentials for your account to access User Management function.

User Accounts

User accounts are created and edited using the master admin account. It is
possible to create up to 10 user accounts for people who may want to use

the PageOne Connect Web portal to send SMS messages when their SIMS
system is unavailable.

Each user account has its own login credentials; any messages sent from a
user account will be logged as being sent from that account.

From the master account, you can see all messages, from all accounts.

NOTE: All messages are chargeable against your master account.

In the menu on the left-hand side of the page, click USER MANAGEMENT.

Select the User Accounts tab to display a list of all current accounts,
together with the number of accounts that have been created
(Accounts Created) from your Total Allowance.

Udr Aoooaans

Blpha Tag |

Lhs rra e WPsar b Status BSIEDNY Mot s
ER = .
23 ¢
St
ol -
: Aekes.
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The following account information is also displayed:

Username

This is the unique username that is used to log in to the
Connect account

User Id

A unique reference ID for the account. Please note that the
master account is displayed at the top of the list.

Master accounts have a User Id beginning 1nnnnnnn.

User accounts have a User Id beginning 5xxxxxxx.

Status

This is set to either Active or Suspended. To suspend an
account (to prevent it from sending messages), click the
Active button and select Suspended.

Alpha Tag/MSISDNs

This displays the virtual mobile number assigned to your
account.

Notes

This field can be used for your own comment against an
account, e.g. to record to whom you have allocated the
account. Click in the field and amend the text, if required.

Other User Account Options

Add New User Account(s) — enables the creation of new user accounts by
specifying a Username and Password.

Fassword

Add Mew User Accouts

Hir sy Boeaunts would you s 1 541 up?

& Sngle iehislpie
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Change Password - select the check box of the Username for which you
want to change the password, click the Change Password button and
enter the new Password and Verify Password.

Change Password

Passward

Heguerd

Confem Password

Sending Text Messages

Text messages can be sent only from a user account; it is not possible to
send them from the master admin account. User accounts have a
COMPOSE MESSAGE function, which is displayed on-screen once you have

logged in.
=
Connect™
[Z] services Compose Message Tools =
£ P Smart Groups
Welcome sims2child1
ii b Contacts
From: 447860055519 [=]
Personal -
To: Recipients ® = Q
Mode: @ Text Text to speech [lseren, chne 2
aEA
Delivery Time: Defaults to current time = [] Asren, Jonas
|
Message: *No template selected
} PREFERENCES [i] Amron, Liz
Flease type your message here E] E] E| H
SIGN ouT
[i] =ron, Sophie
aEA
[i] Aaron, Tia
a4
0 Characters, 1 SMS Part
aracters s [E] abbey. David
Reset Send B
[E] abbey, Jimmy
Quick View & EE
3 447595271836 ¥ TEST [14:24:48] ® < [ Abbot, Ben
mEEE
3 447595271836 ¥ Testing MSISDN [14:21:34] ®
[E] abbot, catherine
am
[£]Abbot, Christopher
&}
[i]Abbot, Dennis
M
. . ~ P N -
K 4 & 1 of 1 & » M 4] Page Size: 25 ~ | |y |paga[1 |af7a| b 25 -
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The COMPOSE option in the menu on the left-hand side of the page
provides the option to send messages in the following ways:

= SMS - send a message manually to one or more recipients.

a. Enter the mobile number in the To field. To send the message to
more than one recipient, separate mobile numbers with a semi
colon.

Alternatively, use the Contacts tab on the right-hand side of the
page to search for and select the required recipient(s).

b. Enter the Message text, or select a pre-defined Template
message from the drop-down list.

c. Click the Send button.

= COMPOSE WIZARD — guides you through the process of sending a
message using a wizard (please see Using the Compose Wizard to Select
and Send Messages on page 203).

Using the Compose Wizard to Select and Send Messages

The Compose wizard provides a step-by-step process that enables you to
select the intended recipients of a message from the imported SIMS contact
list.

Step 1 - Selecting the recipients
Select how you want to select the intended recipients.

Recipient selection Mode

Please choose the selection mode

@ All recipients
Recipients by role

Recipients by role and group

Reset Next
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=  Selecting All recipients sends a message to all of the contacts in the
imported SIMS contact list.

=  Selecting Recipients by role enables the selection of one or more roles
to whom you want to send a message. This sends a message to all of
the contacts registered against the selected roles. In the following
example, Primary Parent and Student are selected.

Select Recipient By Roles

Select the roles of the recipients you wish to message.

Roles

Agent  Employee | Parent | Primary Parent | Student

Reset Previous Next
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=  Selecting Recipients by role and group enables the selection of one

or more roles, together with

specific groups to whom you want to send

a message. Select the required groups from the drop-down lists.

Select Recipient Role & Groups

Select the role and groups that the recipients must belong.

Roles
Agent | Employee = Parent = Primary Parent = Student

Groups
House  Select ~
Registration Group  Select ~
School Select ~
Boarder Status = Select ~
Year Group  Select »
School Tier Select »

Reset

Previous Next

It is possible to select all groups
selection of groups.

(Check All), individual groups or a

Select Recipient Role & Groups

Select the role and groups that the recipients must belong.

Roles
Agent | Employee | Parent = Primary Parent = Student
Groups
House | Select ~
Registration Group «" Check All
% Uncheck All
School
Boarder Status Boyle
Curie
Year Group Hooke
School Tier | Newton

Reset

Previous Next
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Step 2: Entering the message text

After selecting the recipients, enter the message text or select a pre-defined
message template. As the message text is entered, the character count is
updated, together with the number of chargeable SMS parts to which the
message equates. Full details of how the number of message parts is
calculated for SMS messages is available from the PageOne website
(http://www.pageone.co.uk/sms-message-formatting-and-charging).

Text Message

Please enter the message you wish to send.

Recipients: | All redpients which have the role 'Primary Parent’ or 'Student’ and in groups
From: 447860055519 |z|
Message: *No template selected |z|

This is the message that I want to send.

40 Characters, 1 SMS Part

Reset Previous Next

NOTE: The SMS text message will be sent ‘from’ the two-way virtual
mobile number assigned to your account, as displayed in the From field.
This is also the number to which any replies are sent.
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Step 3: Reviewing the message summary

The Message Summary view enables the checking and reviewing of the
message details, including the intended Recipients (i.e. the selected roles,
groups, etc.) and number of Members to whom the message will be sent.

Message Summary

Please review your message and either press 'Send' or "Reset’ to finish.

Recipients: | Al recipients which have the role 'Primary Parent’ or 'Student’
and in groups

Members 1053 matching phone entries

From: 447860055519

Message: | This is the message that I want to send.

40 Characters, 1 SMS Parts

Reset Previous Send

To revisit the previous pages of the wizard, click the Previous button, if
required.

Click the Send button to send the message. Alternatively, click the Reset
button to cancel the process.

When the message is sent, the Message Accepted confirmation is
displayed. To view a log of the individual messages sent, click the OUTBOX
option in the menu of the left-hand side of the page.

Message Recipients and Message Parts

The Compose Message page provides the following information before the
message is sent.

=  Number of recipients (i.e. individual numbers to which the message will
be sent)

= Number of message parts — a standard SMS text message consists of up
to 160 characters. Longer messages, or those that include extended or
international characters, might reduce the number of characters per
message part.

= A warning (in red) if your message text includes any extended or
international characters. The use of such characters increases the
number of chargeable message parts.
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NOTE: If you are copying message text from another application and
pasting into the Compose Message page, ensure that you use the ‘paste
as plain text’ function to prevent any control and formatting characters
from being copied; control and formatting characters will be seen as
extended characters, therefore reducing the number of message parts.

Full details of how the number of message parts is calculated for SMS
messages is available from the PageOne website
(http://www.pageone.co.uk/sms-message-formatting-and-charging).

Sending Messages to Mobiles not in the Contact List

It is possible to send messages to mobile numbers that are not stored on
the PageOne Connect Web Messaging Portal.

From the Compose Message page, you can enter one or more mobile
numbers directly in the To field.

NOTE: If you are entering more than one number, separate each number
with a semi-colon (;).

Compose Messaps

Firstii:

T @
Mode: @ Taxt

Chelivery Thme: el

Hassage:

Alternatively, you can upload a CSV file that contains a list of mobile
numbers exported from SIMS by clicking the Upload button.

To view a list of the uploaded numbers, click the List of Recipients button.
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Templates - Creating and Saving Template Messages

Your master account includes a TEMPLATES option for creating and editing
standard message templates, which will then be available from the
Templates drop-down list on the Compose Message page of all user

4.

accounts.

To create a new template, click TEMPLATES in the menu on the left-hand
side of the page and then click the Add New Template button at the

bottom of the page.

Templabe

Template Mame ;

Find Terplate sl

[Designer

.

Save | Cancel

—_

Enter a Template Name. This is the name displayed in the template

drop-down list on the Compose Message page.

Enter the message text in the Designer panel. Text, date and time fields

can be added to the template message.

E Insert Date Field button
9 Insert Time Field button
+ Insert Input Field button

Tempiate

Designer

Tenuphates Mamie : Sample Templabe

Find Tersplao -l

B

Save | Casaat |

v -

Click the Preview Template button to view the template message.

Preview Template button

Fedd Ternplate _

s Pravians Tomplabe busten

ey e -
fald o wull paa (007 |00 | ped L inpus Marlds. veu
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5. Close the preview view and click the Save button.

Template

Find Templat
Tithe Message
secthar Temgluts T sl dbere

Eampls Tamplaty. B <hmal> ind Sdetel> inpet fisbdi, You can sed e RdR delabe

The new template is now available from the template drop-down list on the
Compose Message page, from where it can be edited and deleted.

Message Outbox

The OUTBOX option in the menu on the left-hand side of the page displays
a log of all messages sent. The master account OUTBOX displays all
messages sent via SIMS InTouch and any messages sent via the PageOne
Connect user accounts. The OUTBOX in individual user accounts displays
messages sent from that individual user account only.

From To Message DateTime Swius

W A4TEEO0SSATE jw 2477889245585 Don t forget to put Sports Day - 26th July 2017 - imto your diary. Everyone welcome  2017-03-0% 111300 Y
1o eome along and suppan the childnen

The delivery Status indicator uses a traffic light indicator to show the
delivery status of messages.

= Green — indicates that the text message has been delivered to the
mobile handset.

= Yellow — indicates that the text message is pending, awaiting
confirmation of delivery.

= Red - indicates that the sending of the text message has failed or the
mobile number is invalid.

A filter option enables the creation and saving of filter rules.

The Report button enables you to select a date range (up to last 90 days)
for the following message reports and exports, and to export them to
Microsoft Excel as a CSV file.

= Report button

= All Messages — displays a log of all individual messages.

=  Account Summary Report — displays a summary of messages per user
account.

= Message Count by Date — displays a summary of messages per day.
. Invalid address report — displays a log of all failed or invalid numbers.

NOTE: When logged in to a user account, messages sent from that account
can be viewed in the Outbox. The Outbox of the master admin account
displays all messages from all user accounts, together with any messages
sent directly via SIMS InTouch.
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Message Inbox

The INBOX option in the menu on the left-hand side of the page displays a
log of all inbound text messages, together with replies received to the
virtual mobile number assigned to your school.

From

W J4TTERG24555 W A4TEEN0S54TE  Unfortunately | will be unable to attend parents evening next week. Kind Regards. John Dunn 20170309 111622

To Message DateTime

parent of Sarah Dunn, Year 3

The filter options enable you to create and save filter rules.

SMS Messages - Checking SMS Balances and Ordering
new SMS Blocks

Depending on the tariff option for your account, the PageOne Connect Web
Messaging master account may enable you to check the current SMS

balance and order a new SMS block. These functions are restricted to your
master admin account and are accessed via the USER MANAGEMENT tab.

For security purposes, you will need to re-enter your Username and
Password to access these functions.

1. In the menu on the left-hand side of the page, click USER MANAGEMENT.
2. Enter your User name and Password.
3. Click the SMS Credits tab.

The following options are available:

View the current SMS credit balance (Remaining Balance)

Set up SMS low credit alerts, enabling you to receive an email alert
when the SMS balance reaches a pre-defined figure.

Top up SMS Credits by ordering a new SMS block. Please note that
when you order a new SMS block, it will be credited to your account
immediately, and an invoice will be generated and sent to your
school/establishment.

SMS Credirs

emamnmg Balance

SME Low Credht Alert

ca e
Top-up SMS Cradits

Wiew SHS Credits Order Hintory

k side Top-up block price
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SMS Credits
This displays the current number of SMS credits available on your account.

IMPORTANT NOTE: It is possible to send text messages only if you have
sufficient SMS credits at the time of sending. SMS credits can be topped up
at any time by ordering a new SMS block (please see Top-Up SMS Credits
on page 212).

New SMS block credits are credited to your account immediately and are
valid for 12 months from the time of ordering.

SMS Low Credit Alert

This displays any current low credit alerts that have been set up, including
the threshold limit and the email address to which the alerts will be sent.

To add a low credit alert, enter the Threshold Limit (i.e. the SMS balance
at which the alert will be triggered) and an email address to which the alerts
should be sent. Click the Modify button.

Notifications can be enabled or disabled. To amend the low credit alert,
enter a new Threshold Limit and an email address, then click the Modify
button.

An SMS low credit alert email will be sent to the selected recipients if your
SMS credit reaches the threshold limit.

Top-Up SMS Credits

It is possible to order SMS blocks, which are added to your SMS credit
balance immediately.

1. Select the required Top-up block size from the drop-down list. The
adjacent Top-up block price is updated automatically.

2. Enter Your Reference, if required. This could be a purchase order number
or another internal reference.

3. Enter the Order Confirmation Email Address. The SMS top-up email
confirmation will be sent to this address.

4. Click the Order SMS Credits button.

The new SMS block credits are credited to your account and can be used
immediately.

Your top-up order also generates an invoice to your school/establishment,
which will be payable as per the PageOne terms and conditions.
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Viewing the Communication Log

1. Select Focus | Pupil (or Student) | Pupil (or Student) Details to display
the Find Student browser.

2. Search for then select the pupil/student whose communication log you wish
to view.

3. In the Links panel on the right-hand side of the page, click the

Communication Log hyperlink to display the Communication Log
browser.

M Communication Log: Grenetia Abbey

[ New @ Search [ Open 9 Delete &4 Print Next - Previous Links ~ @Help $¢ Close
Period  This Year - Context  Behaviour Incident o Points - ) Send Message

Direction From / To Date Type Corttext Follow Up Notes Importance

30/04/201310:38 Email (nTouch) _Behaviour Incidet or Poi... Subject: Grenetta Abbsy, Year 8

This page displays all of the recorded communications that relate directly to
the selected pupil/student.

4. Search for the required communication record by selecting the Period over
which a communication has been recorded, e.g. This Year, and the
Context of the message, e.g. Behaviour Incident or Points, from the
drop-down lists.
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5. Highlight the required communication then click the Open button to display
its details on the Communication Details page.

1 Basic Details ¥
Communicates |Louise Abbey | D Importance  High + (/R view
Communicator |ﬂn'rta Abell | D
Type [Email {inTouch) | Direction  Sent -

Date 05/03/2018 Tirme 10:15:35

Log Confidentiality Confidential - Context Behaviour Incidert or Poirts -

About Name Role New
Abbot, Aaron Student, Applica... Open

Delete

2 Summary Notes

@

Subject: Grenetta Abbey, Year 8, 8F
This is to inform you of Grenetta's poor behaviour. Please contact the school.

This email and any attachment to it are confidential. Unless you are the intended recipient, you may not use, copy or disclose either

3 Follow Up

[l Required on |19/03/2018] Create

<«

6. The majority of the information displayed is read-only but the Log
Confidentiality can be amended, if required.

7. To view the content of the original message, click the View button to
display the Review a Message page.

i) More Information:
-/ Viewing Received Messages on page 74

Setting Up Message Options

1. Select Tools | Setup Message Options to display the Setup Message
Options page.

Setup Meszage Options

=1 Print
1 Optionz for high prionty messages

1 Options for high priority messages

Dizplay an alert when a new message iz received [wl
The pop-up alert will be dizplayed for zeconds
Flay a zound alarm [l

2. If you wish to Display an alert when a new message is received, select
the check box in the Options for high priority messages panel.

3. Enter the amount of time, in seconds, that you want the alert to be
displayed in the The pop-up alert will be displayed for field.

4. If you wish to Play a sound alarm when a high priority message is
received, select the check box.
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Tidying the Content of a User's SIMS Message Inbox

Applicable to users with System Manager permissions only

The System Manager can delete messages sent to other SIMS users, to help
to prevent mailbox full warnings from being displayed. You may also choose
to include this as part of your general SIMS housekeeping process, to tidy
the inbox of all members of staff (current and leavers). Once messages
have been deleted they are recorded in the audit log, so a record of deleted
messages can be maintained. The log can be exported, if required.

NOTES: This process deals solely with the deletion of messages received
by a SIMS user (i.e. messages in a user's Inbox, accessible from the
Messages panel on the SIMS Home Page or via Focus | InTouch |
Show Messages). It does not delete messages sent by a SIMS user,
neither does it delete messages sent to or from your school.

For privacy reasons, it is not possible to read the content of the messages
displayed.

WARNING: This process is irreversible and therefore it must be carried
out with caution. Any messages that have been deleted cannot be
retrieved.

1. Select Tools | Housekeeping | Manage Messages to display the Manage
Messages browser.

2. Enter any combination of the staff member's Surname, Forename, Staff.
Code and Previous Name. Additional search criteria is available from the
drop-down lists. Alternatively, leave the search criteria blank if you do not
wish to apply a filter.

3. Click the Search button to display all members of staff who match the
search criteria specified. The Total Message(s) column displays the total
number of messages in a user’s Inbox (i.e. an aggregate of unread and read
messages).

“ Manage Messages

B Search Open (= Print G Mext @ Help $%€ Close
Sumame: |b ‘ Faorename: | ‘
Staff. Code: | ‘ Previous Mame: | ‘
Gender: <Ay w l:l Title: <Ary i l:l

Status: Staff, all Current v Tier: LAy v

Mame Previous Mame Title Gender Staff Code Total Message(s)

Blacker, h Ir
Brawn, James br
Brown, Paul Simon bdr
Burrows, Katie Miss
Burton, Fiona Miss
Buston, Ahigail tdrz

T I =
)
=]
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4. Highlight the user whose messages you wish to tidy then click the Open
button to display the Manage Messages page.

Manage Messages - Mr Adrian Blacker
(=1 Print @ Help 0¥ Unpin 3% Close
1Messages 2 Deleted Massages Log

1Messages ~
Sender Subiject Sent Date Read Message Tupe 3@ Delete
O ﬁ Mr Adrian Blacker Bullying 06-07-2011 1241 Tes General Message 7 Gelect Al
O ﬁ Mr &drian Blacker Inadequate Wark in Class 12-04-2011 11:13 Yes General Message $2 Deselect &l
(] E Mr &drian Blacker Persistent Lateness to 5chool 12-04-2011 11:M e General Message

The Messages panel displays all the messages that are currently held in the
selected user's Inbox. The Sender, the Subject line, the Sent Date, an
indication of whether or not the message has been Read and the Message
Type are displayed for each message.

The content of the Messages panel can be printed, if required.

TIPS: Before printing, ensure that the width of the columns is set
appropriately because the column width selected on-screen will be
mirrored on the printed output. For the same reason, also ensure that the
sort order displayed on-screen is appropriate for the printed output.

You are advised to produce the output in landscape format to ensure that
all the fields displayed on-screen are included on the output.

The content of the Deleted Messages Log panel, described later in this
topic, is also printed on the same output.

To print the list of messages, select the check box adjacent to each message
you wish to include on the output then click the Print button to display the
standard Windows® Print dialog. Select the appropriate print options then
click the OK button to produce the output.

5. Select the check box adjacent to each message you wish to delete.
Alternatively, use Shift + click or Ctrl + click to select a block of messages
or selective messages respectively. Additionally, the Select All button and
the Deselect All button can be used for global selection and deselection.

6. Click the Delete button. You are prompted to confirm the deletion of the
selected message(s).

If you have selected to delete one or more read messages, the following
message is displayed.

:.T/ ou are about to permanently delete 1 messageis). Do you wish to continue?
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If you have selected to delete one or more messages, including at least one
unread message, the following message is displayed.

:.T/ ‘ou are about ko permanently delete 1 messageds), of which 1 message(s) have not been read. Do you wish ta continue?

[ es ] [ Mo ]

Click the Yes button to delete the selected message(s). The deleted
message(s) are displayed in the Deleted Messages Log panel.

2 Deleted Messages Log
FromDate  [01/09/2011 ToDate  [05/04/2012 B Search

Deleted By Sender Subject Sent Date Delsted On 4] Evpart
r &lan Mariner Mr Adrian Blacker RE: Inadequate "Wwaork in Class 03-12-201010:07  0504-20121211

The Deleted Message Log panel, which acts as an audit log, displays all
the messages that have been deleted from the selected user's Inbox until
the log is exported in . XML format, at which time the log is cleared. The
user who deleted the message (Deleted By), the Sender, the Subject line,
the Sent Date and the date on which the message was deleted (Deleted
On) are displayed for each message.

The display of deleted messages defaults to the first day of the current
academic year (From Date) to today's date (To Date) but can be changed
by clicking the respective Calendar buttons and selecting the required
dates. If you change either or both of the dates, click the Search button to
refresh the display of deleted messages.

The content of the Deleted Messages Log panel can be printed, if
required.

TIPS: Before printing, ensure that the width of the columns is set
appropriately because the column width selected on-screen will be
mirrored on the printed output. For the same reason, also ensure that the
sort order displayed on-screen is appropriate for the printed output.

You are advised to produce the output in landscape format to ensure that
all the fields displayed on-screen are included on the output.

The content of the Messages panel, described earlier in this topic, is also
printed on the same output.

To print the list of messages, click the Print button to display the standard
Windows® Print dialog. Select the appropriate print options then click the
OK button to produce the output.
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The audit log can be exported in . XML format. Once the log has been
exported, it will be removed from the Deleted Messages Log panel.
9. Click the Export button to export the audit log. You are prompted to

confirm the export and you are advised that once the data has been
exported, the audit log will be cleared.

\:.T/ Once the data has been exported, the Audit log will be cleared. Do you wish o proceed?

[ es ] [ Mo ]

10. Click the Yes button to display the standard Windows® Save As dialog.

11. Navigate to the required location and enter a File name. The file type
defaults to . XML and cannot be changed.

12. Click the Save button to save the output and to remove all messages from
the Deleted Messages Log panel.

What Happens if SIMS Cannot Immediately Send a
Message to an External Source?

Messages that cannot be sent immediately, perhaps because of a failure in
the messaging service, can be queued and re-sent automatically when the
issue is resolved. SIMS attempts to resend a queued message every five
minutes until it is sent or until the message expires.

If you have any messages queued, they are accessible via the Queued
Messages panel on the maximised Messages panel on the SIMS Home
Page. The content of the Messages panel can also be displayed by
selecting Focus | InTouch | Show Messages. This panel is displayed
between the Inbox and Sent panels.

ﬁi??:gdes To Subject Queued Type A. L. Status Qpen
B InTouch Contactie) .. lest123131231 16/09/2011 1146 General Message Queued 3¢ Delete

NOTE: The Queued Messages panel is displayed only if you have one or
more queued messages.

A queued message can be opened in read-only mode by highlighting it then
clicking the Open button, from where you can attempt to resend it
manually.

a. Select the required queued message.

b. Click the Open button adjacent the Queued Messages panel to display
the Review a Queued Message page.
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c. Click the down arrow adjacent to the Reschedule button and select the
Send Now option from the pop-up menu.

DAy

Reschedule

Reschedule
Send MNow

A queued message can be deleted by highlighting it then clicking the Delete
button.

If you attempt to close SIMS with one or more messages still queued, you
will be asked to confirm that you wish to exit.

It is also possible to reschedule the sending of a message by clicking the
down arrow adjacent the Reschedule button and selecting Reschedule
from the pop-up menu. In the Delayed Sending of Messages dialog,
select the Date and Time for the resending of the message.

m Delayed Sending of Messages @

Flease specify the datefiime fo send the message(s).

Date: | 05/03/2015 Time: [10:00  + |

o OK $2 cancel

NOTE: The Date and Time on the Delayed Sending of Messages dialog
default to the assigned scheduled date and time of the message.

IMPORTANT NOTE: If you select to reschedule a queued message that

has already been sent in the background, a message is displayed, stating
that the message has already been sent.

E Failed (23]

The message could not be rescheduled because it was already sent.

Ok
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