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Emailing Module

Denbigh Admin can use standard email programs such as Outlook Express,
Gmail or it may be configured to use a plug in that talks directly to your mail
server.

Emailing to Parents for the Current Students

A« Q * = & B > L & o W @

Main Back Find Search View As  Print Menu Academic . Students  Student Class Family Community Staff Detalls
Menu Assistant List Reports Move toAmni “Menu  Accounts  Detalls Detalis Detalls

Current Student Details + Medical Alert

(103334 Yusof Portia Ashley Portia Female 14 Sep 2005 7 7.2 Puce
= StudentID = Sumame = First Name = SecondNames = KnowAs = Gender = Bithday = Yer = TGr = House
Family Details Parents / Guardians
Family Code Family Name Home Phone Work Phone Mobile .
(@ ASHTONO3 Yusof 02 3456 7890 George Vuong 02 1234 5678 0414 123 456 e
Property : Father - -
yo Emai support@denbigh.com.au
d Street: | 1John St
I Wayne Jobson 02 1234 5678 0413582908 i
Suburb/State/PCode : | Sydney NSW 2000 Step father Update @ |
Country : |Australia Email: support@denbigh.com.au Email support@denbigh.com.au Portia is Present today

Current Period:3 !

General Information '

Gei 1 Inf tion General Info Hosts & Guardians Correspondence Comms List Transport MCEECDYA Extra School Report Census Parent Portal
For the found set of student records

For this student
Notes New emall to Students Emall New emalil to Student
New emall to Students Do New email to Parents = PP New emall to Student e New emall to Parents
Medical Info To this student
Date Subject From Status Email Text
Classes 11/08/2017 |Canberra Excursion Jane Denbigh eMail Sent will be attending an excursion to Canberra on Monday 24th
April. They will be leaving the school at 7.00am promptly.
11/08/2017 Please ensure arrives on time and has the necessary equipment
Timetable S P M S S S P Y
Academic Record
Attendance
About this student
Date Subject From Status Email Text |
Discipline 11/08/2017 | Canberra Excursion | Jane Denbigh eMail Sent Portia will be attending an excursion to Canberra on Monday
24th April. They will be leaving the school at 7.00am promptly.
Cocuricuer sz Plense ensure Forla amives on time and hs the necessar?.. |
) 11/08/2017 | Canberra Excursion Jane Denbigh eMail Sent Portia will be attending an excursion to Canberra on Monday
Music 24th April. They will be leaving the school at 7.00am promptly.
11/08/2017 Please ensure Portia arrives on time and has the necessary i
Dy o o P

Create emails to Parents or Student for the Current Student file.
In the Student's File - Click the Email tab

General Information
General Info Hosts & Guardians Correspondence Email Comms List Transport MCEECDYA Extra Scheol Report Census Parent Portal
For the found sel°ant records e e For this student

New emall to Students e s Emall New email to Student New emall to Student New.emall to Parents

New emall to Students cc Parents Menu cc Parents

To this student

There are many options to send emails
To a single student
1 - email to the Student
2 - email to the Parents
3 - email to the Student and cc parents
To a found set of students
4 - email to the found set of students
5 - email to the found set of student's parents
6 - email to the found set of students and cc parent.
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Email Details

A « B / B

Main Menu  Back Menu Check Preview > Den blg h

Speling .

Email Detail Administration

eMail ID Date Created eMail Template Type
S00063 17/8/2017 i Excursion HTML Options
" P ' Include Staff
eMail From Name Date Sent eMail Tempiate | include Header Footer  Signature HTML
{Jane Denbigh 1D000039 Excursion to Canberra | B §x
L oo - ] L At
eMail Address Status eMail Subject
isally.hill@me.com | INew eMail | iExcursion to Canberra o
{ |t ] Add Reciple o
— No. Recipients | 1
Year 9 students will be attending an excursion to Canberra on Monday 24th April. They will Recipients Attachments a Log
be leaving the school at 7.00am promptly. Please ensure <<Your Student Preferred
Name>> arrives on time and has the necessary equipment for the day. Please sign the supporti@denbigh.com.au 8
below permission slip and return it to the scho oﬁ later that Monday the 24th March. Portia Yusof
PARENTAL PERMISSION - Please sign this foriti =1id return it to the School Office.
This is to confirm that I have received correspondence regarding <<Your Student Preferred e

Name>> excursion to Canberra.
1 give permission for <<Your Student Preferred Name>> to attend the excursion -
<<MailToSubject Approve Attendance>>

<<Your Student Preferred Name>> will not be attending the excursion - <<MailToSubject
Dedline Attendance>>

Staff ID for Signature Sign off

Include Signature 9

When the email is created it will use the logged in users name as the sender.
It will add the staff member’s signature and details.

1 - Enter a Subject (required data)

2 - Enter the details of the email

3 - Attach documents if necessary

4 - Preview the email if necessary

5 - Send Email button

6 - List of Recipients (use bin to delete)

7 - Button to add other recipients

8 - Option to add a HTML header, footer or School signature (standard
text for all staff signatures)

9 - Graphic Signature option

Please note 8 and 9 above are usually only visible for the System
administrator.
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Adding extra Recipients

Adaministration
o

Select Email Recipients
Enter the Name into the field below, select a person type i desired, and Tab. Any potential matches will be displayed below.

Enter name N
(Press Tab or Enter to display names) q :::::; F r:s:_r':a'e“t F :‘:“"::i [ Dor Recipients

1 @l o [ NRParent [X] Staff [ Former Staff e PVt O, Py o

| [ Guardian []Student  [] GroupMember

H Log

I ) o Parentt [ Past Parent [ Future Dor

:' Mr Trevor Allesch Parent2 InPTI Alumni ]
support@denbigh.com.au NRParent (X! Staff Former Staff

1 Guardian (] Student GroupMember

‘ oo @

Click to Add recipients

Check box to selected the community status

Start entering the name to filter

List of people that can be added, click the + button to add the recipient/s.
Click "Back to email" when done.

aAbLowON -
1

Add attachment/s

eMail ID Date Created eMail Template Type
S00063 17/8/2017 [ Excursion | e
Include Staff
Date Sent el Tempite

Indude Header  Include Footer  Signature HTML

1D000039 Excursion to Canberra

eMail Address Status eMail Subject

{sally.hill@me.com | INew eMail Excursion to Canberra

‘ . Add Recipient
H | <-- Insert No. Recipients | 1

Year 9 students will be attending an excursion to Canberra on Monday 24th April. They will Redplents Attachments Log

be leaving the school at 7.00am promptly. Please ensure <<Your Student Preferred
Name>> arrives on time and has the necessary equipment for the day. Please sign the
below permission slip and return it to the school no later that Monday the 24th March. — ]

PARENTAL PERMISSION - Please sign this form and return it to the School Office. -

This is to confirm that I have received correspondence regarding <<Your Student Preferred

Name>> excursion to Canberra. Click here to ]
attach a file or....

1 give permission for <<Your Student Preferred Name>> to attend the excursion -
<<MailToSubject Approve Attendance>>

<<Your Student Preferred Name>> will not be attending the excursion - <<MailToSubject
Decline Attendance>>

Staff ID for Signature Sign off Signatory
{DENB | | [3ane Denbigh |
V4 iX(! nclude Signature ‘Signatory Position

Fosdigh

To add an attachment either
1 - Click to find and add an attachment or
2 - Click and drag a file to add
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Preview

100063
ail From Name
ane Denbigh

“ail Address

ally.hill@me.com

‘ear 9 students will be ¢
ie leaving the school at
lame>> arrives on tim(
ielow permission slip ar

'ARENTAL PERMISSION

"his is to confirm that I
lame>> excursion to C

ing the email before sending

[

Delete

e / v
Menu Check Preview
Spelling

Email Preview

DENBIGH ’
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Year 9 students will be attending an excursion to Canberra on Monday 24th April. They will be leaving the school at 7.00am
promptly. Please ensure arrives on time and has the necessary equipment for the day. Please sign the below permission slip
and return it to the school no later that Monday the 24th March.

PARENTAL PERMISSION - Please sign this form and return it to the School Office.

This is to confirm that I have received

to Canberra.

give permission for <<
<<MailToSubject Appra

<<Your Student Prefern
Jedine Attendance>>

will not be ing the

- Cannot attend - please click here

1 give permission for to attend the excursion - Will be attending - please click here

bk

Jane Denbigh
Head of Middle School

1 - Click the preview button.
2 - Click Continue to go back to the email details

3 - Send email when all details have been entered or Delete if not required.

Email Student record

~» b & W &

Search  ViewAs PrintMenu Academic Swdents  Student Class Famly  Community Staff Detall
Assistant List Reports MovetoAlmni “Menu  Accounts  Detalls Detalls Detalls
Current Student Details F Medical Alert
@ 103334 Yusof Portia Ashley Portia Female 14 Sep 2005 7 7.2 Puce
= StudentID = Sumame = First Name = Second Names = KnowAs = Gender = Birthday = Year = TGr = House
Family Detalls Parents / Guardians
Family Code Family Name Home Phone Work Phone Mobile
@ ASHTONO3 Yusof 02 3456 7890 George Vuong 02 1234 5678 0414 123 456 N
Property : Father
,9 Emai | support@denbigh.com.au “
oo Street : |1 John St
Wayne Jobson 02 1234 5678 0413582908
Suburb/State/PCode : | Sydney NSW 2000 S folier Update @
Country :  Australia Email: | support@denbigh.com.au Emal | support@denbigh.com.au Portia i Present today
Qurrent Period : 13
General Information
General Information  G°nerel Info Hosts & Guardians Comespondence | Emall = CommsUst  Tramsport  MCEECDYA Extra School Report Census Parent Portal
For the found set of student records For this student
Notes New email to Students Email New email to Student
New emall to Students Eapas New emall to Parents L i New emall to Student o New emall to Parents
Medical Info
Subject From Status Email Text:
Classes 17/08/2017 | Excursion to Canberra | Jane Denbigh eMail Sent Year 9 students will be attending an excursion to Canberra on
Monday 24th April. They will be leaving the school at 7.00am
17/08/2017 promptly. Please ensure arrives on time and has the necessa
Timetable
11/08/2017 | Canberra Excursion Jane Denbigh eMail Sent will be attending an excursion to Canberra on Monday 24th
Academic Record April. They will be leaving the school at 7.00am promptly.
11/08/2017 Please ensure arrives on time and has the necessary equipment
Attendance
About this student
Date Subj From Status Email Text
Discipline 11/08/2017 | Canberra Excursion Jane Denbigh eMail Sent Portia will be attending an excursion to Canberra on Monday
24th April. They will be leaving the school at 7.00am promptly.
Cocurrclar e Please ensure Porta anfyes on time and has the necessary,_
11/08/2017 | Canberra Excursion Jane Denbigh eMail Sent Portia will be attending an excursion to Canberra on Monday
Music 24th April. They will be leaving the school at 7.00am promptly.
11/08/2017 Please ensure Portia arrives on time and has the necessary
plavoriatyib bkl rtingfvelr o vl

Record of email sent.
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Note: Portal displays for emails to the parents about the student or emails to

the student.

Creating Email templates

Correspondence Menu

W

Community ~ Staff Detalls
Detalis

Correspondence/SMS (

eMail List

Denbigh Demonstration School

In the Correspondence Menu Click the emails tab, then email Templates.

Email templates list

A

Main Menu

emats )

eMail Templates

Add Template z )

Email Template List

Substitution Table

Jq 4 £ &
Swudents Community  Famly  Staff Detal
‘Menu Detalls Detall

C’JD(\MUO Test Sample [ ] Test Sample Template test for tag

® 1rd b1 | PTI Staff ] |PTI Staff Notification Dear Teachers,

@ 1D000004 | PTI Parents [ |PTI Parent Notification Dear <<Title Surname>>

® 10000008 Email to Parents X]  EMAIL A - For First and second Infringement Dear <Name of Parent>

@ 10000009 | [Email to Parents X |EMAIL B - For Third Infringement Entry Dear <Name of Parent>,

® 10000010 | Email to Parents X EMALL C - For Fourth Entry Dear <Name of Parent>,

® 10000011 Email to Parents [X]  |EMAIL U - Uniform Notice Dear <Name of Parent>,

® 10000012 | Email to Parents X |EMAIL D- Detention Notice Dear <Name of Parent>

® 10000013 | Email to Conduct Coordinator X |Level01 Threshold Reached - notice to Conduct | Today <name of student> received a conduct entry for <subtype>,
@ 10000014 | [Email to Conduct Coordinator X Level02 Threshold Reached - notice to Conduct | Today <name of student> received a conduct entry for <subtype>,
® 10000015 | Email to Conduct Coordinator X |Level03 Threshold Reached - notice to Conduct | Today <name of student> received a conduct entry for <subtype>,
® 10000016 | Email to Conduct Coordinator X Level04 Threshold Reached - notice to Conduct | Today <name of student> received a conduct entry for <subtype>,
® 10000017 Email to Tutor X Level01 Threshold Reached - notice to Tutor Today <name of student> received a conduct entry for <subtype>,
® 10000018 | Email to Tutor X |Level02 Threshold Reached - notice to Tutor Today <name of student> received a conduct entry for <subtype>,
® 10000019 Email to Tutor X Level03 Threshold Reached - notice to Tutor Today <name of student> received a conduct entry for <subtype>,
® 10000020 | Email to Tutor X |Level04 Threshold Reached - notice to Tutor Today <name of student> received a conduct entry for <subtype>,
® 10000021 | Email to Head Of Academic Year X Level01 Threshold Reached - notice to Head Of | Today <name of student> received a conduct entry for <subtype>,
® 10000022 | Email to Head Of Academic Year X |Level02 Threshold Reached - notice to Head Of | Today <name of student> received a conduct entry for <subtype>,
® 10000023 | |Email to Head Of Academic Year X |Level03 Threshold Reached - notice to Head Of | Today <name of student> received a conduct entry for <subtype>,
® 10000024 Email to Head Of Academic Year X |Level04 Threshold Reached - notice to Head Of | Today <name of student> received a conduct entry for <subtype>,
® 10000025 | Email to Parents X | petention Notice to parents Today <name of student> received a conduct entry for <subtype>,
® 10000026 Email to Conduct Coordinator X Detention Notice to Conduct Coordinator Today <name of student> received a conduct entry for <subtype>,
® 10000027 | Email to Tutor X | Detention Notice to Tutor Today <name of student> received a conduct entry for <subtype>,
® 10000028 | Email to Head Of Academic Year X Detention Notice to Head Of Academic Year Today <name of student> received a conduct entry for <subtype>,
® 10000031 | Email to Enquirer [J  Email to Enquirer 1 Dear <<Mailing Title>>,

® 10000039 Excursion ] Excursion to Canberra Year 9 students will be attending an excursion to Canberra on Monday
® 10000040 Parent Portal [ Login Notification Dear <<Family Salutation>>

1 - Click the jump button to view any template
2 - Click the Add Template

DENBIGH
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New template

® 10000004
® 10000008
® 10000009
® 10000010
® 10000011
® 10000012
® 10000013
® 10000014
® 10000015
® 10000016
® 10000017
® 10000018
® 10000019
® 10000020
® 10000021
® 10000022
® 10000023
® 10000024
® 10000025
® 10000026
® 10000027
® 10000028
® 10000031
® 10000039
® 10000040

=
Q £
B8

Find Correspondence  Add Template

Menu

PTI Parents

Email to Parents

Email to Parents

Email to Parents

Email to Parents

Email to Parents

Email to Conduct Coordinator
Email to Conduct Coordinator
Email to Conduct Coordinator
Email to Conduct Coordinator
Email to Tutor

Email to Tutor

Email to Tutor

Email to Tutor

Email to Head Of Academic Year
Email to Head Of Academic Year
Email to Head Of Academic Year
Email to Head Of Academic Year
Email to Parents

Email to Conduct Coordinator
Email to Tutor

Email to Head Of Academic Year
Email to Enquirer

Excursion

Parent Portal

Discipline
Template Title

KN XKKNKKKX XK X I

x|

Email Template List

PTI Parent Notification
EMAIL A - For First and second Infringement
EMAIL B - For Third Infringement Entry

EMAIL C - For Fourth Entry

EMAIL U - Uniform Notice

EMAIL D- Detention Notice

Level01 Threshold Reached - notice to Conduct
Level02 Threshold Reached - notice to Conduct
Level03 Threshold Reached - notice to Conduct
Level04 Threshold Reached - notice to Conduct
Level01 Threshold Reached - notice to Tutor
Level02 Threshold Reached - notice to Tutor
Level03 Threshold Reached - notice to Tutor
Level04 Threshold Reached - notice to Tutor
Level01 Threshold Reached - notice to Head Of
Level02 Threshold Reached - notice to Head Of
Level03 Threshold Reached - notice to Head Of
Level04 Threshold Reached - notice to Head Of
Detention Notice to parents

Detention Notice to Conduct Coordinator
Detention Notice to Tutor

2

Students
Menu

Dear <<Title Surname>>
Dear <Name of Parent>
Dear <Name of Parent>,
Dear <Name of Parent>,
Dear <Name of Parent>,
Dear <Name of Parent>

Today <name of student> received 2 conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,

Email to Enquirer 1
Excursion to Canberra
Login Notification

Detention Notice to Head Of Academic Year

Today <name of student> received a conduct entry for <subtype>,
Today <name of student> received a conduct entry for <subtype>,

Dear <<Mailing Title>>,

Year 9 students will be attending an excursion to Canberra on Monday

Dear <<Family Salutation>>

W &
Community
Detalls

Famlly
Detall

®[10000041

i o 3 3 3 3 S

3 - Blank template - click the jump arrow to enter details.
A unique ID is given to the template.

Main Menu

Back List View

Tef’}:)?am
Email Template Detail

Select Type & Template

D 10000041 | Tyee [|

2

Students
Menu

Enter Body

1. Choose tag

___| Email to Conduct Coordinator
Email to Enquirer

Email to Head Of Academic Year
Email to Parents

Email to Tutor

Excursion

Parent Portal

PTI Parents

PTI Staff

Test Sample

0 Template Name : Please enter a unique title here for ID000041 !

Insert

3. Insert

<=

Staff Detalls

4- Choose the email type from the list or add a new type
Types are used to give a category for the emails.

INTERNATIONAL
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A 4 = & 2 o i

Main Menu Back List View

Add Swdents  Community  Staff Detalls
Template Menu Detalls

Email Template Detail

Select Type & Template

D {ID000041 | Type {Excursion i

Enter Body
H Us in Discipline Module Insert
1. Choose tag 2. Place Cursor in body, below 3. Insert
Message Text

(6]

5 - Enter the template title
6 - Enter the details for the email

Email Template Detail

Select Type & Template
D EID000041 E Type iExwrsion E Template Name Year 7 Excursions E
Enter Body

Use in Discipline Module Insert

<<Family Salutation>>

<<Family Salutation>> . 2. Place Cursor in body, below e 3. Insert e
<<Full Name>>
<<Mailing Title>>
<<MailToSubject All correct>> mber. Please ensure
<<MailToSubject Approve Attendance>>

<<MailToSubject Changes needed>>

<<MailToSubject Decline Attendance>>

<<Pasword>>

<<Preferred Name>>

<<PTI Password>>

<<PTI Session Date>>

<<PTI Session End Date>>

<<PTI Session Name>>

<<PTI Session Start Date>>

<<PTI Username>>

<<Salutation>>

<<Title Surname>>

<<UserName>>

7 - Choose a tag to use in the email (merge fields available)
8 - Place the cursor where the tag is to be used
9 - Click to insert the tag

“.2' DENBIGH Email Module
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Emails using a template

A B/ B YW

Main Menu Back Menu Check Preview

Delote /—> Denbigh

Spelling Emall Ad T o
Email Detail ministration

eMail ID Date Created ‘eMail Template Type
S00063 17/8/2017 | Excursion
‘eMail From Name Date Sent eMail Template
iJane Denbigh l [
et Excursion to Canberra
| [New eMai || |
: ! Add Recpient
— \
; Attachments Log
T
Staff ID for Signature Sign off Signatory
{DENB 1 i | Jane Denbigh
Include Signature Signatory Position

AN

Create a new email.
1 - Choose from the email template type
2 - Choose the email template to use

Emailing Staff regarding a student

A 4 Q * = &8 B ~» b & i M W B

Main Back Find Search  ViewAs PrintMenu Academic . Swdents  Student Class Famlly  Community Statf Detd
List Move to Alumni " Men, Detalls

u Accounts Detalls Detalis

Menu Assistant Reports

Current Student Details

(@ 100182 Hume James Antony John James Male 14 Nov 2000 12 12.3 Red
= Student ID = Sumame = First Name = Second Names = KnowAs = Gender = Birthday = Year = TGr = House
Family Details Parents / Guardians %
Family Code Family Name Home Phone Work Phone Mobile
@ CHEN12 Hume 02 3456 7890 Raymond Hume 0414 123 456
9 Property : Parent1 “
Map Street : |1John St e
SuburbState/PCode : | Sydney NSW 2000 Nina Hume 0t 123 456 Update | &
Parent2

Country : Email: |support@denbigh.com.au Email support@denbigh.com.au James is Present toda

Classe
i Future Classes Enrolment Log Markbook Tasks Markbook Groups
General Information
B3 Email Teachers

>
. '8 o AddClass Change Class
Notes Accelerated Student [ ] o of Glasses
Number of Units: §p
Curently  § 8 Importinto current
Medical Info ClassCode  Course Code  Class Unts  TTLne Teacher Reported & & reporting period
@ CHiH1 CH1H Chemistry Higher Dr M Burlinson Yes X Imy
Classes 8 por
# CAS11 CAS1 Creativity, Action, Service Ms B Leljak B | Yes X Import
Timetable @ EC1H1 EC1H Economics Higher Ms B Leljak B | \Yes X Import
@ EN1H2 EN1H2 English Higher Mrs R Lam B | Yes X Import
Academic Record
@ FR1S1 FR1S French Standard Miss ] Donald B | Yes X Import
Attendance @ MM1S1 MM1S Mathematics Standard Ms K Logue B ||Yes X Import
@ PHIH1 PHIH Physics Higher Mr A Brettell o | Yes X Import
Discipline
@ TOK13 TOK1 Theory of Knowledge Ms B Leljak B | Yes X Import
CoCurricular
Music
Other

Click the email button under the Classes tab.

INTERNATIONAL
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Main Menu

B / B

Check
Spelling

Menu Preview

Y m

Send Delete
Emall Emall

Email Detail

> Denbigh

Administration

eMail ID Format Date Created eMail Template Type

500063 17/8/2017 HTML Options

eMail From Name Date Sent eMail Template Header  Include Footer

EJane Denbigh

eMail Address eMail Subject

isupport@denbigh.com.au | |

b ' ' Add Recipient

| = No. Recipients | 6
Recipients Attachments Log

support@denbigh.com.au 8
Dr Mark Burlinson
support@denbigh.com.au 8
Mrs Robyn Lam
support@denbigh.com.au a
Miss Juiia Donald
support@denbigh.com.au 8
Ms Briony Leljak
support@denbigh.com.au 8
Ms Kestie Logue
support@denbigh.com.au 8
Mr Andrew Brettell

Staff ID for Signature Signatory

{DENB | | Jane Denbigh

gk

Signatory Position
d of Middle School

Creates an email to the teachers of the student.

Emailing Groups of Staff

A <

Main
Menu

Classes

Timetable

Tutor Group

Absences and Extras

CoCurricular

Groups

Professional

Correspondence
and Email

Confidential

e

Classes  Community
Detalls

Q Q &8 + E ~ O @w © | X ii
Find Print  Add Nev PGD  Moveto Sttt Cass Mesting Swdents
Toachers  Menu oser Fg’,;"m' Absences  Cover Times Menu
Extras
Staff Detalils WWCC Alert
Denbigh Jane Head of Middle School (= S00063
= Sumame = First Name = Second Names = Known As = Position = Community ID
Confidential
School Info Confidential Account / Email Info / Security
(X] Current Staff
Medical / Emergency Info
School / Employment Info Positions Held
Doctor : Dr Smith Doc Ph: 1234 5678
BT Annual Leave Tota! e Medicare No : 123456 789 Fund : MBF
Current : Current : Current : Cument: 0 Emergency :| Mary Phone : 01245 789
Total: 3 Total : 1 Total : |9 Entitiement : |20
" Medical Allergic to hard work
Add Entry Detais :
Excursions Total : |0
TPL Total : |0 Vehicle Details
Employment Date : | 1/2/1995 Make of Car Colour Registration Insurer
Anniversary Date : 31/1/2018 Codes : Toyota Prado Silver ABC-123 NRMA a8
Termination Date : = Teacher # : 123456 8
Previous Employer : BBC Hardware Employment Basis : Full Time WWCC / PD Accreditation Info
Employment % : 100% Category : Teacher
WWCC No: | 76032 WWCC Renewal needed  [X]
Teaching % : 80%
- Sgnatwre: wwecDate: |15/2/2016 B WVCC Responsble [x]
Staff member
Police Check [] |1/6/2007 d/,_/\ Ll L wwec status ;| Cleared -
WCEETVA Creck (3] [19/6/2009 W 13 WWCC Bxpirty Date s 27/7/2017 B
PD Accreditation Stage : | Graduate SEEA et
PD Accreditation Delegate [
Staff
Staff Category : Declaration : (®) Yes () No
SaECeepeyilpek Date: 19/11/2003 (&

- wram |
In the Staff file choose the Staff Email Menu

=
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INTERNATIONAL

Email Module

Page 11 of 14



4

Back

A

Main Menu

&g

Staff Detalls

aaa
o
Classes Current
Students

&

Community
Detalls

Staff E-Mail Menu

nd YOOs of 6.10 Choose years here
Tut Y1 Yi i
— — O 04 O8 O12
O1 Os Oe
[J2 X6 X 10
Teachers of Year(s) 6, 10 O3 07 D

Found Staff

o 06 0 ¢

Designated Group

1 - To email Tutor and YCO'S (Year coordinators) as selected
2 - To email teachers of years as selected

3 - Found set of staff

4 - Email staff that are in a designated Group.

Emailing to all students in a Class or Parents of the Students

= o
Current Current
Outcomes ~ Students

=
= @
Lande Oygonre MarkBook
Code

A 4 Q +

Main Back Find New
Menu Class

a8 &8

Print Print
Menu

iew
U

View as
Ist

Class Details

Class Code Subject Name Subject Abbreviation  Course Year Ut Order Teacher Code Teacher Teacher 2 Code  Teacher 2 vET
06DR1 Drama Dra (® 06DR 6 6 AMPH Update  Ms H Amponin Jr ADAD Mr D Adams O
Students Students in Cass
Students in Cass = 9 )
1 Medical Condition Alert(s) ‘Add Student ) E-Mail
Student ID Student Year ~
e @ 101472 Al-Suweidi, Georgina 6 8
100141 Croker, Angela 7 a8
@ 100141 Croker, Angela 7 1=
S (100190 a8
@ 101489 2]
@ 101471 1 Do you want to send an email to all students in this Class or to e
1 the Parents of these students?
o 102142 a8
Description for Reports |
@ 107281 | Medical Alert | 8
@ 104545 Cancel Parents Students 2]
Class Tasks
Course Tasks
Documents

Students in Course = 9

Enrol these students in another class Enrol Tutor Group

Show on Reports [X]

In the Class click the Email Button. Choose to either email Students or
Parents.
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Email Setup (System Administrator functions)

A B £ Q

Main Menu Back Database Admin Quick
Config Tasks Search

MainMenu go to Database Configuration.

Choose the mail preference.

A « & £ Q

MainMenu  Back  Database  Admin Quick Quit "> Denbigh
Config Tasks Search . €l b g B
Administration
Preferences
School Detalls Yeargroups Tutor Groups Houses/Facuities Timetable Rooms Calendar Correspondence Disdpline Security Other Functions
Email SMS
eMail Settings eMailing Report PDFs
Denbigh Admin can use standard email programs such as Outlook Express or it
may be configured to use a plug in that talks directly to your mail server, To Email Flle Rali Akt
Denbigh Mail supports sending of HTML formatted emails however, it support@denbigh.com.au
anly supports plain authentication at this point. It does not support SSL. Header
>y DENBIGH
‘/' NTEANATIONAL Subject Line for Emails
Mail Preference FileMakers Built-in Email School Report for <<Student Name>>
®) SMTP with HTML Footer
Local Email Client T - The tag <student> will be replaced in the subject line
with the Student's 'Preferred Name and Surname'
Staff Logged In : | Jane Denbigh Signature Logo -~ DENBIGH
g
.
ettail Access : | Yes &7 o Main Body for Emails
eMail Server Settings — Dear <<Family Mailing Title>>,
1 Please find attached the School Report for your child
Mail Server :
il Server : smtp.gmail.com <<Student Name>>.
Port: 587 SSL sslOn v TS | After Connect

Should you have any queries I can be contacted on

20( 2000 200K
Authentication Type : | AUTO

Yours sincerely,

Authentication From: | fmalerts2323@gmail.com The tag <student> will be replaced in the body text
with the Student's ‘Preferred Name'
Authentication Password: | A68¢xc722q2qa

Use GMail : [ Use Server Side Sending : [X

Using GMail, the user will be prompted for their Emails will be send from the Server instead of from the
GMail passwiord when sending emails in order to user's workstation Pushover Notidfications
use their own reply email address.

Use Pushover Notifications ||

For the System Administrator - Choose the email Preference. The SMTPit
with HTML supports formatted emails and will translate any formatting in the
email content to HTML. No HTML tags or programming is required. If Gmail
support is required, please check the Use Gmail tick box. This will use the
Staff’'s Email address as the login name for the Gmail account and will prompt
the user for their password when sending emails.

Note there is no more Denbigh Plugin or Denbigh eMail setting.

“.2' DENBIGH Email Module
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Staff Access to Email

. aaa
=0~ O w © m &K i W
Find Staff PGD Move to
Statt Class Meeting Former Students Classes  Community
5’;‘3 e Fg;vg':r Absences gover Times Menu Detalls
xiras
Staff Details WWCC Alert
DENB Denbigh Jane Head of Middle School (® S00063
= Code = Sumame = First Name = Second Names = Known As = Position = Community ID
Change Staff
Code -
Confidential
School Info Confidential Account / Email Info / Security
General Information
ReAuthenticate
Account / Email Info Security
Classes =
Login Name eMail UserName 3 email [ Prevent Security Idie Timeout Override Idie Time
denbigh denbigh
Timetable db_dba_user e Automatically return to MainMenu if timeout ocours in these files :
Local_Access_DataEntry o
[ Addresses _| Finance [ References
Tutor G Allow eMail Proxy Password ] Attendance ] Finance_Correspondence  [_] ReportArchive
el 50 @ [ Audit [ Function [ Reports
) ] Calendar Bookings [ ] Internal Messaging [Jsms
pbnesiindiiisbimaind [ Calendar Events  []i0S [ staff
Absences and Extras [[] Markbook Administrator [] calendar [[] MainMenu [[] Student Class Enrolments
[[] Classes [[] Markbook Group Students [ ] Student Current
eMail Signature HTML Wrapper : [ Clubs ["] Markbook Groups [[] Student Former
CoCurricular X] Community Markbook Task Students [ Student Future
[[] Correspondence  [] Markbook Tasks Groups [ ] Test Results
Jane Denbigh [ Denbigh Assets [[] Markbook Tasks [ TextBooks
Groups Account Manager [X] Denbigh Calendar [] Markbook [] Times
[[] Discipline [[] Notes [[] Timetable Lessons
Denbigh Intemational Pty Ltd ] Email L] Photos [ TimeTables
Professional A FileMaker Business Alliance - Platinum Member L] Enrollment Report  [] POS [J Transport Passes
PO Box 3166 Narellan 2567 [ Extra Curricular Program [ veal
Ph: 1300 788 948 (] Family [] PurchasingInterface [Jvsr
Correspondence .
and Email Users will need to log out and back in to apply new settings.
Fax: (02) 4647 3410
e-mail: shill@denbigh.com.au
Notes Do not include the <body> and <htmi> tags, they will be ignored
Enter tags <name>, <pasition>, and <phone> to be substituted.
if you require additional tags, let denbigh know.
Confidential

For staff to have permission to send emails, ensure the Allow Email check box
is Yes. If staff signature is required, please enter it in the email signature
wrapper field. This can be plain text, formatted text, or html coded text. Use
the substitution tags to display the correct information in the email signature. If
more tags are required, please contact Denbigh Support and let them know
what tags you want to add.
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