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Introduction

The eSchools Platform has a public facing website unique to your school. This is the ideal place to
tell the public your news and present documents for the families of prospective pupils. The
background of the website is specifically designed to your school’s requirements (talk to your
Account Manager to add or change your design).

Through the website’s CMS (Content Management System), the school can add all content directly
by clicking on the ‘Manage Website’ button.

The website is responsive to mobile devices and tablets, ensuring that the content is always
displayed at it’s best by automatically scaling to fit the screen.
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Adding options to the navigation bar

y QUICK TIP (' BACK TO ACCOUNT
o ) Dl"a:j and dr op the haviaa ton
T N ks to re-order-theml WEBSITE SETTINGS

HOME  NEWS . PARENT INFORMATION | CLASSES | CALENDAR  CONTACT | POLICIES |

FRIENDS OF THE SCHOOL | IMPORTANT LINKS =~ PUPIL PREMIUM

?YenlYnzx aY¥

You're able to add new options to the navigation bar along with re-ordering the option by clicking
on the name of the category and dragging it from left to right.

Options can be added to the horizontal navigation bar that sits at the top of the page. To add a
new option move your cursor to the bar - you will notice a green (+) button A4 appear on the far
right. Click on this and a drop down menu will appear. Select from:

O Add category

Category title Status

Mavigation title (

CANCEL SAVE

*Y flz¥t

Add a new main section to your website by clicking Category whereby window will appear on your
screen. Insert the name of the new category and click the ‘Save’ button.

You can also change the category, making it active or inactive by clicking the Status slide button.
Your new category screen will instantly appear in the navigation bar.

If you wish to edit the options for the category in the future, click on the ‘Action’ option in the far

right and then ‘Edit category’. The option to delete the category can also be found though visiting
the edit option.
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Link title

External page link Status

External page K (

CLOSE SAVE

R Y UEN

Add a direct link to another website by clicking External Link whereby a new window will appear
such as that above.

Add the title of the link as you’d like it to appear in the navigation bar #A4 and then enter the
website address in the bottom option dai. At any time you can make the External Link appear or
hide through using the status option #A4. When you have added the details above click the ‘Save’
button and the new addition will instantly appear on the navigation bar.

Adding a sub-category

Once a Category has been created, you can add an unlimited amount pages or subcategories. From
the navigation bar, click on the category you wish to add to content to and then click on the ‘Add’
button 3Ai on the right of the screen. A drop-down menu will appear with three options™l Page,
Sub-category and External link.

QUICK TIP (£ BACK TO ACCOUNT
M . §:| Drag and drop the nevigation
WEBSITE MANAGER lnks to re-order-theml WEBSITE SETTINGS

HOME | NEWS PARENT INFORMATION | CLASSES | CALENDAR | CONTACT i PTA  POLICIES
FRIENDS OF THE SCHOOL I IMPORTANT LINKS I PUPIL PREMIUM

Manage website Parent Information

Parent Information \_» B ~cron-

Page title Type Actions Status

Our Newsletters [2) Page [ m a
Loal*Y flz¥t

Divide your category further by selecting the option Sub-category. A new window will appear
where you simply need to add the name of your Sub-Category and click the Save button. You can
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also make the Sub-category active or inactive by clicking the ‘Status’ button. The inactive option
will hide the content of on the live website and from your visitors.

Adding a new page

When you select the ‘Page’ option a window will appear on your screen. Add the page title 3Ad and
select the layout of the page @34. You can also make the page active or inactive by clicking the
Status button #A4. Once you click ‘Save changes’ your new page will appear on the screen ready for
you to add content.

@ Add page

Page title Status
Jage title (

Page template

CANCEL SAVE CHANGES

Add content to a page

Click on one of the columns to select it (notice the subtle glow which indicates that the column has
been selected) dAd, then add content via the menu on the left which covers different types of
content (i.e. text, images, videos etc.) aad.

FRIENDS OF THE SCHOOL = IMPORTANT LINKS | PUPIL PREMIUM +

Manage website  Friends of the school

@ Edit page: Fundraising SETTINGS | SAVE CHANGES

QUICK TIP COLUMN 1 COLUMN 2
Select a column 4

-, then add content e 1
-
using the

buttoms below! ; o

ADD CONTENT...

TEXT BLOCK

ALBUM

RESOURCE COLUMN 3
VIDEO

EMBED

STAFF MEMBER &
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MF°" Add text to the page by selecting ‘Text Block’. A new window with a text box will appear. Add
your text and click the ‘Save’ button. You are given a number of options within the text box such as
changing the size, colour and font of the text along with other common formatting options.

Hmz"z!Ulva®w! Add individual images or scrolling galleries by selecting the ‘Album’ option. Once
selected a new window will appear, click the ‘Attach Images’ button to select picture files from
your computer or school drive. Images will be uploaded and automatically resized. From here you
can add captions and web addresses to make your images link to external websites.

KF!zo¥fU, z xvzYd! Add links or files for visitors to your site to download by selecting ‘Resource’.
Click ‘Add Link’ to add a link to an external website, adding the name of the link (how you would
like it to appear on the web page) and the web address. Choose ‘Add File’ to upload a document
from your computer or school drive. You can add multiple downloads through this option or just
one.

Sndfz Add a video clip by selecting the ‘Video’ option. Videos can be adding in one of 3 waysl
sourced from YouTube, Vimeo or uploaded from your computer or school drive.

To add a video from Youtube.com or Vimeo.com, simply copy and paste the web address of the
page you're viewing on the video website and then ‘Save’ button.

You can also uploaded direct from your machine by clicking the folder icon on the right of the
filename field to select from your machine’s browser. Click the ‘Save’ button to add the video to
your web page. Please note that videos uploaded may take time to convert into a format that
works on a web page. The eSchools system automatically gets to work as soon as the file is
uploaded and will inform you when it is complete.

H,3 Snf T¥ Upload PDF documents to be viewed directly on the page rather than a resource

.wafd Embed a video, game or additional element to your page by selecting the ‘Embed’ option.
Copy from the external source and paste the code into the text box shown on the window which
appears. Simply click the ‘Save’ button and the content will show on the screen.

L"Ykk wfwat¥ (image on next page). If you would like to add a staff page to your school website,
we have a special feature to help you do so... and it's an easy way to make the page look great!
Simply fill in the fields on the subsequent pop-up window #A4. You can also add a teacher’s
photograph 4ait by clicking on the green '+ option. Choose the image you want to use and then
you'll be taken to screen where you can crop the image to the right size iAd.
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© Add content

First name Last name

Gender Email address Job title

Male

@ Crop your image

CLOSE SAVE CHANGES

=z@nx1 bzx X" Y¥zOxd "mf ¢YIF

Once elements have been added to a page, they can be easily manoeuvred by simply clicking and
dragging them into place.

H¥fenf T fajn'f

To see how the page will look for the public click the ‘Preview Page’ button on the right of the
screen. This will open the public view of the website in a new window.

Page 7 of 57



Website Settings

Click Website Settings 34 in the top right corner of the window to access a number of options
attached to your school website.

WEBSITE MANAGER ks to re-order-theml WEBSITE SETTINGS

- QUICK TIP [ BACK TO ACCOUNT
M ' .:_ . D'r'aﬂ and dr‘op the Havigaﬂor‘.

HOME  NEWS PARENT INFORMATION CLASSES | CALENDAR CONTA, PTA POLICIES
FRIENDS OF THE SCHOOL  IMPORTANT LINKS PUPIL PREMIUM

Within the website settings section you have the following options:

Manage website Website settings

Twitter screen name

6 Homepage Important Message [ ¢
There is a Cake sale next Wednesday j ters class to raise money for the
PTA.
Facebook ID i}

@
Analytics ID o ®  Website translation @ °

Active accreditations

Website Sett’ngs/o o

......

Filter accreditations

AA4 MO¥X zx LzbnYy >FdnY

Your school may have a Twitter feed or Facebook page that you would like to link to your website’s
Homepage. To add the Twitter feed, enter your Twitter Handle or follow the instructions via the (i)
icon in the right of the Twitter box option and then select the ‘Click here’ link that appears. Follow
the steps on the page that opens.

With Facebook, simply add the following bold section of your school’s Facebook page:
www.facebook.com/your-school-name

i2: M¥Ybu +2@¥ —FaliF @nlr z¥!

Google Analytics can record details on the traffic viewing your website and provide you with
statistical data. If you would like to activate Google Analytics for your school website go to your
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Google account and then find the code associated with tracking. To help you know what you’re
looking for, it will look something similar to N1YAaA3AgCEYC.

iAG 1dd Yx bwez¥ 'YX SzwFeYIF >F!IVIF

If you need to add an important message to your Homepage (‘School is closed due to severe
weather’ for example), type the text in the box. Ensure the Status button is checked, and click the
‘Save’ button at the bottom to activate.

a4 MO¥x zx T Fajnf M¥YX v nzx

The website translation tool adds the facility for the public to view your website in a different
language. The tool will sit at the top of the website and you’re able to select from the 80 languages
available!

aA4 1dd Yhb¥Fdn Y 1zx =zl z;

Your school may have achieved a number of accreditations. Select the logos that you would like to
add to the bottom of your website. When selected, these will appear in the Active Accreditations

panel 3. You can use the filter tool iCi to find accreditations quickly.

Don’t forget to click the ‘Save’ button in the bottom right of the page to make sure your changes
are saved!
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School website checklist (Ofsted)

On 9th of September 2016, the Department of Education released the latest set of guidelines of
required items needed on your website.

This checklist is a guide to help you create the content portfolio for your school’s website, and
keep in line with Ofsted and DfE requirements. Your school website must include all the
information below. The list of desirable content will help to enhance your website and make it
useful for parents, teachers and pupils.

- BV Bxkz¥wY nzx

PwNPE

Your school’s name.
Your school’s telephone number.
your school’s postal address
The name of the member of staff who deals with queries from parents and other members
of the public.
Publish your school’s admission arrangements:
a) explaining how you will consider applications for every age group, including
arrangements you have in place for selecting the pupils who apply.
b) Publish your oversubscription criteria (how you offer places if there are more
applicants than places).
¢) Publish an explanation of the process parents need to follow if they want to apply
for their child to attend your school.
d) your arrangements for selecting the pupils who apply
e) Publish details of how parents can find out about your school’s admission
arrangements through your local authority.
Ofsted reports You must do one of the following: 1. Publish a copy of your school’s most
recent Ofsted report. OR 2. Publish a link to the webpage where users can find your
school’s most recent Ofsted report.
If you are a Key Stage 2 School, you must publish the percentage of key stage 2 pupils who
achieved:
a) the expected standard or above in reading, writing and maths
b) average progress in reading, writing and maths
c) anaverage ‘scaled score’ in reading and maths
d) a high level of attainment in reading, writing and maths
If you are a Key Stage 4 School you must publish the following details from your school’s
most recent KS4 results:
a) Progress 8 score
b) Attainment 8 score
c) percentage of pupils who got a good pass in English and maths
d) percentage of pupils achieving the English Baccalaureate combination of subjects
(this means pupils who got a GCSE grade C or above in English, maths, 2 sciences, a
language, and history or geography)
e) student ‘destinations’ (the percentage of students who continue in education or
training, or move on to employment at the end of 16 to 19 study)

9. You must include a link to the DfE school performance tables website.
10. You must publish the following information about your school’s curriculum:

a) The content of the curriculum your school follows in each academic year for every
subject.
b) The names of any phonics or reading schemes you are using in KS1.
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11.
12.

13.

14.

15.

16.

17.

18.
19.

c) Alist of the courses available to pupils at KS4, including GCSEs.
d) How parents or other members of the public can find out more about the
curriculum your school is following
You should publish details of your school’s behaviour policy.
You must publish details of your school’s complaints procedure, which must comply with
Section 29 of the Education Act 2002.

You must publish a strategy for the school’s use of the pupil premium. You no longer have
to publish a ‘pupil premium statement’. For the current academic year, you must include:
a) your school’s pupil premium grant allocation amount
b) asummary of the main barriers to educational achievement faced by eligible pupils
at the school
¢) how you’ll spend the pupil premium to address those barriers and the reasons for
that approach
d) how you’ll measure the impact of the pupil premium
e) the date of the next review of the school’s pupil premium strategy
f) For the previous academic year, you must include:
how you spent the pupil premium allocation
the impact of the expenditure on eligible and other pupils
Pupil premium funding is allocated for each financial year, but the
information you publish online should refer to the academic year, as this is
how parents understand the school system.
If your school has received year 7 literacy and numeracy catch-up premium funding, you
must publish:
a) your funding allocation for the current academic year
b) details of how you intend to spend your allocation
¢) details of how you spent your previous year’s allocation
d) how last year’s allocation made a difference to the attainment of the pupils who
benefit from the funding
If your school receives PE and sport premium funding, you must publish details of how
your school spends this funding and the effect it has had on pupils’ PE and sport
participation and attainment
a) how much funding you received
b) a full breakdown of how you’ve spent the funding or will spend the funding
c) the effect of the premium on pupils’ PE and sport participation and attainment
d) how you’ll make sure these improvements are sustainable
You must publish an SEN information report on your school’s policy for pupils with SEN.
a) The report must comply with: section 69(2) of the Children and Families Act 2014,
regulation 51 and schedule 1 of the Special Educational Needs and Disability
Regulations 2014
b) You can find details of what to include in schedule 1 of the Special Educational
Needs and Disability Regulations 2014, and section 6 of the Special educational
needs and disability code of practice: 0 to 25 years.
¢) You must also publish the accessibility plan you’ve prepared in compliance with
paragraph 3 of schedule 10 of the Equality Act 2010.
You must publish your school’s charging and remissions policies. The policies must include
details of the activities or cases for which your school will charge pupils’ parents and the
circumstances where your school will make an exception on a payment you would
normally expect to receive under your charging policy.
Your website should include a statement of your school’s ethos and values.
A page showing information on each of your school’s governors, including:
a) business interests

O¢ O¢ O«
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http://www.legislation.gov.uk/ukpga/2002/32/section/29
https://www.gov.uk/guidance/pupil-premium-information-for-schools-and-alternative-provision-settings
https://www.gov.uk/year-7-literacy-and-numeracy-catch-up-premium-guide-for-schools
http://www.legislation.gov.uk/ukpga/2014/6/section/69
http://www.legislation.gov.uk/uksi/2014/1530/regulation/51/made
http://www.legislation.gov.uk/uksi/2014/1530/schedule/1/made
http://www.legislation.gov.uk/uksi/2014/1530/schedule/1/made
http://www.legislation.gov.uk/uksi/2014/1530/schedule/1/made
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
http://www.legislation.gov.uk/ukpga/2010/15/schedule/10

b) financial interests
c) governance roles in other schools
d) the structure and responsibilities of the governing body and committees

6k Y CY¥FX ¥FaOF! ™! Y CYCFY¥ bz ¢+ zk "mF nxkz¥wY nzx zx +z©¥ Jbmzz! — fali ft £z0 wo)~ ¢¥zendf
“mnt KEFF zk bmY¥IF

, Tin¥Yavf 6xkz¥wyY nzx

ok wnNnPE

Your Twitter feed.

Any after school clubs and extracurricular activities.

A uniform list, with contact details for local suppliers (and downloadable order form).
Downloadable permission slips for school trips.

A homework timetable, with handing in dates.

Secure area for Governors, with all policies and their review cycle, SDP, committee and
minutes, links to Modern Governor or GEL e-learning logins, LA Governor Services.
NGA, training courses and contact details for the GB.

Spellings lists.

Information about the PTA or Parents Forum.

. Gallery of children’s work (perhaps on class pages).

. Links to Local Authority Schools website, Direct.Gov Schools and the DfE home page.

. The current week’s lunch menu.

. A feedback page for parents.

. General guidance on showing children’s photographs on the website.

. FAQ page.

. News feeds.

. A domain name that makes sense to visitors, preferably one that ends in .sch.uk (these

should be available free from your LEA)
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Dashboard

After logging onto the platform you will arrive at the dashboard, where you will find many of the
features you may need on a day to day basis, such as the calendar, you Inbox and the school
attendance. In addition, quick links to external websites can be added to the dashboard. Selected
functions for your user type can be found along the navigation bar (see further for more
information on these).

Pages and their definition:

New User Logins - generate slips detailing user login and password for easy distribution
Calendar — see the current month and any forthcoming events at a glance

Inbox — see recent messages

Attendance — see an overview of the school’s attendance

Quick links — have links to external websites added to your dashboard

O¢ O¢ O¢ O¢ O¢ O«

3FY C¥F!i (Please see next page for the dashboard image)

New User Logins - Any new users picked up from the synchronisation with the school MIS will
appear here. Click on the ‘Generate User Logins’ button (1) to download a printable pdf of login
details on easy to distribute slips.

Calendar — The next 30 days events are available for you to see on the dashboard at a glance along
with the ability to view previous or forthcoming months using the arrows (2). Event that you are
attending are signified with a coloured dot on the calendar view and are listed beneath the
calendar under ‘Forthcoming Events’ (3). Click on the ‘Calendar’ button (4) to manage events and
see the full view of this module (see *YvfxdY¥ page for more information). Your daily timetable
may also be present if your school uses this feature (see MiwT Yavf page for more information).

Messages - You can see your most recent messages on the dashboard on the right in the yellow
panel. Click the ‘Messages’ button (5) to view your inbox, or the ‘New Message’ button (6) to begin
composing a new message (see =T} |YIT} page for more information).

Access Quick Links — Quick Links can be added via the CP function, which is usually managed by the
school administrator (see *H page for more information). Click on the links available to go directly
to the website provided (7).
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26t September 2016, 8:50 4 [23E -3

@eSchools s (oG our
MAKING SCHGOLS CLICK

n MESSAGES TIMETABLE FILES STAFFCHAT CP~ CALENDAR LETTERS HOME

e Please update your details

NEW UPDATES!

To help kesp you up- to-cate with
the lotest plar SOIFT PUEAWS, W e
launched a dedicated P
cortaining Full details!

UPDATES.ESCHOOLS.CO.UK

] NEW MESSAGE

You do not have any messages

@ Attendance PRINT CLASS REGISTERS +
eSchools 5¢

o Presant 99.2?!,0

° WAL BTl new [l GEMERATE USER LOGINS

93 mew user logins

Authorised 0’,6“/0

o
o Unauthorized 0,29"0

Last updated: 260h Sep 207

26t sap, 2016 CALENDAR

September 2016

Thu Fri

© auick links o
N_/

You do net have any quick links

Forthcoming events o-

You do not have any upcoming events e
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Messages

The messages feature works in a similar way to emails but is an internal system within the eSchools
platform. Messages can be used to communicate with anyone else at your school that has access
to an eSchools account. You're also able to customize the settings to restrict certain users from
messaging each other (i.e. only allow students to message other students in their class or year

group).

HYIF! Yxd “mf¥ dfkixn nzxi

Inbox — The inbox is a collection of all messages you’ve received.

Starred — Messages you have chosen to separate out into their own list.

Drafts — Messages that you have created and have saved but are yet to be sent.

Sent — Messages that have been sent by you to another user or group of users.

Trash — Messages you have deleted.

Create message — A new message you're able to send or save as a draft.

View and reply — A message that you have received from another user and you’re able to reply
to.

O« O« O¢ O¢ O¢ O¢ O«

3FY C¥F!

Mrs J Bradford LOG OUT

@eSchools

Messages » Create new message E
Create new message SAVE AS DRAFT | CANCEL m

% ATTACH © IMPORTANT

;_
o
i
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4
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4
E
1

0 Adding attachments — To add an attachment to a new message or message reply simply click
on 4Ad and then browse through the local files on your machine. The maximum file upload
limit is 200MB for documents, 320MB for videos.

0 Sending messages to groups of users — To send a message to a group of users (i.e. a class, year
group or a custom made group) click on the field marked &34 and begin typing the name of the
group. All groups of users matching the text you enter will appear on the screen. Click on the
desired group and either add another user or user group or continue to the next step of adding
the subject of your new message.
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Changing the formatting of your new message or message reply — You are able to change the
formatting (i.e. the font, size of text, colour, bold etc.) by choosing any of the options from aAd.

Report a message — Students are able to report a message by clicking the button the ‘Report’
button when viewing a message if they feel that the content or nature of the message is
inappropriate. When reporting a message they’re asked to type in the reason for this, which
will be sent, along with the message content, to their main teacher.

Bad language filter — When students send new messages or reply to a message, all text the
send is passed through the eSchools bad language filter. If any bad language is detected, it’s
automatically filtered out and hidden from the recipient(s) and a bad language notification is
sent to the student’s main teacher.
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Files

The file feature is an easy and safe way of saving important documents without the need for discs
and memory sticks. Folders and subfolders can be created to easily retrieve your files. You can also
share your files with other groups of users or anyone else at your school that has access to an
eSchools account.

HYIF! Yxd “mfn¥ dfkaxi nzxi

O My Files — Create and view your uploaded files/folders here.

O Shared Folders — Any files/folders that have been shared with you will appear here.

O Trash — Discarded files can be moved to Trash before being permanently deleted.

O New Folder — Create folders and subfolders here

0 Upload File(s) — Upload the file from your machine onto the platform

0 Change View — view your files/folders as a list or as icons

3FY OuFl

19 August 2014, 2:197™ 'n
[PeSchools s I

# INI"IESSJMJE'.:F2 FILES cp CALENDAR LETTERS HOME TEXT SENDER PROJECTS » (1]
My files Search files Q

O«

My Files NEW FOLDER  UPLOAD FILE(S)
g Myfiles ~ Name odified Type e
@ Meeting notes @@ Meeting notes o,uuzom 10:16 am 293K Folder o

Policy documents 5
] 4 @ Policy documents 20/01/201410:17 am o Folder

g Shared folders

i} Trash o

Adding a file — To add a file simply click on ‘My Files’ 424 then click ‘Upload Files’. This will allow
you to select from the local files on your machine. The maximum file upload limit is 100MB for
documents, 320MB for videos.

Adding a folder — To add a folder simply click on ‘New Folder’ dai and add the name of your
new folder in the pop-up window. You will notice that your new folder will appear in the

column on the left.

Changing how your files are displayed — You can choose how you view your files (either as a list
or as icons) by clicking the ‘Change View’ button dAd.
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0 Adding a sub-folder — To add a sub-folder, click on the main folder that you wish to add sub
folder(s) to (this folder is called a ‘parent folder’). Then click ‘New Folder’ to add a subfolder to
it. You can create as many subfolders as you wish by repeating this process.

195" August 2014, 2:46°™ a
(PeSchools |
2
# MESSAGES FILES cpP CALENDAR LETTERS HOME = TEXT SENDER PROJECTS » i ]
My files Search files

My Files o

NEw ©2'NER  UPLOAD FILE(S)

B Myfiles ~ Name Modified Size &
[ Meeting notes B8 Meeting notes 20/01/2014 10:16 am 293 KB Folder Eo
Policy documents 7
= i B Policy documents 20/01/2014 10:17 am 0B Folder &
i Shared folders # Rename
T Trash 8 Cut
21 Copy

MSham

@ Move to trash

O Editing or Sharing a file or folder — To edit or share, select the file/folder you wish to change by
either right clicking the name of it or clicking on the cog icon iAi. From here, you are able to
Rename, Cut, Copy and Share the file as well as moving it to Trash. When selecting Share, you
can type in the name(s) of users or groups you wish to share the file with. From there you
decide the level of access they have to those files (whether it is ‘View Only’, ‘Add & Edit’ or
‘Hide’). Folders that others have shared with you will appear in the ‘Shared Files’ folder in the
left column. If a file has been shared with you, you will receive a notification in the top
navigation bar.
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CP (Control Panel)

CP is a function primarily used by Administrators, giving them an overview of all users on the
eSchools platform. Within CP you can see details on individual users, change modules for user
types, create groups and white/blacklist words within the bad language filter.

HYIF! Yxd “mfn¥ dfknxn nzxi

O Users —view details on individual users and add new users

O Modules — set functions for particular User Types

0 Rooms — view Rooms entered into your school MIS

O Classes —filter users by specific classes

O Subjects — View codes for subjects (specifically for middle and secondary schools)

O Year Groups — Filter users by Year Group

O Groups — Create specific groups to assist with targeted communications

O Quicklinks — manage external links for User Types

O Language Filter — white/blacklist words from triggering the bad language alert
3FYO¥FN

O Users— Click on a name to view or change details in the resulting pop-up window. Be
aware that your MIS will overwrite any changes made here so it always best to make
changes in your MIS. These changes will automatically overwrite the information in
eSchools. From here you can also join accounts for users who have multiple logins (a
teacher who is also a parent for example). Most new users will also need to be added to
your MIS, exceptions to this would include Governors and temporary staff. To add a new
user click on ‘Create New User’ (1) and enter the details in the pop-up window.

users

Users

Full name User type Last ackive

admir
Admin

0 Modules — You may wish to restrict the number of functions available for your user types;
for example you may not want to give the ‘Files’ function to Contacts. To do this click on a
user type and on the resulting pop-up window, drag the modules from the Active to the
Disabled column or vice versa to enable them (1).
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O Add user group

Administrators

Modules Members f o
Active modules Disabled modules

Home
Meszages
My settings

Files

CANCEL SAVE CHANGES

O Groups — Create your own specific groups by using this facility. Click ‘Create New Group’
and fill in the fields in the resulting pop-up window. These groups will be retained on the
platform for use within the Calendar, Messages, Letters Home and Text Sender functions.

O Rooms and Subjects - Schools that use Timetables can use the listed subjects here and

rooms either entered into SIMS or added to eSchools manually.
O Classes - view the members of each class on the class list. Looking at the column titled
‘Members’, you can see the number of students + Teachers (1).

Classes CREATE NEW CLASS

Class = Subject Members
7¥1 Design Deslg oﬂ' . E)

Y1 Emglish Englisl 1+1

Click on the name of the class to see more options. Here, you can deactivate discussions, apply
attendance and dinner registers as well as share homepages and attach additional teachers (2).
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Class details Members Main user

Class name
Y1 Design

Subject

&

Design Technology &

Hide 7Y¥1 Design from users?

# Register class? W Register class' eDinners?

Deactivate class discussion?
Use another class's homepage? N

O Quicklinks — add links to external websites on the dashboard of specific user types using
Quicklinks. Click on the User Type in question and click the ‘Add Quicklink’ button (1) . Fill
in the details to add this link to that user’s dashboard (please note that Quicklinks for
Students will appear on a secondary format dashboard).

Control panel Quicklinks

Quiclinks - Teachers o>

Display Name URL

You Tube http/fwweaw youtube.caom/
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O Language Filter — There are over 300 words currently stored in the language filter, but new
words can be white/blacklisted. To allow a word, add it to the text box (1) within the
‘Allowed Words’ tab (2). To block a word add it to the text box within the ‘Not Allowed
Words’ tab. Blocked words will automatically be asterisked out, and a message revealing
the word will be sent to that pupil’s teacher.

Language Filter

fou have beende owed wirds st Please be aware that by clicking on Mot allowed words {bad language), profanity will be displayed
without filkering
Allowed words Mot allowed words {bad language) o ‘
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