SPS — Main Program Features

School Payments System (SPS) is an Access / SQL database designed to manage and analyse all aspects of
parent/carer payments for activities such as field trips & curriculum resources. Program features include:

Managing payments (cash / cheque / BACS / subsidy / bursary / transfers etc)
Fund transfers to subjects

Payment reports & analysis — student / tutor group / year group / subject etc
Student information & photos

Print options e.g. payment receipts, address & name labels

Email — student / staff and parent / carers e.g. payment receipts

Mail merge letters

Most program features are available from the various sections of the Main Menu screen. For example:
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The Admin Menu screen contains additional items used by SPS Managers to manage the program:

School Payments System Administrator's Menu

Mendip Heights
Community
School

<

LOCAL Data

Logged On: CR

Show Navigation Pane

Edit Program Constants

Datafile Management
Edit Data
Annual Update
Student Management

Activity Cost Management

Program Documentation

System Information

Developer Tools

DEMO Version Tools

Return to Main Menu

Edit School Details

Edit Program Settings
Edit Email Settings

Edit BACS Payment Settings

View All Program Constants

Send EMail to Customer Support

Sunday 13 Not

1. Edit Payment Activities

Last updated from SDA finar

This is used to enter details of curriculum activities for which parent/carer contributions are
required. From the Admin Menu, select Activity Cost Management then Edit Payment Activities

Edit Payment Activities

Activity
Contribution to cost of materials
Rivers fieldwork (May / June)
Caerlean Roman Fortress (Sept)
Chepstow / Tintern fieldwork (May / June)
Contribution to cost of materials
Farm visit fieldwork (Oct)
Coasts fieldwork (June)
Blaenavon fieldwork (May / June)
Contribution to cost of materials
A3 sketchbook / folders
Contribution to cost of materials
Contribution to cost of materials
GCSE fieldwork visit (June)
‘GCSE coursework visit (Jan)
A3 sketchbook & A2 folder
‘Contribution to cost of materials
Contribution to cost of materials
Brean - GCSE fieldwork
GCSE fieldwork

Payment Activity List for 2016-17
You can select an existing activity to edit it or create a new activity

Year Subject ID Subject

7 ~ Te D+T
7 Ge ‘Geography
7 Hi History
7 Hi History
8 Te D+T
K Ge Geography
8 Ge Geography
8 Hi History
9 Te D+T

10 Af Art (Fine)
10 Te D+T
10 Tx D+T Textiles
10 Ge Geography
10 Hi History
11 Af Art (Fine)
11 Te DT
11 Tx D+T Textiles
11 Ge Geography
11 Hi History

*
Record: 14« [1of19 | b » ¥ | No Fiter

Cost All Students In Year

£10.00
£5.00
£5.00
£6.00
£10.00
£5.00
£7.00
£6.00
£10.00
£10.00 O
£10.00 O
£10.00 |
£8.00 O
£22.00 |
£10.00 O
£10.00 |
£10.00 O
£5.00 |
£9.00 O
i

Use the drop down lists to select the year group & subject then enter details of the activity.
The final column should be ticked if all students in the year group are involved in this activity.

A printed report is also available.
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2. Enter individual payments made by parents/carers

Individual payments by cash or cheque are entered by selecting Payments then Enter Payments
from the Main Menu screen

The student payments form contains a summary of payment activities and costs together with

details of the last payment made. Enter the payment details as shown below:

Student Payments
Surname HOWARD Forename Georgia
Year 3 Reg BN
Adno 12899 Gender F
DoB 09/10/2003 Date Arrived 08/05/2016
Activity Costs Total activities: 4
Subject ClassiD | Teachers Activity Cost
Geography 08N/Ge2 S Coasts fieldwork (June) £7.00
Geography 08N/Ge2  SJ Farm visit fieldwork (Oct) £5.00
History 08N/HiZ  MRT Blaenavon fieldwork (May / June) £6.00
D+T 08N/Tes  KJ Contribution to cost of materials £10.00
Total Cost £28.00
New Payment Details # | Already Paid £14.00
New Payment £5.00 ? | School Subsidy £0.00
Payment Type CH ~ ? | Total To Pay £14.00
Cheque No. 316204 Fully paid? O
StaffiD CR
Previous Payment Details Notes:

Amount £14.00
Date 23/09/2016
Payment Type BACS

Payment Description 12899 Georgia HOWARD 8BN

v

First Payment Due 23/10/2016

Final Payment Due  20/12/2016

Payment Plan? (m]

Find Student l Student Info l Print Record l Print Receipt l View Payment History lview Contact Record .

When the payment details are completed, you will be asked to confirm the payment.

0 Save new payment for Georgia HOWARD 8BN?

Amount: £5.00
Payment Type: Cheque
Cheque Nox 316204

Yes Mo

The payment totals are then updated & the latest payment is displayed:

Student Payments

Close

Previsus Payment Details

Amount £5.00
Date 13/11/2016
Payment Type cH

Payment Description 12899 Georgia HOWARD 8BN

Surname HOWARD Forename Georgia
Year g Reg BN
Adno 12899 Gender F
DOB 09/10/2003 Date Arrived 08/05/2016
Activity Costs Total activities: 4
Subject ClassiD | Teachers Activity Cost
Geography 08N/Ge2  SJ Coasts fieldwork (June) £7.00
Geography 08N/Ge2  sJ Farm visit fieldwork (Oct) £5.00
History O8N/HiZ  MRT Blaenavon fieldwork (May / June) £6.00
D+T 08N/Tes K Contribution to cost of materials £10.00
Total Cost £28.00
New Payment Details 2| Already Paid £19.00
New Payment le0.00] ? | School Subsidy £0.00
Payment Type o ? | Total To Pay £9.00
Fully paid? [m]
staffiD CR
Notes:

First Payment Due 23/10/2016

Final Payment Due  20/12/2016

Payment Plan? [m]

I Find Student l Student Info l Print Record l Print Receipt l View Payment History lView Contact Record l
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Mendip Data Systems

The student payments form can also be used to:

a) View student info

Georgia HOWARD 8BN 12899

Photo

Photo not
available

This form can also be used to send a letter or email to parents / carers.

b) Print a payment receipt

[student data on this page can NOT be edited. Any changes should be made in SIMS |
Surname HOWARD
Forename Georgia
Adno 12859 UPN PB02228703035 SeAttendance 97
Gender F DOB 09/10/2003 Age 13yr 1m
Year 8 Reg BN
Date of arrival 08/05/2016 Leaving Date Active?
Parent Mr and Mrs Bonner In LEA Care? m]
Address 11519 Saville Crescent Eligible for FSM m]
West Town
BS27 8PG Pupil Premium ]
Home Telephone 01724 612899
Home email address  |bobbie.flood@homemail.co.uk
p—— . Paymet Hiory .mﬂ e paymm- end teter - Sy _

@ Mendip Heights Community School

Parent Payment Receipt

Georgia HOWARD 8BN

Date: 13/11/2016
Payment ID: 2670

Amount Paid: £5.00

Payment Type: Cheque

Chegue Number: 316204

Total paid so far: £19.00

Amount remaining: £9.00

Staff Name: Mr C RIDDINGTON

Received with thanks by Mendip Heights Community School

Please pay the remaining amountby:  20/12/2016

c) View payment history

Payments History  The payments history data is currently LOCKED Payments made: 2

D Date | Payment Type| Amount Paid | StaffiD | Cheque No Info
2097 23/09/2016 BACS £14.00 CR 12899 Georgia HOWARD 88N
2670 13/11/2016 CH £5.00 CR 316204

*| (New)

Record: M < 10f2 | » ¥ b | K NaFilter | [Search

d) View contact record

Contact Record Enter details of any contacts made with parents / carers
Date StaffiD | ContactMethod Details
13/11/2016 CR Phone Confirmed cheque payment had dleared following concern by parent
# 13/11/2016 CR
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e) Print a payment & contact record

Student Payments Georgia HOWARD 8BN
Adno 12829 Gender F Active? 3]
Detedmived  0B/05/2016 Leaving Date paymentplan? O
_Ardvity Cosrs -
Subjart ClsdD  Tewhers  Actvin Cost
Geozrmny aENiEer  m Comsts feicwo i [lune] 00
Geomrny oewiEez = Farm visk Seidwork|Oct] 200
wismry oewiEiz  MRT Sisenavontisowork [May / Lne| £5.00
D47 03N(Tes ) Con Fiution to costef meterial E10.00
pp— 2w
e 2sm
Sl suEsiay £0.00
e =
- 0
Paymsnrs Hispry -
PamentDare PamentTvpe Amown Pid ~ Safff  CheousNo  Infy
13/13/7016 =] £3.00 =} 15702
2308208 Bacs £1000 @ 12295 Geongs HOWARD 2EH
Paymuent Contase Record :
Das SefffD  Conmna Method — Demils
131/2006 & Prone c

NOTE: the payments form is normally LOCKED to prevent unintended editing of payment records

At times, it may be necessary to edit existing payments where a mistake has been made or a
cheque has ‘bounced’. To do so, select Payments then Edit Payments from the Main Menu screen.

The student payments form opens in EDIT mode:

Edit Student Payments
Surname ANDREWS Forename Luke
Year 7 Reg PS
Adno 13180 Gender M
DOB 01/05/2005 Date Arrived 03/09/2016
Activity Costs Total activities: Il
Subject ClassiD | Teachers ‘Activity Cost
Geography o7Ps/Ge KT Rivers fieldwork {May / June) £5.00
History OTPS/HI  MAM Chepstow / Tintern fieldwork (May / June) £6.00
History O7TPS/HI  MAM Caerleon Roman Fortress (Sept) £5.00
D+T O7X¥/Tes  EIS/ALM  Contribution to cost of materials £10.00
Total Cost £26.00
2| Already Paid £26.00
2| School Subsidy £0.00
?  Total To Pay £0.00
Payments History Payments made: 1
[} Date | PaymentType AmountPaid StaffiD Cheque No Info
2610 03/10/2016 BACS £26.00 (=3 13180 Luke ANDREWS 7PS
+ (New)
Record W < 1ot b Wb | G biofiner | Seorch

I Find Student I Student Info I Print Record l Print Receipt l Hide Payment History lViEwCom.m:tRecald .

Select the payment to be edited. A message box appears with 3 choices:

Delete Payment Record?

e Do you want to delete this payment record?
'WARNING: This action can NOT be reversed.
Click YES to delete this payment record.

OR ... click NO to edit this payment record.
OR ... click CAMCEL to keep this record.
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e Click YES to delete the payment record. Payment totals will be updated automatically
e C(Click NO to edit the payment record. The Edit Payment screen appears:

Edit Payment - Luke ANDREWS 7PS

PaymentDate 03/10/2016

PaymentType o

AmountPaid £26.00

StaffiD R [©
ChequeNo

Description 13180 Luke ANDREWS 7PS

Save Changes

Edit the payment details and click Save Changes. Payment totals will be updated automatically
e Click CANCEL to keep the payment record without editing it

3. Import BACS payments
Many parents prefer to make payments online using bank automated payments (BACS).

These payments will then be credited to the designated bank account for the school.

In order to process these payments, bank statements are first exported to Excel as a CSV file.
The export file will normally have 4 columns:

".Date Description Amount Balance
10/10/2016 12570 Stephen YOUNG 8EN £28.00 £1,400.00
10/10/2016 12580 Mark WICKS 8MS £28.00 £1,428.00
10/10/2016 12530 Rhianna WARD 8BN £28.00 £1,456.00
10/10/2016 12610 Daisy SUTTON 8MS £28.00 £1,484.00
10/10/2016 Caitlin SPRY 8QMN £28.00 £1,512.00
10/10/2016 12630 Harry SMALL 8BN £28.00 £1,540.00
10/10/2016 12640 Scott SHEPPARD 8EN £28.00 £1,568.00
10/10/2016 12650 Jimmy RICHARDSON 8QN  £28.00 £1,556.00
10/10/2016 12660 Becky PRESTOM 8QN £28.00 £1,624.00
10/10/2016 12670 Matasha PERRY 8MN £28.00 £1,652.00

The CSV file is then imported into the program.
From the Main Menu screen, select Payment Transfers then Import BACS Payments from Excel.

Select the CSV file to be imported then click Import Data:

Import Payments [ ciose ]

Browse

iew import File

Impart Data

The Description column will be used to match the payment to the correct student record.
The program will check the payment reference for the student admission number, name and tutor

group in order to make a match. Where the payment can be matched, it will be credited to the
student record.
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Where the payment cannot be matched with certainty, it will be rejected.
Such records can then be checked manually and a decision made

You can modify the level of record matching that is approved automatically:

ot New Payrments mport History port Setieg

Salect the level of record matching to be spproved automatically

Import Payments

Save Changes

After the imports have been matched, receipts will be created as PDF files:

Import Payments

[T — e

Location of payments data file to Import;

Import File Propers

Header Row: [ Yos v
import File Columns:
1. Payment Date:
2. Description.

3. Amount:

4 Balance:

EMall Recelpt Pragress

Creating PDF payment receipt 6 of 27 . . .

NOTE: The impart will fail f the impare file has more than 4 columnz

Date

22%

| Email Paymant Recaipts

By default, receipts will then be emailed as a PDF file attachment to parents & carers

Thu 03/11/2016 00:10

To emma.culpin@homemail co.uk

Cc support@mendipdatasystems. co.Lk

5 StudentPaymentRecei...
316 K8

Reuben BEBB 8MN

Please see attached for a receipt for this payment.

NOTE: The payment receipt is a PDF file.
To open this file, you will need Acrobat Reader (or similar).
This software is freely available to download from the internet.

COLIN RIDDINGTON
Finance Department
Mendip Heights Community School

Please do NOT reply to this email address.
It is not checked so we won't see it!

If you have any questions about this payment, please email:
financedept@mendipheights.sch.uk

criddington@mendipheights.sch.uk
Receipt for payment to Mendip Heights Community School

Thank you for your recent payment which has now been processed.

A detailed explanation of the import payments process is available as a help file or in the program’s

user guide
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4. Transfer funds to subject areas

At appropriate intervals, funds should be transferred to subject capitation.
The amount to be transferred is obtained from Payments Transfers then Subject Fund Transfers.

Subject Fund Transfers
2016-17: First payments collected : 04/05/2016 Subject funds last transferred : 26/10/2016
Transfer Subject Funds | Print
Date Subject Totsl AmountDuz | Totsl Payments ToDate | Total Already Transferred | Total Subject Payment For Transter
13/11/2016 Art (Fine) £750.00 £447.50 £437.50 £10.00
13/11/2016  Geography £6,240.00 £4,452.60 £4,428.50 £2430
13/12/2016  History £7,562.00 £5,159.57 £5,134.50 £25.07
13/11/2016 D+T £8,810.00 £6,216.79 £6,205.00 £11.79
13/11/2016 DT Textiles £360.00 £205.00 £205.00 £0.00

All payments should then be transferred to capitation funds using standard school procedures.

5. Use reports to keep staff informed about the progress of payments for curriculum activities

A wide range of reports are available for finance staff / tutors / heads of years / heads of

department etc. For example:

Total Payments to date summary

Total Payments by date range

Parent Payments 2016-17
Total Costs + Payments Summary
Based on payments to 13/11/2016
Poyment Type pescription Tora! Paid
BACS Bank Automated Payment £11.773.00
BU Bursary £05.50
ca cash £2373.00
cH Cheque £2,266.00
(=1 Online Pzyment £0.00
OTH Other - See student notes. £0.00
=11 School Subsidy £521.00
TR Transfer- See student notes £0.00
Total Paid (ANl Areas) £17,072.50
Totad Amount Due £23722.00
% paidso far 7L97%
nare:
£ TRPY = Tets 2o et b e revous s
2T =Total pojman's tonsfered ta/Fom othar orecs Guring s yaar

Total Payments Summary: ( 03/10/2016 to 21/10/2016 )

Date Pasment Tme ___ Description Total Amount Peid
03102016 BACS Eank Aukmated Fyment £72800
10402016 BACS Bank Automated Payment £78400
Total Payments : (03102016 to 21102016 ) £1.512.00
Payment Types

Payment Type  PoymentDescription

BACS Eank Automated Payment

BU Bursmry

ca cash

cH cheque

oLF Online Fayment

om Dther - Se= student notes

= School Subsidy

TR Transfer - Se= stugent notes

Payments History by date range

Total payments by year group

Payment History - All Students - Between 03/10/2016 and 11/11/2016
Forename b e Ry Tipe mowt Total Payment Analysis By Year Group
~ e - s o
) : v - s =
— ; = s e ’ \ Pai iy . ’ ’
. 2 bed Loooer Year Toul Cost. Alead Paid  School subsdy  Toal To Pay 2 Paid % Unpaid
- ; [ s e . raon mim crem B
G . o~ s s
w2 >~ P—] s G . s s meme  mew  am
v o v o- s e
s — A—1 s poe f 2w sz ) s owmew  aom
et M s =
V ; o s - o s a0 sonm s mew =
- - wcs =
ey — : = s T " ruazzo =T [=r mme s
- - s Ges
oo ~— : = s =t
S — ) 1) o e e e E T T
o - o P e
— ] s =
ety et . - Bacs =1 NOTE: Who hu year
s ~ : R oo Guse
e — 1z . = o G
o - " o~ s =
- pe > - e T
aamoon bl b v s =
o e = : - s G
—e - rom v o s e
e — e ’ = s e
wo o~ u v - e cus
wome pred s : = s G
e s ve L wcs =
ey -~ e S s =T
e s m ¢ ow- s case
ree pross = ’ o s ot
s = - . om s =
pore ) e e = s P
-~ oy = M s s
rare = ‘o ; ~ s T
o — = . s G
o s prs ; > s o
ey — e P—1 s =
19 Newmber 201 Moot

Mendip Data Systems Page 8 of 11 Updated 18/11/2016



Payment activities summary

Payment Activities for 2016-17

A Seugients
Year  SubjectlD _Deserigtion ety Cmt  nea
7 Te o [ p— £1000
Ge  Geegaphy Rivers feicwrk My / Junc) £500
o sy Cazrieon Raman Fortress Sept] £500 =]
W ey Chepmtow | Tintern feldwer [May / lure) £600 =]
s T oo Contribuionte cost of materiais £1000
Ge  Geogashy Farm visit ebchwark (Oct £500 =]
G Geegashy Consts Feidwerk {lume] £700 =]
W sy Eisenavenfeiduork [May /lune) 600 =]
H T2 Contribution to cost of materials £1000 =]
) A Artfne) A3 Sesterboci foers £1000 [m]
T BT Cortrourionto cxt o materais £1000 [m]
Tx o DT Testies Contribution to cost of materials £1000 [m]
Ge  Geegaphy GESE Feldnar vist une) £800 [m]
W ey B05E surwerk visit ar] £2200 [=]
u af At fFine} A3 sketchbook & AZ fader £1000 a
Te oD Contrbugionto cat of materas £1000 [m]
Tx DT e Contribuionto cost of materiais £1000 [m]
Ge  Geegaphy Brean- GOSE Faldwork £200 [m]
i History GOE Feldwark a

Total payments by year group & subject

Total Payments By Year Group & Subject To 13/11/2016
Fanis ot bransferrmd to subjiscts an - 25/40/ 20405
T mmamomt e ameen
) Tot AmOWSt  TStMESS ety Tmehred  Avessbie for
[— e Das 7 ste o Setiect: Trssater
T o w2 mamo | smom ez0s000 B
f— @ samm e £0mm o
wHistary =2 £2,202.00 £2.793.00 £2.753.00 £000
‘Year 7 Totals £1332.00 E5434.00 £5434.00 £0.00
2 DT 200 £32,00000 £20178 £2,15000 £1178
Gacmranny W0 £280000  ERAfRAL mamm £1a12
wHistary 200 £1,30000 £137107 £1,31400 £707
Year S Totals £5,400.00 £6,155.00 £11555.00 £33.00
8 DT = £2,52000 £157300 £152300 £000
Year 3 Totais £2,590.00 £1,575.00 £13431.00 £0.00
10 art[Fine) n 000 00 mm00 s000
DT Teuties 1 £12000 £12000 £12000 £000
[ER— s emam sme e e
wistary = oS £500 £118500 sa00
Year 10Tots pute  mmam  csama P
11 artjFine) £12000 s 1350 £1000
D+ Tmuties 1 £12000 £2300 £23.00 £000
[ER— s eme s EET 2100
story = emm sme e s1z00
‘Year 11 Totals £1.522.00 £95350 £16,410.50 £3300
“Cveran ot e meaiss | mEaes i

Payment History — Students with payments

Payment History - Students with Payments

Surname Forename Adno Year  Reg Gender  PaymentDate  Payment Type  Amownt Paid
s = 7 s & [ Toemio =
aTwen e T W = =n F Tt o =0
mason Crae [ 7 o wnme w ome acs e
i e s 7 B onomos 3 moemte as )
~voEnK Dol e s W oovzos w Tt o =
JssoTr Govma e 7 o oswan r Zoemto s =
e [ a7 s B wmome - o = )
P [ = s s zeovane . oo s )
epEsy coorgin 27 © W wemor 3 Zoete acs 50
uvaey [ iz P o zroan 3 o w o
P Herman a7 s o wmomn 3 o 0
o Hornat 12534 . W muemn 3 as 0w
st Harvey e s s amn w s =w
on = e 7 o s u wome acs e
manson e e [ B moemor u oot on =0
e Km e 7 s e w o = =
morews e 1m0 7 s ovosmos u e s =
voEnK et z © o wwan " zwmmn o s
oas [ e [ = u o s =0
e e 77 s 5 u o ws )
‘Aowiooe ey ) s o v oo s =
aoous Fyan s 7 as u sot o =
AEHEQULWUKTAOR_ Saptie 12508 P a0 r e = =2
iswor vamin sz 7 P e v moemo acs =
wone o Tsr7s 7 " v oo = =0
ook o 7m0 B P o w oot w =
500 s e [ & ovman r o s 2w

13 Nowember 2016 Page Lof 43

Payment summary by tutor group

Payment Summary 2016-17: Tutor Group SEN ( Tutor TPB)

Surname Forename Year Reg  Adno DOB Gender __ Total Cost _Already Paid _Schoolsubsidy _Totalto Pay  Fully paid?
BaEY Saet s e wmn mommos EX) 2w 000 ECR
BAILEY Lewis H EN 1265 10042004 M £28.00 £1400 £000 £14.00 o
couns Niiha ¢ ez fmowmos  F 2 ez 2000 oo @
cox o s e 1mm  owames = £28m £000 po @
cuLen Isaac s e mo  ozowmo: = 2w c000 ErE
FERGUSON Katie. H EN 12788 09082004 F £2800 £1400 £000 £14.00 o
FRANCIS. Sarue s e 1zm  osommos M =00 1400 =000 0 0O
FFTHS o e 1mm  ooowmos  F = £1em c000 s O
RS writam s ev  tmw  saemo: = s1em c000 sew O

SoN Vazmin E EN 12708 16122003 F £28.00 £1400 £000 £12.00 o
e sarcen s e zm  omonmos = £28m 000 po @
Lver Senassa PRI mms F = 2w 000 Er
OLE Jede 2 EN 12083 02042004 F £28.00 £28.00 £000 £0.00 =i}
FRITCHARD Gearsie & ew  imm oummm  F =0 ) 2000 e O
rapioNS Semn s v mm  oooemos = 000 700 |
RiCAARDSON sam s e me  zume = 2 £000 bo @
RosBINS WL o s ev  ame  swumos 0 e2s0 2000 Er
RosNsON meo s e ime  cowme  m = £1em 000 eem O
RUTTER Srancon o e ms  oviems smo 200 e Er-
sierpaD oot e e imo  osoamos  m = £ £000 Do @
SINCLAIR Neomi 3 EN 12834 28052004 F £28.00 £2800 £000 £0.00 =3}
srusRT orioe s e imz  ommes  F = £28m £000 po 8
SUTHERLAND REAY  Thomes s ev  amn sasmo: = 2w c000 Er
TAYLOR Csitin E EN 12808 101212003 F £28.00 £000 £700 £21.00 o
Ty g o e ms  vame ¢ sz szem 2000 ErE
s Ry & v me wovmos  m w0 £z £000 P
THOMPSON Gatriel £ EN 12600 20062004 M £0.00 £000 £000 £0.00 =3}
Toul Chice. K EN 12588 08022004 F £28.00 £1400 £000 £44.00 o
TS Conror s ev  mm  omemos = £1em co00 e O
vous samua & e imn moomos  m = o 000 b0 @
Youne Stephen e en 12570 2008200¢ M 00 2800 000 oo [z
NOTE: Fist payments due 234102018 ; All payments due by 2042201€
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6. Contact parents & carers using mail merge letters

Select a group of students whose parents/carers are to be sent a letter then enter the letter text.

Create a Mail Merge Letter

1. Select a group of students
2. Type the text for your letter and save it.

Choose an activity:

Type your letter in the box below,
IMPORTANT - The text MUST all fit in the box.

The following changes are made automatically :
a) Parent names & address and the letter ending are added.
b) Gender specific words like his/her; he/she are updated.
€] To include a student’s name, type forename or surname
NOTE: It is NOT possible to add formatting to the letter text
3. Click the Merge Letter button

Select an Option:

All students in a Year group
All students in a Tutor group
All students in a House:

A group of students

An individual student

7
7
7
7
8
8
8
8

9

The Y10 Geography GCSE fieldwork visit on Wed
14 June has been postponed and will now take
place on Thur 22 June. Al other details for the trip

Please contact the school if your child is unable to
attend on the revised date for any reason

DeT Cantribution to cost of materials
Geography Rivers fieldwork (May / June)
History Caerleon Roman Fortress [Sept)
History Chepstow / Tintern fieldwork (May / Jun| |are unchanged.
4T Contribution to cost of materlals
Geography Farm visit fieldwork (Oct)
Geography Coasts fieldwork (June)

History Blaenavon fieldwork (May / June]
D+T Contribution to cost of materials
Art (Fing] A3 Sketchbook / folders

D+T ion to cost of materials
D+T Textiles n to cost of materials
History GCSE coursework visit (Jan)

Art (Fine] A3 sketchbook & A2 folder

D+T Contribution to cost of materials
D+T Textiles | Contribution to cost of materials
Geography Brean - GCSE fleldwork

History GCSE fleldwork

All students in a teaching group

All students in an activity

Move the mouse over an object to get information about it.

MAX: 1000 characters  (Characters left : 743)

Clear Letter Text Save Letter Text

Parent names / addresses and the staff name will automatically be added to the letters.
Gender-specific words like he/she; him/her will automatically be updated for each student.

A Spedialist School for Media Arts
Headteacher Mr P Bourne BSc. (Hons)
vall

dy, Somerset, B527 9BV

W

Mendip Heights Community School

Mrs Gatehouse

11416 Puttingthorpe Drive
West Town

BS27 8LE

Dear Mrs Gatehouse,

Yours sincerely,

Mr CRIDDINGTON

; E-mail:ad endipheights sch

Bronwyn BRIMBLE 8PN

13 November 2016

The Y10 Geography GCSE fieldwork visit on Wed 14 June has been postponed and will now
take place on Thur 22 June. All other details for the trip are unchanged.

Please contact the school if your child is unable to attend on the revised date for any reason.

engipheighisscnok  Arts colleges

For convenience, the layout is designed for use with windowed envelopes.

However, the program can also create address labels for the selected group of parent / carers:

Mrs Fitzoerald
10783 Longridge Way
‘Weston Village

West Town

Somerset

BE24 TES

BeogaAFFLEEY 10MN
SEDSAAS YO0 5 AL SWOR VST U]

Mrs Ball
11820 Malbrd Walk
Bidwel

West Town
Somerset
BE2T 8RS

SansaLL 10R
SEDSAAS Y00 5 AL SWOR VST U]

Mrs Giles

10788 Savile Road
West Town
Somersst

BEIT BPE

AmbMasis BARTLETT 1084
SEDSAASY-0T 5 AL SWOR VST UNE]

Mrs Fowder

10775 Byron Road

Sandwell

st Town
BS24 BAQ

Matthew AYDENK 107

SEDSTARNY-GT 55 ASLIWTRK VT LS

Mrs Giles

0774 Longridge Way
Weston Village

WVéest Town

Somerset

BE24 THA

Lug BARFORD 100N
SEDSTARNY-GT 55 ASLIWTRK VT LS

Mr and Mrs Dunmore
10TES Bidwell Moor Road
Weston Village

WVéest Town

Somerset

BS24 TJB

Fyan BARTIETT 108N
SEDTTARNY-GT 55 SIS WTRK VT LS
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7. Contact parents & carers using email

Select a group of students whose parents/carers are to be emailed then enter the email subject &

message text:

Send Email to a Group of Parents/Carers

Use this form o send an email to the parent/carer home email | choose an activity
addresses for one or more students,

7 (DT
Double click a student to add the parent/carer to the list. Geography

Double click again to remove the entry.

Email esiplents:
(yuliya birt@ homemail co.uk,sheila roger @ homemall co uk v
o wkiyvette bishop®! o mich

Select an Option:

All students in a Year group

All students in a Tutor group

11 | D+T Tentiles Contrl cost of m.
All students in a House 11 |Geography Brean - GCSE fieldwork
11 History GCSE fieldwork

An individual student
All students in a teaching group

All students in a subject

All students in an activity

This shows who will receive the email message

Parent Email Address Check

P

Send to parent/carer of.

ABBOTT Galyna 7 BN
ALDOUS Ryan 7 as
ALLEN Kai 78S
ALLSWORTH Yazmin 7 PN
ANDREWS Luke 7 PS
APLIN Chloe 7 EN
ASH Henry 7 aN

Clear Send To List
Enter E-mall subject line below:
Y7 History trip to Chepsotw / Tintern
Enter the message text below:
Dear Parent / Carer
Please note that the Y7 History trip to

Chapstow / Tintern In May 2017 will leave
school at 08:30 & return to school at 15:30

Helen Allinson
Head of History
Mendip Heights Community School

Attach File(s)

The email then be created for each parent / carer for who

H © E Y7 History trip to Chepstow & Tintern Abbey - Message (HTML)

Fle  Message  Inseit  Options  FormatTed  Review  Developer @ Tell mewhat youwant to do

Dear Parent / Carer

Helen Allinson
Head of History

Mendip Heights Community School

Fromw | Mendip Data Systems
A=
To.. uiya.bir U sheit U yette UG yette
Send cha k k k
] : Ui | uig angek U cqui mel U
icpharie.br k; ki k; david bruer uk; nki.builord @homemall.co.uk;
ce
Subject Y7 History trip to Chepstow & Tintem Abbey

Please note that the Y7 History trip to Chepstow / Tintern in May 2017 will leave school at 08:30 & return to school at 15:30

m a home email address is known:

Where appropriate, a report will then be displayed listing all students for whom no home email

address is known

8. Update student & staff data from School Data Analyser

Student & staff data is kept up to date using the School Data Analyser program.

This ensures that records are maintained for all new admissions, students changing tutor groups or

timetabled subjects and for student leavers.

The update process will normally take no more than a minute or so.

It is RECOMMENDED that this is done at regular intervals e.g. weekly.

It can also be done at any time if it is known that student or staff changes have occurred.
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