Using Email Wizard
Below is an example, showing how to contact boarding house parents

1. In Pupil Manager, click on Custom Search, then Query Builder, and in Data Field select Boarding
House - TEXT
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Custom Student Search - Advanced Search
Use the tools below to find records using the custom query builder below.

— ‘Custom Search - Clause Number 1:
Data Field: | Boarding House - TEXT | Query Type:
o |
Bracksts: [ Click her to include in nested bracksts
Inc Ancther: [ Click here to 2dd another clauss to this query,

—Search:

[ Include Admissions Students in this ssarch
[ Include Past Students in this s=arch

2. Then change the Query Type to ‘Equals’ and click on the Houses that you want (hold down the
Control key to select multiple houses), then click Search:
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Custom Student Search - Advanced Search
Use the tools below to find records using the custom query builder below.

— Custom Search - Clauss Number 1:

Data Field: | Boarding House - TEXT ~ | Query Type: | Equals v
Query: | BLAMK VALUE (NULL FIELDY) -
Ivy House
St Boniface
St Denys
Stratbon -

Brackets: [ Click here to include in nested brackets
Inc Ancther: [ Click here to add another clauss to this query.

— Search:

[ Include Admissions Students in this search
[ Include Past Students in this search

3. Now select the pupils that you want by ticking their names, and on the right-hand side drop down
‘Selected Pupils’ choose the option right at the bottom of the list ‘Email Wizard’:
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4. On the pop-up window, select ‘Contacts for the selected pupils’ and click next:
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& warminster.isams.cloud/modules/studentmanagement/communication/commswizard.asp?type=Email&moduleld=i.. &,

Email Wizard
Use this wizard to send Email messages to pupils and their contacts

pa

@ Welcome to the Email wizard. Please select the type of recipients to include in this correspondence.

Message Redpients:
O ‘ Selected pupils
Selact this option to include all of the salected pupils as message recipients
91 Contacts for the selected pupils
Selact this oplion to indude contacts as message recipients

5. Now select the type of contact you want (in this case parents):

@ Email Wizard - Google Chrome
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# warminster.isams.cloud/modules/studentmanagement/communication/commswizard.asp?type=Email&maoduleld=i... Q

Email Wizard
Use this wizard to send Email messages to pupils and their contacts

pa

Relation Type Contact Group Filter by Address Type Filter by Contact Type

Relation
Aunt

Father
Grandfather
Guardian

Parznks

o®dooooog
aEaa8a

Uncle

1 contact &
1 contact
1 contact

4 contacts

& conkacts

1 contact




6. You then get a screen to confirm the recipients:

& Email Wizard - Google Chrome = O *
& warminster.isams.cloud/modules/studentmanagement/communication/commswizard.asp?type=Email&moduleld=i.. &,
Email Wizard @

Use this wizard to serd Email messages te pupils and their contacts

Contact Relztion Address Type o B 4
Family: Morayo Akintonde, Clumide Akintonde 1 contact
L & Mr & Mrs Akintonde Parents Home = 8§ I
Family: Osazs Alstor 2 contacts
. & Mr & Mrs Alstor Parents Home = § 3
i @ Mr & Mrs Aletor Parents SecondHome 3 B <@
Family: Anton Amend 1 contact
. & Mr & Mrs Amend Parents Home: - - -
Family: Csekpologhbs Azieghe, Oseyanhu Azieghbe 2 contacts
. & Mr & Mrs Azisghe Parents Home = 8§ I
&b o Mr & Mrs Azisgbe Parents SecondHome = B @

7. You will then see a pop-up to check you are happy with your choices:

& Email Wizard - Google Chrome = O *
# warminsterisams.cloud/modules/studentmanagement/communication/commswizard.asp?type=Email&moduleld=i... a
Email Wizard - -

ot mizard 1o and Emal e V8 rminster.isams.cloud says @

Wizard Complete

Contact The wizard is complete based on your selections. Do you want to Address Type = B 4
continue with these choices?

Family: Morayo Akinkonde, Ol 1 contact

L @ Mr & Mrs Akintonde Home = § &

Family: Osaze Aletar 2 contacts

sl @ Mr& Mrs Aletor arsms Home = 8§ 3

M =i @@ Mr&Mrs Aletor Parants Second Home = B 43

8. Click OK, and you will go through to a screen to compose and send your email:



@ Send E-Mail - Google Chrome — O e

() sendEMall | (1] visw Sumeary | () Preview EMail | ] Closs window

Message |Reu'pien|s ]Miachmﬂﬂs |0phms

E-Mail Subject: | |
Far this e-mail to be sent you must enter a subject above.
Merge Template: | Select 3 template v|
Selecting a template will overwrite any content currently entered into the editor below,
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