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Documents – Student Leaving Certificates

This document explains how to produce student leaving certificates as a batch. 

There are two stages to this process:   
1) Create a document template
2) Create a quick report to find the leavers in order to merge the documents

1) CREATE A MASTER DOCUMENT 

Go to: Documents / Enrolment 
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A list of your existing master documents will be displayed.
Select ADD to create a new document

Input the document details:
Send To: ensure this is set to Student if the document is to be emailed to the students email address.
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A new blank document will be displayed on screen together with a “Word Edit” box.  
To add merge fields to the Certificate click [image: ] to the left of the required category to open up the available fields.
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To add the student name click [image: ] to the left of ‘Student’ and double click on the relevant field to insert the code into the document, e.g. txtForename  txtSurname. 

Alternately, highlight the required field(s) and select ‘Insert’
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Below is an example of a master certificate document with text and merge fields:
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Once the text and merge fields have been added to the document it must be saved.  
It is important to save the document by selecting “SAVE” within the “Word Edit” box.                                 
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2) CREATE A QUICK REPORT 

Go to: Reporting / Quick Reports 
Report Type = Enrolment – General
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Select ADD to create a new report.

Name: Enter the report name
School: If you have multiple schools select the required school
Date Filter: set to “Finishing” to capture the leavers 
Dates: Ensure you include the Saturday & Sunday dates as this report type is based on the student’s departure date, not the course end date.  It is a good rule to select Wednesday to Wednesday dates as this will capture late departures.
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To add the fields to the report click on the “Add Item” button

Within the “Add Field” box click [image: ] to the left of the required category to open up the available fields.
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To add the student name click [image: ] to the left of ‘Student’ and double click on the relevant field to insert the code into the report, e.g. txtForename  txtSurname. 

Alternately, highlight the required field(s) and select ‘Add’
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If you wish to include the students course name(s) on the certificate you will need to add the course status name to the report and set criteria to ensure only the students ‘active’ courses are shown.

The field is found under: Course Booking > Booking Status - Name
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Within the report the field will look like this.
To add the criteria click on the criteria box as shown below:
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Highlight “Active” 
Select “Set>>>” 
Selected Criteria = Equal To ‘Active’  
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Select Close


At least one sort field must be added to the report:

When the report selection and criteria is completed select SEARCH.
This will display a list of departing students based on the date selection.

Merging the certificate document:

Select “Send Document“
[image: ]

Master Document: select the master certificate document
Send By: if you wish to print all of the certificates set to Printer
Send To All: tick this to print certificates for all selected students
Send Now: the documents will be produced now
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Select OK to print the certificates as a batch.

NOTE: 
[bookmark: _GoBack]Send By: ‘Default’ will process by ‘email’ or ‘printer’ depending on the students setttings
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CERTIFICATE
This is to Certify that

[Student.txtForename] [Student.txtSurname]

attended Infospeed Language School
From [Enrolment.dteFromDate] To [Enrolment.dteToDate]

Course(s) attended:

Course Name

Header.dteFrom ' Header.dteTo

Course-Header.txtPriceltemName/2] [Course- [Course-
Header.dteFrom  Header.dteTo

Leaving Level: [Last-Main-Class-Level.txtName]
Attendance Percentage: [Attendance.decPercentage]%

Signed: Date: [Special Fields. Todays Date (Long)]

Brian Johnson - Director of Studies




image8.png




image9.png
[Report Type

Ervolment - General

Permission

‘Search Name

Al Pemissions

FirstMain Sort-

Eind

Dates/ Agent Groupl |
Counry! User Jefined etc




image10.png
@

selection|Results

Report owned by

Name. ‘Student Leaving Certficates

INFOSPEED

Code[Ja

School  Bounemouth School v Exclude Canceltons . Repeltors

{Dste Filier _Finishing - 31 Aug 2016 07 Sep 2016
Permission Publc, - Remove <CR> from textual data
Selected Fields
Source Name Criteria | Include
b Envolment Student Student I 2
Envolment ‘Student Forename v
Envolment Student Surmame v
Envolment Envolment From Date v
Envolment Envolment To Date: v
‘Course Booking | Booking Status Name 2
Sort Fields
Souce | Name Ascending
b Enrolment | Enrolment To Date 2

Use mouse to drag & drop field names into 2 new order

=%
Critera
Print
Addliem
Remove
Search

AddSort | || Searcha
Excel

Remove

Cancel




image11.png




image12.png




image13.png




image14.png
| Course Booking | Booking Status Name = =





image15.png
—

2record(s) listed





image16.png
1082 Student Leaving Certificates - Enrolment Report

Selection||Results|

ik column headingtochange Name
Naron calemn witns 1258 mors soumns

5 Columns(s). 10 Record(s)

‘Student Forename | Student Sumame | Envolment From Date | Enrolment To Date:

-
E)

137 P, Ziegler 23072016 03032016

1063 |Donata /Angelo 0610812016 03032016 W

58 |Lucia Balducci 05032016 03032016 Document

9 Akemi Hikosaka 070272016 040972016

1056 |Amine Bbadou 1000772016 04092016 ‘Send

102 |Sayaka Yashiki 07082016 04092016 Document

19 |Cecilia Caputo 26062016 04092016

105 | Martina Hinder 1710772016 04092016 SendTo

77 |BongKik. Kim 1410872016 040972016 Excel
Send fs

Labels

=




image17.png
E Mail Reply To
Overtide standard subject textwith the following
Subject Student Leaving Cetficate

SendToMl 4| Include Cancelations
Send Now v
Override standard body text with the following

Please find attached a e called
"<DOCUMENT_NAMES" F you have ot received
this il or re Having problems in reading ., please.
respondto the senders e-mai address

i





image1.png
@ Class Systems

Language School Software




image2.png
Documents - Batch Emailing/Printing | Enrolment Invoice Accommodation
Purge Processed Documents Group Proforma Agent Group
Accommodation | Gross (Memo) School Classing
Agent Credit Student
School Group Invoice Teacher
Student Group Proforma
Teacher Group Credit
Host Remittance Advices
Statement
Receipt

Processes ‘Standard Paragraphs Finance Database  Enrolment





