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Additional Features

Communication

Student Portal and 

Trainer View



Topic 9.1 - Communication
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Agenda

Topics Covered

1 Notes and Checklists

2 Uploading Evidence

3 SMS

4 Emails

5 Letters and Forms

6 Templates

7 Surveys
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Agenda

Learning Objectives

1 Understand how to use and create notes and checklist

2 Send SMS’s and emails from the system

3 Create templates to uses for communication



Notes and 
Checklists

ReadyTech Education
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Notes and Checklist

Create internal notes against a record

These can be assigned to another user

Can be assigned a date

Community > List All > select party > Notes / 

Checklists

Notes
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Notes and Checklist
How to use - Notes

Community > List All > select party > Notes 

/ Checklists

Important fields:

• Template Type – If using a pre-

configured template

• Template – The template you would like 

(optional field for Notes)

• Category – A way to organize your 

notes
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Notes and Checklist

Create an item list against a record

List can have multiple items assigned to different 

users 

Unlike Notes, Checklist require a template to be 

created before they can be used

You can create these templates in the SMS

Checklists
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Notes and Checklist
How to use - Checklists

Community > List All > select party > Notes 

/ Checklists

Important fields:

• Template Type – Checklist

• Category – Checklist

• Template – The template you would like

To assign individual items:

• Save the new list

• Edit – assign items to individual people 

with follow up dates 



You can view notes/checklists assigned to 

you in two places

1. The dashboard - task's widget 

2. Home > Task List

a) You can filter this list
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View Tasks

Notes and Checklist
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Notes and Checklist
Notes and checklists can be used against a number of entities in the system:

• Party records

Community > List All > select party > Notes / 

Checklists

• Courses

Courses > select course > Notes / Checklists

• Programs

Administration > Curriculum > Program > 

select program > Notes / Checklists

• Units

Administration > Curriculum > Units  > select 

unit > Notes / Checklists

• Companies

Community > Company > List All  > select 

company > Notes / Checklists

• Course application

Courses > Application > select application > 

Notes



Uploading 
Evidence

ReadyTech Education



Documents be stored against different entities in 

the SMS

e.g. A student

Community > List All > select student > 

Documents > All Documents

There are two ways to upload documents:

• + new: Individual documents

• Bulk Upload: Multiple documents at once
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Uploading Evidence



ReadyTech Education 388

Uploading Evidence
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Uploading Evidence
Document View

Documents can also be viewed in 

document view by swapping 

using the icon to the right of the 

screen



Lets go do it!

Let's take a look at:

• Creating a Note / Checklist for a party

• Upload Evidence (a document) for a party
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SMS and Emails
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External messaging requires an MessageMedia

integration 

Step 1: 

• Set up an account (note: associated fees and 

charges) and choose a plan

• Please visit Message Media site for more details

Step 2: Integrate with student management system

• Details on configuration can be viewed here

Administration > Configuration > Preferences > 

Integration Systems
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Integration - MessageMedia

SMS

https://messagemedia.com/au/pricing/
https://help-education.readytech.io/support/solutions/articles/51000315677-messagemedia-overview/
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SMS
Sending

Options to send messages from within the system:

• To an individual student

Community > List All > select party > SMS > 

Compose 

• To multiple students within a course

Course > Course List > select course > SMS > 

Compose 

• Within a list view eg. Enrolment List 

Enrolment > Enrolment List > Bulk Actions > select 

students > Bulk Actions > SMS

• For an Event e.g. Event for Course

Course > Course List > Select Course > Timetable > 
All Events > select event > ⋮ > SMS

NOTE!

• Will only send if student has phone 

number listed (you will not receive a 

notification of an unsent message)

• If sending from a list (eg. enrolments list)

and a student has multiple enrolments it 

will only send to each student once



Note!
To use emails within the student management system, you will need to have your email settings 

configured

This was something we covered during Session 2 

Process: Configuring Your Email Settings
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Configuring Your Email Settings

Email

https://help-education.readytech.io/support/solutions/articles/51000314421-process-configuring-your-email-settings
https://help-education.readytech.io/support/solutions/articles/51000332217-session-2-site-setup
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Email
Sending

There are a few ways you can send emails within the 

system. 

• To an individual students

Community > List All > select party > Email > Compose 

• To multiple students within a course

Course > Course List > select course > Email > Compose 

• Within a list view eg. Enrolment List 

Enrolment > Enrolment list > Bulk Actions > select 

students > Bulk Actions > Email

• For an Event e.g. Event for course

Course > Course List > Select Course > Timetable > All 
Events > select event > ⋮ > Email
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Email
Attaching PDFs

PDFs can be attached to an email

These can be external or from within the Documents list



Letters and Forms

ReadyTech Education
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Letters and Forms

Letters and Forms let you communicate from different entity levels

e.g. Student, Course

Community > List All > search and select party > Letters and Forms

Course > Course List > search and select course > Letters and 

Forms
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Letters and Forms

Two options:

• Quick
Good for creating PDF documents against a 

party/enrollment/course

• Advanced
Allows you to select a target

• Individual – can select that party

• Course – can send to all enrolments

Delivery

• Letter = pdf that can be download (found 

under Documents)

• Email = stores as email



Lets go do it!

Let's take a look at:

• Send SMS in bulk

• Sending a Course-wide email 

• Sending an Email for an event

• Create a Letter/Form for a student
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Templates
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Communications > Templates 

There is a list of entities for which templates can be 

created  

Consider setting up, particularly:

• Course

• Party

• Course Applications (see Session 5)
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Templates
Accessing Templates

https://help-education.readytech.io/support/solutions/articles/51000332315-session-5-online-applications-and-enrolment
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Templates
Notes

Note templates can be given basic info such as 

a title, category, priority, follow up days and 

content

Communications > Template > Student > Notes 

> Template

For each note you can set a category from an 

editable list

Communications > Template > Student > Notes 

> Categories



Checklists require a pre-created template 

Communications > Templates > Student > 

Notes > Checklists

There are two key parts to creating a 

checklist:

1. Input a title and description

2. List all the items for the checklist itself
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Checklist

Templates



Communications > Templates > Party > 

SMS > Templates 

SMS templates are plain text supported, 

you cannot use template merge fields 

or hyperlinks
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SMS

Templates



Communications > Templates > Student > Letters and 

Forms > Templates 

Two parts: 

1. Details

Enter key information

• Title

• Subject 

• Status 

• Format - As this is an email, you will need to select HTML

• Layout - As this is an email, you will need to select 

Email: A4 Portrait

ReadyTech Education 406

Email/Letter

Templates
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Templates
Email/Letter

2. Content

LHS – design and format contents

RHS – Add required template fields

https://help-education.readytech.io/support/solutions/articles/51000332315-session-5-online-applications-and-enrolment
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Templates
Template Fields

Template Field Mappings Index

https://help-education.readytech.io/support/solutions/articles/51000333292-template-field-mappings-index
https://help-education.readytech.io/support/solutions/articles/51000332315-session-5-online-applications-and-enrolment


Lets go do it!

Let's take a look at:

• Create templates

• Notes

• Checklist

• Email
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Surveys

ReadyTech Education
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Surveys
Uses

Allow you to track information anonymously

e.g. 

• Workplace visits

• Course evaluations

Great for: 

• Student satisfaction

• Staff satisfaction

• General anonymous feedback
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Surveys
Create the Survey

1. Build the form settings

Administration > Forms > Survey 

Forms
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Surveys
Create the Survey

2. Build the form content

Administration > Forms > Survey 

Forms
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Surveys
Create the Survey

3. Set up the survey

Communications > Feedback 

> Surveys
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Surveys
Create the Survey

4. Create email template

Communications > Feedback 

> Surveys

e.g. for all students in a 

Course

Communications > Templates 

> Course > add new
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Surveys
Create the Survey

5. Distribute survey link

Send through

Courses > Course List > select 

course > Email > Compose
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Surveys
View Results

Communications > Feedback > 

Surveys
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Surveys
Student Specific

Surveys can be created using Feedback 

Forms

These are documented against a specific 

party record (NOT anonymous)

Administration > Forms > Feedback Forms

Can publish by:

1. student portal (every student)

2. distribute link (a specific selection of 

students)
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Surveys
Student Specific

1. Student portal option

Administration > Configuration > 

Preferences > Self-Service Portals

Disable Display > Hide Forms Section

Enable Dashboard > Forms
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Surveys
Student Specific

Student Portal View 
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Surveys
Student Specific

2. Distribute link to a group

Administration > Forms > Feedback Form 

> select form

• Paste URL into a group specific email 

template e.g.: 

• Course level

• Party level

• Change the words {Party Identifier} to 

the party ID merge tag before you 

send the email

• See Template Field Mappings Index

https://help-education.readytech.io/support/solutions/articles/51000333292-template-field-mappings-index
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Surveys
Student Specific

View responses in: 

Communication > Feedback > Forms

Student party record > Feedback Forms > Submitted Forms



Lets go do it!

Let's take a look at:

• Create a anonymous survey for students

ReadyTech Education 42

3



• Notes and checklists

• Document upload

• SMS

• Emails

• Letters and forms

• Templates

• Surveys
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Summary
What have we done today? 



• Create a note

• Upload a document to a party profile

• Send an SMS from a party profile

• Send emails from within a Course

• Sending an Email for an event

• Create the required email templates

• Create a survey for future use
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Action Items
What do I need to do after todays session?



Please navigate to article here

Here you will find all the information and resources for this series

• A copy of the PowerPoint slides 

• Links for resources relevant to today's session

• Details on the materials required for upcoming sessions

• Booking links for upcoming sessions

• Recordings from today and previous sessions
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Enjoyed today’s session?

https://help-education.readytech.io/support/solutions/articles/51000330852-onboarding-education


Thank you 

For more information please contact:

Support

• E: support@ewp.readytech.io

• P: 02 9018 5525

Onboarding

• E: customeronboarding@ewp.readytech.io
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