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Brief Overview 
 
The purpose of this document is to provide school examinations officers with the latest information regarding Exam 
Results Day, please take your time to read through this document thoroughly. 
 
Even if you did not use the Bromcom MIS to create your initial entries, you will still be able to import results or add 
them manually.  
 
Important Note: Included in this guide is information on communicating Examination Results with Candidates, for 
guidance on sharing Examination Results please see JCQ Publication of Results. 
 
Exam Results Analysis can be also performed in the Bromcom KS4 Dashboard, if you are using this analysis tool, please 
see the KS4 Performance Guide.   
 
If you are using the KS4 Dashboard, please ensure you have set the required Results Embargo for the Exam Results 
Data Set. To do this go to Modules>Analysis>Headline Figures Data Sets. Choose the 2023 Exam Results Data Set and 
click Edit. Tick Embargoed to ensure only roles with View Embargoed Results selected can see the results. 
 
Click Save. 
 
Note: How to create a Dataset for the analysis of Examination Results is covered in the KS4 Performance Guide. 
 
 

 
When a dataset embargoed, it is only available for users with ‘View Embargoed Results’ Permissions. See Results 
Embargo in this guide. 
 
 
 

https://www.jcq.org.uk/exams-office/results-and-certification/
https://docs.bromcom.com/knowledge-base/ks4-performance-guide/
https://docs.bromcom.com/knowledge-base/ks4-performance-guide/
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Preliminary tasks to complete before Results Day 
 
Versions: Note for stand-alone and Non-Cloud Schools, ensure that you are currently running the most up-to-date 
version of Bromcom 5.22.7.10 
 
The version number is displayed in the bottom left-hand corner of the MIS screen. 
 

 
 

Basedata: Ensure that you have reviewed all the relevant imported Basedata from the Awarding Organisations, 
including checking for any amended Basedata files which may have been produced by the Awarding Body. See How 
to Import/Refresh Basedata. 
 
Examination Entries: Respective examination entries can be created at the point of importing results files but you 
should carry out further checks against examination entries prior to Exam Results Day see How to Manage Exam 
Entries. 
 
Student Portal: If you are using the Student Portal to publish examination results, please see: How to Configure Exams 
for the Student Portal  
 
MyChildAtSchool (MCAS): Parents viewing exam results in MyChildAtSchool.Bromcom has the facility to share 
candidate's exam results with parents via Config>MyChildAtSchool>Exams. We would recommend that this facility is 
turned off i.e., Untick Enable Exam Results in Config>MCAS>Exams 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://docs.bromcom.com/knowledge-base/how-to-import-refresh-basedata/
https://docs.bromcom.com/knowledge-base/how-to-import-refresh-basedata/
https://docs.bromcom.com/knowledge-base/how-to-manage-exam-entries/
https://docs.bromcom.com/knowledge-base/how-to-manage-exam-entries/
https://docs.bromcom.com/knowledge-base/how-to-set-up-exam-settings/
https://docs.bromcom.com/knowledge-base/how-to-set-up-exam-settings/
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Results Embargo 
 
 
The Department for Education requires that access to all Exam Results is limited to specific staff within schools until 
the official results publication days arrive, see JCQ Results and Certification. 
 
Please Note: Any Exam Results in a Season which has an Embargo in place will be unable to be reported on by 
unauthorized personnel; this will be the case until the Exam Results Embargo is removed.  
 
Make sure this setting is in place BEFORE you import results 
 
Exams Module: to begin the implementation of the Results Embargo, go to Config>Examination>Seasons.  
 

 
 

From the Seasons page, click on the relevant Season and you will be able to implement the Results Embargo by ticking 
the Results Embargoed tick box; this will make it so that only authorised personnel can access the results.   
 
Click Save. 
 

 
 
To remove the Embargo just repeat the process but remove the tick from the Embargoed tick box. Click Save. 

https://www.jcq.org.uk/exams-office/results-and-certification
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School Staff Viewing Embargoed Results: System Administrators can define which roles(staff) can View Embargoed 
Results in Bromcom by going to Config>Setup>Roles and Permissions. Permissions for roles are  normally controlled 
by system administrators ( not Exams Office Staff)  
 
Once you have chosen the Role from the Roles drop down click Edit, in the example below we have chosen a role 
called Exams Officer 
 

 
 
Then choose Examination from the Module drop down and from within Maintenance, you can see View Embargoed 
Results. 
 
Click Save 

 
 
Parents viewing exam results in MyChildAtSchool:  
Bromcom has the facility to share candidate's exam results with parents via Config>MyChildAtSchool>Exams.  
 
Please check your school's data consent policies in relation to sharing student exam results information with parents 
before performing this process. 
 
Note:  If an Examination Season is Embargoed in the Exams Module, then the parents will not be able to see the exam 
results until you remove the embargo. 
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In the example below we have ticked Enable Exam Results and ticked Result 1 and Board in the Exam Result Settings 
panel and in the Visible Exam Seasons panel we have selected the Summer 2023 Exam Season.  
 
Click Save. 
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A2C Integration and Results Import 

 
For further guidance on the A2C Integrated Exchange Set Up Guide, see here 
 

Preparation for Importing Results  
 
As it is possible to have a combination of states for different awarding organisations, it is important to check the Status 
of each awarding organisation in the A2C Centre Setup page.  
 
This may be because the school does not use certain awarding organisations, or some submissions have been made 
using the manual download process.  
 
The A2C Exchange process will look to retrieve Results files for awarding organisations which are in a Ready state in 
the A2C Centre Setup page, regardless of how the initial submission was made. 
 

 
 
 
In the example above, only results for Pearson can be retrieved through the A2C Exchange as it is the only one in a 
Ready state. However, an attempt has been made to connect both CCEA and WJEC/CBAC, so their state should be 
corrected if results are to be successfully retrieved using the A2C Exchange.  
 
Any awarding organisation in a Not Available state will be ignored and the manual results Upload process will be 
available for any Exam Board not in a Ready state 
 
 
 
 

https://docs.bromcom.com/knowledge-base/a2c-exchange-guide/
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Importing Results using the A2C Exchange  
 
Importing through the A2C Exchange works through the same Import Results action in the Manage Results page. 
Where no Exam Boards are in a Ready state, selecting Import Results will open that page directly and the process will 
be entirely manual.  
 
However, selecting Import Results where at least one Exam Board is in a Ready state on the A2C Centre Setup page, 
will begin and additional process.  
 
Firstly, Results files are not yet available. This could be because the Import Results process has been actioned before 
any Results have been released, or perhaps the wrong Season has been selected. It is most likely to occur though 
where the files are not yet available in the A2C Exchange and the following message will be displayed. 
 

 
 
The assumption is that the Examination Officer has selected the correct Season and the Results are available, so the 
only remaining problem is that the Results file is not present in the A2C Exchange, a state initiated by the awarding 
organisation.  
. 

Processing Results 
 
When selecting Import the system will display a message as it starts the check for Results files, which will summarise 
the Status of the awarding organisations based on Submissions and their A2C Status.  
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Once the check is complete, a second message returning the summary of Results retrieved will be displayed against 
each awarding organisation. 
 

 
Clicking OK will close the message and open the Import Results page, where the retrieved Results file will be 
displayed in the Import Results window. 
 
 If all available awarding organisations are configured in the A2C Centre Setup page, no Upload button will be visible 
where all are in a Ready state.  
 
For Results to be imported, Basedata must have been imported for that season.  
 

Importing Component Results Files. 
 
 From Autumn 2021, new xml Component Results files prefixed with “a2c.” will form part of the EDI Results process 
and these will also be handled using the Importing Results routine. When selecting a file for Import, a note will 
appear indicating that Component Results will be Imported.  
 

 
 

The system will only display one file type (EDI or a2c.) however, as the a2c. file also contains the Award Results.  
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As the Components equate mostly to Exam Units, in Reports>Examination>Results Overview this report will include 
any Component Results. This also applies where there are Components as well as Exam Unit options, both of which 
will be displayed in the report. 
 

 
The additional Component Results data item has also been added to the Ad hoc Reporting Examinations domain, if 
customised reports are preferred. 
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Importing Basedata 
 
This an automatic process except for Pearson BTEC and CIE. For these 2 Exam Boards prior to importing Results Files, 
use this process to ensure you have both the latest version of Basedata and the correct Basedata for all entries you 
are expecting to receive. See also How to Import/Refresh Basedata. 
 
This tool enables you to carry out this procedure, however you must first: 
 

1. Download the required Basedata from the Exam Boards you are planning to use 
2. Import the downloaded Basedata into Bromcom 

 
To import the downloaded Basedata into Bromcom, you must first obtain the Basedata from the Exam Board(s) you 
are going to use. We have compiled a list of the most common Exam Boards, these are: AQA, CCEA, Pearson Edexcel, 
OCR, WJEC/CBAC, CIE and ICAA. 
 

Exam Board Website 

AQA http://www.aqa.org.uk 

CCEA http://www.ccea.org.uk 

Pearson qualifications.pearson.com 

NCFE https://www.ncfe.org.uk 

OCR http://www.ocr.org.uk 

WJEC / CBAC http://www.wjec.co.uk 

CIE http://www.cie.org.uk 

ICAA http://www.icaa.com 

 
Note: Download the Basedata as Zip Files but do not extract the files within. These will be automatically unzipped 
during the upload process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://docs.bromcom.com/knowledge-base/how-to-import-refresh-basedata/
http://www.aqa.org.uk/
http://www.ccea.org.uk/
http://www.ocr.org.uk/
http://www.wjec.co.uk/
http://www.cie.org.uk/
http://www.icaa.com/
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Refreshing Basedata 
 
Use this process to ensure you have the latest version of the Basedata.  
 
Go to Modules>Examination>Manage Basedata. 
 
From the Actions drop down, you can select the Import/Update Data option. 
 

 
 
From the Files area select the Basedata file you wish to Refresh and select the Match Import for Series from the 
dropdown list.  

By default, the system automatically ticks the Exam Options you have already imported. 
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Note: If required, you can use the Season and/or the Board dropdown list to refine the list of available files. In the 
example below AQA has been chosen from the Board dropdown, 

The Convert Text to Lower Case tick box will convert any BLOCK CAPITAL DATA found within the Basedata, into a 
lower-case format. This is ticked by default. 

From here, you can individually select any additional Exam Options you wish to update the Basedata for or use 
the top left tick to Select/Deselect All Options. 

Once you are happy with your selections , click the Update button to Refresh the basedata for the selected Exam 
Options. 

 
 

The Confirmation pop confirms that any changes you have made to the Local Name and Time of the original exam 
component for the selected exams will be lost.  
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Click Proceed to complete the update. 
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Importing Exam Board Results Files 
 
If you are not using the A2C Integration, then before Importing Results Files into Bromcom, ensure you have first 
downloaded your Exam Board Results Files and saved locally to your PC. 
 
Once you have downloaded your Exam Board Results Files and saved them locally, go to 
Modules>Examination>Manage Results.  
 
Check you have the correct Season on the top right and then from the Actions drop down, select Import Results. 
 
 

 
 

Note: You can select all your Exam Board Results Files at the same time for this process.  
 
To select your Exam Board Results Files from your PC, click Upload and locate your Exam Board Results Files saved 
on your PC. 
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Uploaded Results Files will now appear in the Files window with the Files not yet imported radio button selected. 
 

 
 
Now select each of your Exam Board Results Files in the Files box one at a time and click the Import button. 
 

 
 
The system will check the EDI Results File against the corresponding Basedata Entries and then return a Summary of 
the Imported Data once the process is complete.  
 
In cases of mismatching data, it will provide you with a choice of options to follow and provide a description of the 
problem for you to decide upon the course of action; simply select the appropriate outcome before proceeding.  
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For example, if you choose Current Candidate Exam Entries then you can choose the relevant Exam Option from the 
Exam Option dropdown. 
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Or if you choose All Exam Codes of the Series again you can choose from the Exam Option dropdown. 
 

 
 

 
 

Above is a sample of the available options according to the radio button selected.  
 
Once any failures has been corrected, return to the Import Results page, and select the Previously Imported button, 
select the File, and Import again. 
 
Once you click Import you will see the following , in this example one panel with results not yet imported and if you 
scroll down another panel for successfully imported results. 
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Add EDI Results manually 
 
To add EDI Results to the MIS system manually, go to Modules>Examination>Manage Results. 
 
Please Note: to use this method you must have created an Entry for the Candidate from within the Examination 
module 
 
Ensure the correct Season is selected from the Season dropdown 
 
select one or more Candidates to add the results manually. Results may only be added one Option at a time with the 
same Result for the selected Candidates. 
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Then from the Add drop down (top left), select Results. 

 
 

 
 
 
 
 
 
 
 
 
Find the Exam Option, using the left hand filters to if required. 
 
In the example below GCSE has been chosen in the Exam Level dropdown then click Find to refresh the Exam 
Options Selector List to show only  GCSE Exam Options. 
 
Click on the required Exam Option, only one can be chosen at a time then click Done. 
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You can now complete the Result Details, note you must enter the mark for the Result.  
 
Add the Grade from the dropdown and the Mark in the box provided for marks.  
 
If you know the Result should be discounted from Headline Figures, tick the Is Result Discounted tick box.  
 
Click Save. 
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Adding Non-EDI Exam Results 
 
To add your Non-EDI Results, go to Modules>Examination>Manage Results. 
 
Please Note: to use this method you DO NOT need an Entry for the Candidate from within the Examination module. 
 
Check the Season is correct in the Season dropdown then select the Student or Multiple Students if you wish to add 
the same Result to more than one student.  
 
From the top left Add drop down, select Non-EDI Results. 
 

 
 
Note: You can only add one Result at a time, but this can be applied to Multiple Candidates at the same time. 
 
Tip: it would be advisable to have the QN Number for the Qualification to hand and switch the radio button to via 
QN. This way, you can type the QN Number into the search window and the basic details of the Qualification will 
automatically appear in most of the respective fields. Often, a grade dropdown will activate for you to select the 
appropriate grade. 
 
If the award is included in official performance tables, the points’ field will also update automatically. An Exam Level 
is still required so if this remains <Not Selected>, add an appropriate Level from the dropdown list. The KS4 and KS5 
Equivalence Fields are no longer required for use with the systems’ Analysis Headline Figures but do ensure that the 
Points Field is populated (add zero if this is blank) and ensure that the Is Result Discounted is ticked (if appropriate). 
 
Using the via QN Option, start typing the QN (or awarding body name) and select the Qualification from the predicted 
list. 
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When you are happy with the Exam Result click the Save button. 
 

Amending Results (EDI and Non-EDI) 
 
If you need to amend your Exam Results, for example following an Enquiry About Result that has resulted in a Grade 
or Mark change, go to Modules>Examination>Manage Results. 
 
If needed, you can select the relevant Season from the Season drop down. 
 
Then you can select the Candidate or Candidates whose Results you wish to Edit by clicking the View drop down and 
selecting either Results or Non-EDI Results. 
 

 
From the Results Details page, use the Back and Next buttons to navigate through Candidates if more than one 
Candidate has been selected. 
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Click on the Exam Option and then click Edit to open the Results Details Page to Edit the Result and click Save to store 
the amended result. 
 

 
 
Using the New button will simply open the Exam Option Selector page to enable you to add the selected Result for 
that individual Student.  
 

 
 
 

Discounting Exam Results 
 
The Bromcom MIS includes a page which enables you to Edit Discount (Subject Classification) Codes to ensure the 
correct data is used in performance output reports and statistics. 

 
Go to Modules>Examination>Discount Exam Results. The page will then populate with the active Season which can 
be changed if required using  the Season dropdown choices.  
 
All Candidates along with their Exam Details and Number of Results will be displayed, use the top right Search to 
locate Individual Candidates or use the Column Headers to sort the individual columns if required.  
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Select a single Student and click Edit to display their Entries then tick Discounted on the required Entry. 
 

 
 
Any changes made by the User will be highlighted in green and can be confirmed by clicking the Update button. Click 
Reset to System Discounts if required. 
 

 
 
 

Exporting Results 

 
Use this process to export Exams Results into either an excel spreadsheet, csv format or as text. 
 
To Export Results, go to Modules>Examinations>Manage Results. 
 
Ensure you have the correct Season selected, then select the required Candidate or Candidates.  
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You can use the filter cup on the column heading for Year Group to choose for example Year 11, meaning only 
students from that year will show. 
 

 
Then from the Selections drop down, choose Select All to highlight every student. 
 

 
 
From the Actions drop down, select Export Results. 
 

 
 
From the Export Results page, choose either Qualifications or Exam Option. 
 
Note: include Non-Edi Results is ticked by default. 
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In this example, Qualification has been selected and further filtered to show Exam Level GCSE. 
Note: more than one Exam Level can be selected by leaving the Exam Level drop down as not selected and then 
selecting all the individual required qualifications to export.  
 
Alternatively, Select All or click to select the required individual Qualifications and Click Done to return to the Export 
Results Page. 
 

 
 

In the example above, Exam Qualification has been selected and then again filtered to Exam Level  = GCSE on the left-
hand filters.  
 
Click Find to refresh the Selector list to just show GCSE then either select the qualifications one by one or Select All 
and click Done to return to the Export Results page. 
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Next, choose to either show Row by Candidate or Row by Result on the Export. 
 
Then choose to Sort by either Last Name or Candidate Number 
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Finally, choose the file format as either Excel, CSV, or Text Format. 
 

 
Now click Export to complete the process. 
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Reporting: Results by Group/Grade Analysis 
 
The Results by Group/Grade Analysis reports are readily available to view once the Candidate Results have been 
imported to the Bromcom MIS. This report will display all specified results in a Grade Distribution style, in a table 
format.  
 
Go to Reports>Examination>Results>Results by Group/Grade Analysis.  
 
Start by selecting the relevant Season and Exam Level, you can control and click to choose more than one Exam Level 
if required. 
 
Next, decide on the Option Codes to be included, use the Option Code Find tool to locate the relevant Option Code(s) 
for your report. 
 
Switch the radio button to the required Content Field; your selection from within this Field will determine the 
formatting and appearance of the report. 
 
Select the Candidates whom you wish to report on by using the Candidate Select tool.  
 
Finally, set the Display/Format option for the report by selecting either Percentage or Count. Once you have 
completed the criteria for each field, you can finalise the process and run the report by clicking the Preview button. 
 

 
Below are some example Results by Group/Grade Analysis Reports. 
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Reporting: Results Overview 
 
The Results Overview report allows you to produce an Overview on Individuals or Groups of Students. To do this go 
to Reports>Examination>Results>Overview.  
 
Simply select the Season and the Exam Level, hold control, and click to select multiple Exam Levels. 
 
Find the Candidates using the Candidate Name selector; check the required fields for inclusion in the report and finally, 
choose the appropriate format. Select Preview to view the report. 
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Reporting: Candidate Results by Class 
 
The Candidates Results by Class Analysis reports are readily available to view once the Candidate Results have been 
imported to the Bromcom MIS. This report will display all specified Grade and Unit Results for a Group or Class of 
Students.  
 
To begin go to Reports>Examination>Results>Candidates Results by Class.  
 
Start by selecting the relevant Season, then decide on the Option Codes to be included; use the Option Code Find tool 
to locate the relevant Option Code(s) for your report. 
 
If you would like to report on all Students with Results for a particular Option or set of Option Codes, then simply 
check the tick box.  
 
Otherwise, use the Group Find tool to locate the Group of Students you require.  
 
Set the Date for the Class Memberships, decide in which order you would like the MIS to produce the reports and 
lastly, select the appropriate format.  
 
Finally, select Preview to see the report before using one of the other report options to produce your report. 
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Reporting: Results by Student 
 
Use this process to produce Individual Candidate Results reports ( one per Candidate) 
 
First go to Reports >Examination>Results by Student. 
 
Select the Season or Date Range, find the Candidates using the Candidate Name selector and check the required fields 
for inclusion in the report. 
 
Now choose the required format and select Preview. 
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Printing/Exporting/Sending the Results by Student Report to Candidates 

 
Important Note: For guidance on sharing Examination Results, see JCQ Publication of Results. 

Use this process to produce Individual Statement of Results for each Candidate with the option to; 
 

 Print the Reports 

 Export Locally 

 Export to My Documents with functionality to Email the Reports to the Individual Students and/or Publish 
to the Student Portal if required. 

 
Please see Reports: Results by Student in this guide to produce the Individual Statement of Results for each 
Candidate 
 
Print Reports: Once you have previewed the reports, click the Print Icon to Print off Individual Reports. 
 

 

 
Export Locally: Once you have previewed the reports, click the Export Icon to Export Locally with the option to choose 
the format of the reports. 
 

 
 
Export to My Documents: with functionality to Email the Individual Reports to the Students from the DMS and/or 
Publish to the Student Portal if required. See also How to Send Documents from the DMS. 
 
Once you have previewed the reports, click Export.  
 

https://www.jcq.org.uk/examination-system/publication-of-results/
https://docs.bromcom.com/knowledge-base/how-to-send-documents-from-the-dms/
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In the Export Page choose the Format of Report in the Format drop down and ensure Multiple Documents is ticked 
– this will produce individual document files i.e., 1 per student 

Once Multiple Documents is selected, the option to Publish to Student Portal is available to be ticked.  

Note: ticking Publish to Student Portal will IMMEDIATELY publish the Statement of Results to all the Students 
selected. 

 

Click Done. 

Please wait while the reports are being prepared, this may take some time if a large number of students have been 
selected to report on. 

When the reports are ready, a red number will appear next to the notification bell on the top right of the screen. 
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From the top right of the screen, click on your user profile menu/profile picture and select My Documents. 

 
 

From the My Documents list, select the required document(s). Use the filter cups on each column header to filter if 
required. 

Important: Ensure the Focus column is populated with the student’s name this ensures the reports contain only 
their data. 

If the Focus column is not populated this means the student does not have an email attached to his/her name. 
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Click Send Document. 

From the Send Document screen, complete the Recipient, this defaults to Contact change to Student 

Enter the Subject of the Email. 

Selected DMS Document(s): multiple documents with different numbers are visible in this example. 

 

Complete the Message using the Dynamic Fields drop down to personalize the message if required. 

Choose the Notification Priorities for the Student Email Address. 

Finally Select Recipients to view the Recipients.  

Note: you may have to shrink your screen resolution to see all results if many students have been selected. 
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Click Send to complete the process.  

Note: To Edit a Students Email Address, you will need to go to the Individual Student Profile and click next to the 
Student Telephone Number from any page in the Student Profile.  

 

This is the End of the Results Day Guide 2023 
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