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How to… Mail Reports  

NOTES: An overview of the reports available in the Mail module. 

1. Accessing Reports  

 

Go to the Mail module and click 

on Reports. 

 

2. Mail Reports Dashboard 

 

The Reports Dashboard captures 

the live data of communication 

usage over a 3-month period to 

give you an at a glance look at 

your communications usage. 

 

3. Mail Summary Report 

 

Mail Summary Report provides 

you with a Linear graph showing 

your peak periods of usage over a 

3-month period, for all areas of 

communication. 

 

This report can be downloaded in 

PDF, Word, or Excel.  
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Pupil Contact Details 

Report  

 

This report gives you an overview 

of who can receive each form of 

contact. This will also show who 

can receive school reports when 

emailed via the School Reports 

Module.  

 

To receive communication, all 

relevant areas including Parental 

will require ticking. You will be 

able to compare details that are 

stored on your MIS with what is in 

Educater. This report can be 

downloaded in PDF, Word, or 

Excel. 

 
 

 

 


