Install notes and walkthroughs of

QuickSAMS©

(Click here for contents of this document)

uickReps: see samples of the variety of report styles that can be printed

(a4 ¥ { = >’

straight off your SAMS Database here (A copy of your SAMS data file can be
used if preferred).

guiCkSMSE Send SMS to various stakeholders (parents/learners/staff etc.)

in and around your school/college directly from your SAMS database (or a copy
if preferred)

uickMail:

MNICIZIAIGN®

Send Email to various stakeholders (parents/learners/staff etc.)

in and around your school/college along with attachments directly from your
SAMS database (or a copy if preferred)

gulckl.abels Print labels onto any type of label paper for envelopes,

NIciyrancl?>®

badges and or seating or other labelling requirements in your school from your
SAMS database (or a copy if preferred). Choose from preset templates or use a
design wizard to design your own.

guickCertificates. Choose from dozens of certificate types and styles and
NIcwYyrHcirinirarc>*

for any learner on your SAMS database.

guiCkSPORTS. This app Syncronises your learners and your staff in your

SASAMS database with the SportsCap database for all your BokSmart rugby
registrations as well as a fully digitized mobile sports management system.

guiCkSEATS: This app pulls the learners from your SASAMS database into a

fully customizable seating plan which can be used not only for matric seating


https://frontofficeschools.com/services/quicksams-for-sa-sams/

plans and other exam times but also for general classroom seating plan
organization.

This app uploads your SASAMS data to a parent mobile

phone application so that parents are kept informed of news, task and term
marks, absenteeism, mertis/demerits as well as being able to update their bio
information. (see our independent website for this application here)

Note:

* all eight add-ons are installed upon installation, each being its own stand-
alone application (Combinations carry different pricing, contact us for details)

* that each add on is a separate module and needs to be registered for
separately

* when registering for an add on you will automatically be in ‘Demo mode’, to
activate a license simply email us and we will send payment details, upon
receipt of payment we will activate your license.

* SASAMS is not the only data source these applications are capable of drawing
data from.
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How to Install and setup (link to your SAMS data file) QUICkSAMS:

Installation:
Before you install — you need to determine the bitness of your MSOffice
installation. Click here to see how to do this.

Included in this package of manuals is a manual called ‘Install QuickSAMS.PDF’.
Open that and follow the instructions on how to install QuickSAMS.

Alternatively, for assistance with installation there is another document in this
package of documents called ‘InstallationAssistanceSetup.pdf’. Open this and
follow the instructions on how to setup installation assistance with us.



Setup
Link to your SAMS Data file: (Note: for QuickReps, you must be pre your year-

end-procedure eg. before you ran 3.19 in SASAMS and after you have run all
your end of term procedures in SASAMS eg 12.7.16.3):

1. Browse to the database location of your SAMS Data file and select the data
file that you use (it’s usually called something similar to [Schoolname].mdb
eg: HilltopHigh.mdb). it is the same file that you select when opening SAMS.
If your SAMS Data file is not stored on your network then you will either
find it in C:\Program Files\EdusolSAMS\Data folder (sometimes that is
Program Files x86) OR in
C:\Users\[username]\AppData\Local\VirtualStore\Program
Files\EdusolSAMS\Data.

(IT IS WORTH REMINDING YOU, THAT YOU ARE IN NO WAY ALTERING OR
ADJUSTING OR MOVING OR DISTURBING YOUR SAMS DATA IN ANY WAY
SHAPE OR FORM. YOU ARE SIMPLY READING THE DATA FROM THE FILE. IF
YOU PREFER YOU CAN VERY EASILY AND SIMPLY MAKE A COPY OF YOUR
SAMS DATA FILE AND POINT YOUR QUICKSUITE APPLICATIONS AT THAT
FILE INSTEAD.)

2. Click ‘Link to Database’

3. If you have a school badge browse to your school badge. If not, then just
tick the ‘No Badge’ box.

4. Click Check Settings



Registration

Then log in or register: (note that registration does not require any payment -
you will simply be defaulted to demo mode and if you are satisfied and want
the full version you simply need to contact us)

Register

» Your School name etc. will automatically be picked up.
» Enter a username which must be a valid email address and password of at
least 6 characters then click register.


mailto:blaze@frontofficeschools.com?subject=Purchase%20user%20license

» Your registration details are linked to your school details. Make note of
your username and password. If you forget them then please notify us
through the ‘Contact us’ section here :

Contact Us

The most intensley supported schools software in South Africa

Essentially we're available 24/7 but these are our general hours.
FrontOFFICE Schools Management Software

Hours

Monday - Friday: 8am - 4pm
After Hours: On Request
Saturday: By appointment
Sunday: Closed unless specially requested
School Holidays: Contact us for availability

DROP US A LINE!

Our Partners

SchoolAdy

W NEDBANK

» At the bottom of the registration page with drop down for reseller. Please
select the reseller that introduced you to the software. If they are not on
the list simply continue without entering this and kindly let the person
know so that can let us know.

» Note that one has to register for each add on application (you can use the
same username and password for each) because each of these add on
applications are independent of one another and can be used as a stand-
alone or a combination of stand-alones. Note these carry various pricing
structures which we will send to you upon enquiry.


mailto:blaze@frontofficeschools.com?subject=QuickSuite%20Enquiry
mailto:blaze@frontofficeschools.com?subject=Interested%20in%20QuickSuite
https://frontofficeschools.com/

Basic walkthrough of the apps in the QuickSAMS:

QuickReEs

YAICKILE

Link To Your SAMS Database
(note you needn’t browse every time you start, the system will
remember the path)

1. Simply open the QuickReps app and:

2. (1) Browse to the database location of your SAMS Data file and select the
data file that you use (it’s usually called something similar to
[Schoolname].mdb eg: HilltopHigh.mdb). it is the same file that you select
when opening SAMS. If your SAMS Data file is not stored on your
network/server location, then you will either find it in C:\Program
Files\EdusolSAMS\Data folder (sometimes that is Program Files x86) OR in
C:\Users\[username]\AppData\Local\VirtualStore\Program
Files\EdusolSAMS\Data.

(2) Click ‘Link to Database’

IT IS WORTH REMINDING YOU, THAT YOU ARE IN NO WAY ALTERING OR
ADJUSTING OR MOVING OR DISTURBING YOUR SAMS DATA IN ANY WAY
SHAPE OR FORM. YOU ARE SIMPLY READING THE DATA FROM THE FILE. IF
YOU PREFER YOU CAN VERY EASILY AND SIMPLY MAKE A COPY OF YOUR



SAMS DATA FILE AND POINT YOUR QUICKSUITE APPLICATIONS AT THAT
FILE INSTEAD.

(3) Browse to your school badge that you display on your reports.
(4) Click Check Settings.

3. Then log in (to see how to register click here):

Report Options Selection




Select a Year
Select a grade
Select a class
Select a term
Choose a report style of your preference
Choose from the report extra options if required
e Afrikaans Language Toggle (For the report to be in Afrikaans)
e Click to hide Name of School (If the badge path you set was to a
letterhead and not just a regular report badge)
¢ Include ExtraMurals if Report Template includes
7. Alternatively (to step 5) choose report for just an individual (Must be in the
grade selected)
8. Click View Reports to see the reports for your selection

ouswWNRE

Use page setup if need be for your printer settings. Either print straight from the
system or export to PDF:

ail More Close Print
Preview

Data Close Preview

9. Note that exporting to PDF in this case will hold all the learners’ reports in
one PDF document. Which is useful for storage or to transfer to another
machine for printing. In order to create EACH learners report by PDF then
see the next section.



Creation of PDF Report Cards per Learner

Click this to generate a PDF each of your lemers report cards to PDF stored individually according tdgelection fi3

1. Simply select the filters for the data of the report you want to print then select the style of
report you wish to print

If you use a letterhead and not a badge then select that option

If you want the reports in Afrikaans then select that option

If the report type includes extra murals (note that not all of them do) then tick that option
Click the PDF button as circled in the screenshot above

You will then see the system outputting each learners’ report

ok wnN

(3 Printing

Now outputting
'LION SENIOR PHASE' to the

ps\2020\Term1\7\8487.POF'

7. The percentage complete shows under the PDF button
8. You can actually see the PDFs pop up in the destination folder
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- Home Share View

«—

v 1 I » ThisPC > Windows (C) » QuickSuiteStorage > PDFs > LearnerReps > 2020 > Terml > 7 I

[ Name Date modified Type Size
7+ Quick access
%] 8330.PDF 28/06/20 4:38 PM Adabe Acrobat D... 61KB
I Desktop » ® /06 obe Acroba
i ) ) [£) 8332.PDF 28/06/20 4:38 PM Adobe Acrobat D... 61KB
@ OneDrive - Insight Software Solutions »
[£) 8333.PDF 28/06/20 4:39 PM Adobe Acrobat D... 61KB
ISOFT * [+) 8335.PDF 28/06/20 4:39 PM Adobe Acrobat D... 61KB
LuritsFiles A [J[#) e3s7pDF 21/06/20 1:09 AM Adobe Acrobat D... 120 KB
SASAMSInterfacePOPFiles » [+ 8361.PDF 21/06/20 1:09 AM Adobe Acrobat D... 120 KB
Accounts » [£) 8374.PDF 21/06/20 1:09 AM Adobe Acrobat D.. 120 KB
Data » [£) 8376.PDF 21/06/20 1:09 AM Adobe Acrobat D... 121K8B
& Photos * [£) 8379.PDF 21/06/20 1:09 AM Adobe Acrobat D.. 120 KB
SOFT . &18393‘PDF 21/06/20 1:10 AM Adabe Acrobat D... 120 KB
%) 8398,PDF 21/06/20 1:10 AM Adobe Acrobat D.. 121KB
o2 FrontOFFICE #* & 1061 obeAcoba
[£) s401.PDF 21/06/20 1:10 AM Adabe Acrobat D... 120 KB
{E Insight Software Solutions »
[£) s418.PDF 21/06/20 1:10 AM Adobe Acrobat D... 121K8
Work * [£) 8423.PDF 21/06/20 1:10 AM Adobe Acrobat D... 121K8B
= This PC » [£) 8433.PDF 21/06/20 1:10 AM Adobe Acrobat D.. 120 KB
Updates ~ [£) s438.PDF 21/06/20 1:11 AM Adobe Acrobat D.. 121KB
Apps * [£) 8449.PDF 21/06/20 1:11 AM Adobe Acrobat D... 121K8B
Packaging [£) s4s0.PDF 21/06/20 1:11 AM Adobe Acrobat D.. 121KB
niieNates [£) 8465.PDF 21/06/20 1:11 AM Adabe Acrobat D... 120 KB

9. You will see a message telling you all the reports have been created along with the percentage
counter which will change to green and indicate 100%

Microsoft Access

28 learner report cards created in the C:\QuickSuiteStorage folder, You can use
QuickMail to send your learners’ report cards to their parents




10. They will always be saved in C:\QuickSuiteStorage\PDFs\LearnerReps\20xx\TermY\Z\ (where xx =
the year selected, Y = the term selected and Z = the grade selected)

11. Note that the QuickSuiteStorage folder will not be replaced if you install a new version of the
system

12. You can then also simply copy and paste that QuickSuiteStorage folder to your staff share folder
on your server (or distribute to the staff via flash drives or email or however you wish to
distribute them) for your staff to check the reports.

13. You can then use QuickMail system to automatically email these reports to each parent (it loops
through each learner and creates an email for each parent and attaches the PDF and sends the
email).

14. Click here to see how to create and use digital signatures

Digitally Sign Learner Report Cards
Click here to go to the place in the document where this is covered.

Extra Notes
Note that you need to make sure your SAMS Marksheets have pushed the marks
through to their report mark field by going to:

12.7.16.3 and saving all the subjects for a grade there — remember sometimes
that before you can save there you have to save in 12.3.12 (the marksheets in
SAMS itself).

To recap the following will cause log in to fail or the program not to run at all:

1. If you have not registered — note that you can register and continue to use
applications in demo mode

2. Incorrect password or username ...

3. No internet connection (only required for log in and or registration)

QuickSl\/lS

Link To Your SAMS Database
(note you needn’t browse every time you start, the system will
remember the path)

1. Simply open the QuickSMS app and:



QuickSurte

2. (1) Browse to the database location of your SAMS Data file and select the
data file that you use (it’s usually called something similar to
[Schoolname].mdb eg: HilltopHigh.mdb). it is the same file that you select
when opening SAMS. If your SAMS Data file is not stored on your
network/server location then you will either find it in C:\Program
Files\EdusolSAMS\Data folder (sometimes that is Program Files x86) OR in
C:\Users\[username]\AppData\Local\VirtualStore\Program
Files\EdusolSAMS\Data.

(2) Click ‘Link to Database’

IT IS WORTH REMINDING YOU, THAT YOU ARE IN NO WAY ALTERING OR
ADJUSTING OR MOVING OR DISTURBING YOUR SAMS DATA IN ANY WAY
SHAPE OR FORM. YOU ARE SIMPLY READING THE DATA FROM THE FILE. IF
YOU PREFER YOU CAN VERY EASILY AND SIMPLY MAKE A COPY OF YOUR
SAMS DATA FILE AND POINT YOUR QUICKSUITE APPLICATIONS AT THAT
FILE INSTEAD.

(3) This should be already in place by default. However if you accidentally
remove then path then browse to C:\QuickSuite\RemoteSMSConnector
and choose RemoteSMS.mdb



dows (C:) » Users > blaze > OneDrive - Insight Software Solutions > iSOFT > Quid

O Name -
s

* bin
© obj
! Properties

on ! Resources
[) app.config
[ FormMain.cs
0 FormMain.Designer.cs
[) FormMain.resx
o Mailico

(#] RemoteSMS.mdb

RemoteSMSConnector.sin
RemoteSMSConnector.suo

(4) Click Link to remoteSMSdata

Status

Date modified

09/11/18 4:47 PM
09/11/18 4:47 PM
09/11/18 447 PM
09/11/18 4:47 PM
09/11/18 4:47 PM
18/07/11 1:02 PM
23/08/18 10:33 PM
23/08/18 10:33 PM
23/08/18 10:33 PM
18/07/11 1212 PM
22/08/18 8:57 AM
14/09/18 1:32 PM
23/08/18 11:09 PM
23/08/18 11:07 PM
06/01/17 12:14 PM

(5) Tick the ‘No Badge’ box.

3. Click Check Settings

Reps » RemoteSMSConnector

File folder

File folder
File folder
File folder
File folder
CONFIG File
CS File
CSFile
RESX File
Icon

CSFile
Microsoft Access ...
CSPRO) File
SLN File
SUO File

2KB
13KB
30KB
109 KB
34KB
1KB
516 KB
5KB
2KB
21KB

4. Then log in (to see how to register click here):

5. Once you have logged on you will see:




Group Sending Custom Sending Absent Sending NewApps Sending

Sending Options
You can select one or more of the sending options. If SMS numbers have been captured for these then
an SMS will be sent to them.

Group Sending

As per the screenshot above you can send to grade, or register class or an academic class




Custom Sending
Custom Groups:

3 SMSgroups - O
GrouplD « GroupDesc ~
1 Testl
2 SGB.

Member

Caroline

Record: 14 ¢ 20f2 | b M ds | T o fittes

Enter A message you wish to send before this.

Click Custom Groups to create your own custom group lists.

Click Add Groups.

A datasheet will pop up. Add the title of a group you might like to add. Eg
SGB.

Close the datasheet then select that from the drop-down list (note that you
may have to ‘refresh’ the drop-down list (close SMSGroups form and open
it again).

» Enter the members of that list.

YV V V

Y

Custom Learners:

» Custom Learners will open a datasheet where you can select random
learners that wouldn’t ordinarily be grouped together from a drop down,
into a group that you wish to send an SMS to.



» You can have a copy of the SMS sent to the Author of the SMS and or the
principal by ticking the ‘Send copy...” option and selecting the author from
the drop downs below.

Absent Sending

Group Sending Custom Sending Absent Sending NewApps Sending

» The absent limit will mean that the system will only send to learners’
parents (or whatever selections you have made) for those that have been
absent for a multiple of the limit selected. For example: if you enter a 2,
then click Absent, the Absentees Found block will show you the number of
learners that have been absent for the second time (or 4™ or 6" or 8™ etc.)
that will be apprised of absence.

» You can enter your own standard message or you can tick the ‘Generated
Absent message’ and the system will automatically generate a message for
you.

NewApps Sending
Group Sending Custom Sending Absent Sending NewAp

ps Sending |

» This is fairly self-evident. Select ‘Send to All’ if you want to send to all the
new applicants or select a grade.



Send\Receive Logs

» The send and receive log keeps a record of SMS sent or received. Note that
SMS can be received but the automated SMS state that parents are not to
reply to the automated message.

» From time to time you can clear these logs by clicking the respective clear
buttons.

Cellphone Number Validity

» These buttons enable you to check for SMS numbers that have not been
entered or have been entered ‘badly’ (Incomplete or too long etc.)

Purchase Credits

Before using QuickSMS you need to first set up an account with the SMS credits
seller and log onto their server as follows:

6. Goto https://www.smsguys.co.za/



https://www.smsguys.co.za/

SMSCUYS

CONTACTUS

0 D We send SMS's to ALL South
vodacom Afnican Cellular Providers.

EXISTING CUSTOMER

Login name

Password

NEW CUSTOMER

If you haven't opened an account then please register for
EVIRCTONEVRS I Send Bulk SMS messages TO and receive FREE to continue

communication replies FROM all three SA Networks
; Send “personalised” bulk sms’s. See delivery
Stay informed o z lies.

Stay in control Schedule messages, create groups, upload and
download names to the system. You are in
total control!

Complete the registration form

SMS POWERED 8Y
BULK SMS MG
S SMSGuys comes with single and bulk SMS options
i = < g including the ability to schedule a SMS message
Full Two way SMS Communication | No Setup fee. No Monthly volume
: g requirement. No hidden costs.
You only pay for SMS's Sent.
For further information on sending bulksms from computers, click here

SMS credits can be used anytime

SMS's can be purchased from as cheap as 18c.

=~ Download the PDF HELP and Feature File

7. Set up an account with them and purchase credits.

8. Before you open QIIiCkSMS you need to enable the engine that

ASHICIZSTALS

enables your computer to send and receive SMS.

Activate SMS Engine (This connects your QuickSMS to the cellphone network)
9. Open the shortcut on your desktop


https://www.smsguys.co.za/

10. Then enter the username and password you were assigned by the
SMSGuys registration in step 20 then click test account (one time only)

The detais below are issued to you by MIG._ k is very mportant
that they are filed out and tested prior to configuning the rest of

11. Then click on Database Settings tab (One time only)



The details below S eStEd to you by MIG. k is very important
that they are filled out and tested prior to configuring the rest of
the system.

12. Now browse to C:\QuickSuite\RemoteSMSConnector and choose
RemoteSMS.mdb In other words you have now linked the SMS engine to

the QuickSMS. (One time only)

~ Access Database File Locator

4 || > ThisPC » Windows(C) » QuickSuite > RemoteSMSConnector 3

Organize v New folder
=
22 Dropbox A MName Date modified
) | bin 07/07/20 6:52 PM
f Insight Software Solutions
| obj 07/07/20 6:52 PM

07/07/20 &:52 PM
07/07/20 &:52 PM
17/05/20 4:55 PM

@ OncDrive - Insight Software Solu . Propertics

) RemoteSMS.mdb i}

@ OneDrive - Personal

[ This PC
“J 3D Objects
B Deskiop
Documents
4 Downloads
b Music
[&] Pictures

B Videos

., Windows (C) o

x
[ ) O Search RemoteSMSConnector!
= W @
Type Size
File folder
File folder
File folder
File folder

Microsoft Access ... 316 KB

File name: | TSN ArT

- hgse Files (.mdb) |
5 C =

Rernote SMS Ac

<o ooector
Database Settings “E

LR X

MSConnector

| —

Jy Details
mdh

13. Minimise that window to the system toolbar at the bottom of your screen
then right click on that icon and choose start. (Must be done each time)



14. You have now enabled the engine that in turn enables your computer to

send and receive SMS via QUJIJ@kSMS

Possible Reasons for SMS not sending:
SMS sending fails for the following reasons:

1.
2.
3.

The remoteSMSConnector app is not open

The remoteSMSconnector app has not been minimized and started from the taskbar

The remoteSMSConnector app or QuickSMS has not been connected to RemoteSMS.mdb
(incorrect path)... This path should be C:\QuickSuite\RemoteSMSConnector\RemoteSMS.mdb
Your Credit balance is zero or has run out. Please always check credits before using QuickSMS
through the remoteSMSConnector app

If all of the above is in place and correct SMSs should always be sent unless there is an area
outage of service coming from the mobile carrier side. This is fairly rare though and sometimes
waiting about 45min to an hour and then trying again solves the issue. Alternatively, you can go
to www.smsguys.co.za and enquire about outages in your area.

If you have a proxy server enter the details in the Proxy Server tab in the RemoteSMSConnector
app

Check that port 80 is not blocked

Make sure that our apps are not blocked in your firewall



http://www.smsguys.co.za/

QuickMail

CYAICKIAIFN

System Requirements

This system uses Microsoft Outlook as its engine to send and receive emails. Your
school email account simply needs to be loaded onto this (use the account
settings in MSOutlook and enter your email username and password).

Also note — you can switch your MSOutlook to work offline so that emails you
send queue in your outbox and in that way you can ‘test’ or ‘check’ the emails
going out and if you are not satisfied you can delete them and redo them or
simply switch back to online and the emails will move from your outbox to your
sent folder (ie. they will send).

Link To Your SAMS Data file:
(note you needn’t browse every time you start, the system will
remember the path)

1. Simply open your QuickMail app and:

QuickSurre

2. Browse to the database location of your SAMS Data file and select the data
file that you use (it’s usually called something similar to [Schoolname].mdb
eg: HilltopHigh.mdb). it is the same file that you select when opening SAMS.



If your SAMS Data file is not stored on your Server/network location then
you will either find it in C:\Program Files\EdusoISAMS\Data folder
(sometimes that is Program Files x86) OR in
C:\Users\[username]\AppData\Local\VirtualStore\Program
Files\EdusolSAMS\Data.

3. Click ‘Link to Database’

4. The eMailGroups Path is preset but click ‘Link to eMail Groups’
IT IS WORTH REMINDING YOU, THAT YOU ARE IN NO WAY ALTERING OR
ADJUSTING OR MOVING OR DISTURBING YOUR SAMS DATA IN ANY WAY
SHAPE OR FORM. YOU ARE SIMPLY READING THE DATA FROM THE FILE. IF
YOU PREFER YOU CAN VERY EASILY AND SIMPLY MAKE A COPY OF YOUR
SAMS DATA FILE AND POINT YOUR QUICKSUITE APPLICATIONS AT THAT
FILE INSTEAD.

5. The ‘No Badge’ box is set to no by default.

6. Click Check Settings

7. Log in (Click here for notes on registering if you have not thus far)

» Write an email in the message body section and put a subject in and add up
to 2 attachments.



Sending Options
You can select one or more of the sending options. If Email addresses have been captured for these then
an Email will be sent to them.

Group Sending

As per the screenshot above you can send to grade, or register class or an academic class

Custom Sending

Custom Groups:

= groups - ] X

GrouplD « GroupDesc ~
1 Test1
2 1568

Caroline

'Record:li €2of2' I T 4

Enter A message and a subject you wish to send before this.

Click Custom Groups to create your own custom group lists.

Click Add Groups.

A datasheet will pop up. Add the title of a group you might like to add. Eg
SGB.

Close the datasheet then select that from the drop-down list (note that you
may have to ‘refresh’ the drop-down list (close EmailGroups form and open
it again).

» Enter the members of that list.

YV V VYV

Y

Custom Learners:




» Custom Learners will open a datasheet where you can select random
learners that wouldn’t ordinarily be grouped together from a drop down,
into a group that you wish to send an Email to.

» You can have a copy of the email sent to the Author of the email and or the

principal by ticking the ‘Send copy...” option and selecting the author from
the drop downs below.

Absent Sending

» Absent Sending enables you to be able to send an email to parents with
regards to learners that are absent for the day.

» If you want the absentees for the day who have only been absent for the
second time (or 4™ or 6" or 8" and so on) then put a 2 in the absent limit
block.

» Click on Absent button for the system to display how many learners’
parents will be apprised of absence.

NewApps Sending

NewApps Sending

» Send to all new applicants or new applicants by grade



Email PDF Learner Report Cards

If you have not already generated the PDF report cards then refer to the

‘Creation of PDF reports per Learner’ section in the QuickReps section of
the manual.

2. Go to the ‘PDF Setup’ tab as indicated in the above screenshot
3. Click ‘Add / Change PDF Path’ and a browse window will pop up

[N Browse

- - “« Q i > PDFs » > 2020 » Terml > 7 v O

Organize = New folder

Microsoft Access A Name h Date modified
& Dropbox

[ Insight Software Solutions
@ OneDrive - Insight Software Solu
@ OneDrive - Personal

= This PC

B 3D Objects
I Desktop

%] Documents
¥ Downloads
b Music

& Pictures

B videos

£ Windows (C)

Folder name: | 7

) |
(=) ~

4. Select the same path that you had the PDF reports created to in the
QuickReps program

5. Then return to the Group Sending screen




homework. You can alter these for
different grades

6. Select one or more recipients
7. Select a grade
8. Tick the ‘Include PDF attachments’ box
9. Enter asubject
10. Enter the body of your message
¢ Note that the email will address the parents automatically as you can
see in the screenshots below
e That to move to a new line press cntrl-enter but you don’t need to do
that until signing off at the bottom
11. Add up to two standard attachments to accompany your
12. We suggest making your outlook set to ‘Work Offline’ so that you can
check a few emails before they actually send off

File Home Folder View Help Q Tell me what you want to do

Send / Receive

7N  [3Update Folder Y [ Mark to Download ~
- KX \l, \L

B> Send All 5
Send/Receive Show Cancel Download E Al b Benn e

All Folders E”:B Send/Receive Groups ¥ Progress  All Headers \i Process Marked Headers ~ PrefereRges v Offline

Send & Receive Download Server Prefere

13. Your Outlook icon at the bottom will indicate it is offline with a red cross



14. Click the ok buttext to your selection of group to send to
| Send to Grade -L| L OK

15. You will see the progress bar at the bottom of the screen

16. You may get an error due to a badly captured email address during this
process, the progress will appear to have paused and your Outlook icon will
be flashing yellow and the following message will appear:

B From blaze@frontofficeschools.com

Send To

)

Cc

Subject This is the subject

[N o .
% 20200701.docx - rl; Ww2.zip - 8401.PDF -
12 KB S KB | 61KB
Dear MRm Check Names X
Microsoft Outlook does not recognize "pmmnikathi@gmailcom®”.
Please find attached your child's report card for term1 2020.
ReEards Select the address to use:
SchoolName
(No Suggestions)
Properties Show More Names... ‘ | New Contact... ‘

e

17. You can see that in this example the email address has been captured as
xXxxxx@gmailcom instead of xxxxx@gmail.com



mailto:xxxxx@gmail.com

18. Once you click cancel, the process will continue. The faulty email will
remain on the screen in case the fix is obvious so that you can adjust and
send. Remember to return to SAMS after this and correct the email at the
source.

onpeTaTE e S L

%_ From blaze@frontofficeschools.com

Cc

Subject This is the subject

[ u -
% 20200701.docx g ‘ WW2.zip g 8401.PDF g
12 KB .| 9KB we | 61KB

Dear MR TEGG—_

Please find attached your child's report card for term1 2020.
Regards
SchoolName

19. If this happens multiple times the QuickMail system will abort the process.

Remember to clear out your outbox if you are going to re-run the process.
Highlight all the emails in the outbox (cntrl-A) and click delete



Qutbox

w Blaze@frontofficeschools....
Inbox !‘ﬁ" O ‘@ |Tu Ssubject sent size
Bt @ v With Attachments
S B [ pmmnikathi@gmailcom  This is the subject Tue 30/06/20 8:46 AM 104 KB
L= Dear MR MNIKATHI Please find attached your child's report card for term1 2020. Regards SchoolName <end>
Archive
B> () ‘khanyimbili23@gmaiL... This is the subject Tue 30/06/20 8:42 AM 36 KB
> Deleted ltems Dear MR MBILI Please find attached your child's report card for term1 20, Regaflis SchoolName <end>
> Clients B () zodwazuma@gmail.com’ This is the subject Tue 30/06/208:42 AM 36 KB
Clutter Dear MR ZUMA  Please find attached your child's report card for term1020. Regfids SchoolName <ends
Conversation History > () 'mambuss67@hotmail... This is the subject Tue 30/06/20 8:42 AM 36 KB
Gt Dear MR MAMBUSCAY  Please find attached your child's report card fofftermt 202fl Regards SchoolName <end>
raig Smi
DOD B> () ‘mplheinz@gmaiL.com’  This is the subject Tue 30/06/20 8:42 AM 36 KB
Dear MR DE BOER Please find attached your child's report card for terf§1 2020, Rifards SchoolName <end>
Dropbox
B> [ ‘mark hayleypollard@g... This is the subject Tue 30/06/20 8:42 AM 36 KB
JP Breytenbach Dear MR POLLARD  Please find attached your child's report card schoolName <end>
Junk Email 2 B [ ‘theorystudio@gmail co... This is the subject Tue 30/06/20 8:42 AM 36 KB
Lenmed Dear MS JACKSON  Please find attached your child's report card forfgerm1 2020. Reqfds SchoolName <ends
LsC 2> [ ‘fanncatz6@gmail.com’ This is the subject Tue 30/06/20 8:42 AM 103 KB
N Dear MR FANN  Please find attached your child's report card for term §020. Regafls SchoolName <end>
TS B> () ‘wakefordmegan@gma... This is the subject Tue 30/06/20 8:42 AM 36 KB
I Dear MR WAKEFORD  Please find attached your child's report card for te Regards SchoolName <end>
Outbox [135]
I B> () nicola@sbds.co.za” This is the subject Tue 30/06/20 8:42 AM 36 KB
Dear MR HEWITT  Please find attached your child's report card for term1 2080 #Regards SchoolName <end>
> QuickSuite 1> () ‘redox@shadowshot.com" This is the subject Tue 30/06/20 8:42 AM 36 KB
> RSS Subscriptions Dear MR SHADOWSHOT  Please find attached your child's report card for term1 2020. Regards SchoolName <ends
Scheduled B [ 'lisa_dove@me.com® This is the subject Tue 30/06/20 8:42 AM 103 KB
s Gearch Eolder: Dear MR DOVE  Please find attached your child's report card for term1 2020. Regards SchoolName <end>

20. If the emails addresses are all in order you will see:

Microsoft Access

141 Parent Account Holder Messages Sent.

=]

21. You will then see all your emails queued in the outbox. Click the “Work
Offline’ button again for Outlook to reconnect with your internet and all
the emails will send off. (you will see them move from your outbox to your
sent folder)



v Blaze@frontofficeschools....

Inbax alic]

22. Remember that not only are you sending in batches (per grade or class
etc), the system is also looping (spooling) through each email individually
and sending it which massively reduces the strain on your server

23. Note that if you checked/opened any of the emails whilst they were in the
outbox, you will need to open them again and click send otherwise they will
just sit in your outbox

digitally sign PDFs
See this demo video on how to add signatures to the reports.

- First open a report in order to see how the names of the Class Teacher etc.
appear EXACTLY on the report

Class Teacher: Mrs. G COLOUR Principal: M. ] Doe
=

- Asuggestion here is to take a screenshot or snipbit of this so that you can
look at it later

- Get your staff members to sign a piece of paper and scan and save that to
your computer then open it in paint.

- Once open in paint, resize it so that there is as little ‘white space’ as
possible.


https://www.youtube.com/watch?v=zZsVQjyh4Sk

1D L] v CO00DEOT 4
—~J) g B € 7 { "HROOOO A
1 Image T Brushe e
h &

- Now save this signature in a folder called
C:\QuickStorage\Signatures\ClassTeacher (or Principal) as a .jpg file

- You MUST save the file with EXACTLY the same filename as the name you
saw on the report earlier:

—— TR R RN TR R

File name: § Mrs. G Colour b

Save as type: JPEG (*,jpg;* jpeg;*.)pe™ jfif)

- Now go back to the QuickReps switchboard and tick the ‘include Signatures
on Reports’ box and then select the report you and click view reports:

(note in the example below the CT signature does not appear to match the name
but this was just a random signature used for these demo purposes).



DEMO HIGH SCHOOL

TERM 1 REPORT 2021

NAME: | Coys Asoni
4
GRADE: 4E1
ADMIN NO: 5029
Term 1 Temm 2 Term 3 | Temn 4 Ealing
Arikoons Frst addifional Langueoge &0 7 T Th 7
English Home Longuroge 2 1 75 a4 7
Life Skills @ TE B3 T8 b &
mathemafics ‘ T4 a2 &8 75 El
notural Sciences and Technology T2 1040 73 85 4
sociol sciences Lo 92 B4 1 T
= Suiyfoct AodEngs Ond LegmeEr SYenmge Damed an nepanks horm gesignodan LEAE MEE A VER AGE TERM 1: 81
EATING CODE EATING T 4 gaoucta Adniewement 50 - 57
r tousion ding Adhiesermaernt 20 - 100 3 ochor ol Al ot A0 - 4%
& Morftoiows Achicwement -y 2 Homentory Achicvomendt -39
5 Fubsiormic] Achiesement &0 - &% st Achiowved o-F
General Comment:

W»@Hﬂg‘*‘ %%ﬁ

Qo Taadnar: M. & OOLOUR Frincipch Mr. J Do

SCHOOL RECPEMNE OM: 03/05/21

¥ MarE Srest Telepnone: 035 -
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Include HOD Signatures
If you want to include these on the reports then firstly note:



this not exactly a “Normal” practice in SASAMS but it is what we feel to be a really neat and concise
solution for setting up “blanket” phase HODs that are tied to grade and class across a phase. There is no
known module specifically designed for this setup.

1.Setup one HOD for multiple Grades:

Claszes in the School Maintain Classes

Grade Fiker: | Al | B
Grade 01 A Grade 01 —
HUD JP1 [SGB) )
ROOM 1 [State) )
ROOM 2 (State) 0
ROOM 3 (State) " StateClass | ¢ SGE Class

| ROOM 4 (SGEB) Add New Class
Grade 02 -
d HOD JP2 (SGE) Classname /

' ROOM 5 (State) | HoDJPt ¥ | L
ROOM 6 (SGB)
ROOM 7 (State)
ROOM 8 (State)

& Grade 03
' HOD JP3 (SGB) Save Class | I
ROOM 13 [State)
ROOM 20 (State) Delete Class | F

ROOM 21 (SGE)

ROOM 22 [State) Cancel | =
& Grade 04
| ROOM 32 [State) -
ROOM 33 (SGE)
ROOM 34 (SGB) Rename or Delete a Class
ROOM 35 [State) Click on a CLASS to rename or delete
& Grade 05 v
(" Expand all Grades ¢ Collapse all Grades feil L
!I

SA-SAMS : Department of Basic Education L-’S.guth Afrinc‘?
x s b

Lo A decdeacke abar (0 kd

- Go to section 1.3 in SASAMS

- Click on any grade

- Select SGB class for new class being assigned to the HOD

- Give the class a name. The name must include the text “HOD” in it. You can see the example |
have provided in the screenshot.

- Once you have named the class then click save to commit this to data.



Basically what we are doing here is setting up blank (inactive) classes that we can use to attach the
desired HOD too. We can assign the same HOD to multiple blank classes and this way we create a

“blanket HOD setup”

2.Assign the desired HOD to the classes we have setup above:

m
sl
=
=]

A
T

View Educators ] Assign Register Class
Select a Class Select an Educator Classes with Assigned Educators
Classes Educators “Class | Code | “Surname | Initials I “Room #
HODJP? HE YDENFCH. C0 231 HODJP1 50 WATSON LA
JENNEKER. hiW : 35 HDﬂJF‘Z 50 WATSON LA
MISKIN. 5.4, - 39 HOPJP3 50 WATSON LA
VENTER. WE : 4 ROOM 1 48 COOMBE-DAVIS  G.L
HARRIS, GJ : 43 RPOM 10  WAN.. VANHUYSST.. R 10
PEINSON. C M. 47 OM11 29 STONE BM
L A - 49 DOM12  wa..  WATES DJ 12
WATSON, LA, ;50 0oM13  wo.. Ww0ooDS T
CGRT ooM14 30 HEYDENRYCH DR
GLIBBEAY.S.E.: 8 ROOM15 GER.. GERBER z
EMMERIEK. S 30 ROOM16 %  HURTER M
VaM STADEN, 5 : 93
NIEMAND, N - 95 ROOM 17 MNEL21 NEL A
HURTEH. M : 96 ROOM1S 39 MISKIM CA
CANTER| M.B. : CAN18 ROOM 2 10 PUUGH JA
COETZER.C: COET R IBBER .E.
COMEFIpARY. N CM13 ngg: 30 205 SEETB:IUIDEH fng 21
COWIE. $L: COW?21 !
COMERASAMY, KN : FER18 ROOM 22 2 FLESCH LM. 22
FOWLDY, SM : FOW17 v ROOM 26 B BEST GA,
FREAKC B4 - FRAD [=TaTul¥ R ~oc COCYAICKMCTCIM (== v
< > < >
Click op a Class and an Educalnl and then select Accept f:_::;li;.':'::;:f ;:zneﬂ:::;::: the button below te
Class Educatar ’ | Cancel/Clear Re-assign Class and Educator I
Register Room Number I Accept | .
Daone

- You will notice that in the HOD1 screenshot above that we have setup blank classes for Grade 1,
2 and 3. The idea is that we will assign the “foundation phase HOD” to these classes

- Go back to the Main menu and then navigate to section 2.1 Educator information in the HR
module.

- Switch the tab at the top to “Assign Register Classes”

- Select the new class on the left (see HOD2.png example)

- Select the Educator (see HOD2.png example)

- Once you are happy with the selection click Accept

- When reloading you will then see the new class display in the right with the assigned HOD

The reason for the above is so that we can use the data saved to effectively query the respective HOD
and match that up to the signature file corresponding with Grade selected for the report.



3. Finally ensure that the blank register classes for HOD tie up are “inactive” for weekly attendance:

Educators (2.1)
View Educators T Assign Register Class :
Select a Class Select an Educator Classes with Assigned Educators
Classes Educators C: “Class | Code l “Surname l Initials l “Room
HOD.JP1 ggzg’fgmg”ﬁ\a[’_ ;‘ HODJP1 50 WATSON LA.
JENNEKER, h:lw : éE HDEJPZ 50 WATSON LA
MISKIN, 5.4 - 39 HUp JP3 50 WATSON LA
YENTER, WE : 4 ROOM 1 43 COOMBE-DAVIS  G.L

HARRIS, GJ : 43 RPOMI0  WaN.. WANHUYSST.. R 10
ROBINSON, Clw/. - 47

BUTLER.S.: 48

oM11 23 STONE EM
. 49 DOM12 WA. WATES Db 12

WATSON, LA, ;50 00M13  WwW0.. ‘WwWOOoDS T
&R 00M14 30  HEYDENRYCH DR
GLIBBERY. SE.: 8 ROOM 15 GER.. GERBER z
EMMERIEK. S: 30 ROOM16 96  HURTER M
VAN STADEN, 5 - 93
NIEMAND. N - 35 ROOM17 NEL21 NEL A
HURTER, M : 96 ROOM13 33 MISKIN SA
CAMNTER]} M.B. : CAN1S ROOM 2 10 PUGH JA
COETZER. C: COET IBBER .
COMERZEAMY. N : COM1S ggg: 3? ;cu-: %:TBSUIDEH EAE 21
COWIE, $L : COW21
COMERASAMY, KN : FER18 ROOM 22 2 FLESCH LM 22
FOWLDY, SM : FOW17 ROOM 26 51 BEST G4
FREAKC B4 - FRAD N onnkd 97 ~orc CDCYAICKCTCINM cc N
< > < >

Select a row and then click on the button below to

Click op a Class and an Educalor and then select Accept re-assign a class and educator

Cancel/Clear

Register Room Number | Accept |

Class Educatar ’ | Re-assign Class and Educator |

Done

- Go back to the main menu and navigate to section 3.3.3 “Weekly attendance module”.

- Here all we need to do is check that the blank classes we have used for the HOD setup are
indeed inactive.

- These are generally inactive by default so there should be no need to manually do this.

- Finally in your QuickStorage/Signatures folder create a new folder called “HOD” and place your
HOD signatures in there.



QuickLabels (Print labels)
AICKI'Ipes!?

Link to your SAMS Data file:
(note you needn’t browse every time you start, the system will
remember the path)

1. Simply open your QuickLabels app and:

1. Browse to the database location of your SAMS Data file and select the data
file that you use (it’s usually called something similar to [Schoolname].mdb
eg: HilltopHigh.mdb). it is the same file that you select when opening SAMS.
If your SAMS Data file is not stored on your Server/network location then
you will either find it in C:\Program Files\EdusoISAMS\Data folder
(sometimes that is Program Files x86) OR in
C:\Users\[username]\AppData\Local\VirtualStore\Program
Files\EdusolSAMS\Data.

2. Click ‘Link to Database’

IT IS WORTH REMINDING YOU, THAT YOU ARE IN NO WAY ALTERING OR
ADJUSTING OR MOVING OR DISTURBING YOUR SAMS DATA IN ANY WAY
SHAPE OR FORM. YOU ARE SIMPLY READING THE DATA FROM THE FILE. IF
YOU PREFER, YOU CAN VERY EASILY AND SIMPLY MAKE A COPY OF YOUR
SAMS DATA FILE AND POINT YOUR QUICKSUITE APPLICATIONS AT THAT
FILE INSTEAD.

3. The ‘No Badge’ box is set to no by default.

4. Click Check Settings



5. Login (Click here for notes on registering if you have not thus far)

Choose From Selected Templates

Choose a year

Choose a grade

Choose a Class

Select a Label Template
Click View Labels

vk wheR

OR

Custom Labels Using Wizard

General
Create your own Labels from one of the four areas in our Label Wizard:

Learners
Parents
Educators
Staff



The following is an example of creating a custom page of labels from the wizard
using the Learner’s data:

Label Wizard

. This wizard creates standard labels or custom labels.

| ;;_;} —— What label size would you like?
—
\ { 18 Product number: Dimensions: Number across:
i 4
‘= i [42-121 23 mm x 35 mm 1
| i 42122 36 mm x 35 mm 1
| 18
\ 12 42-131 23 mm x 40 mm 1
— 2 42132 36 mm x 40 mm 1 Create your
- Unit of Measure Label Type ‘ own labels
() English (@ Metric () Sheetfeed (@ Continuous W& for LEARNERS
Filter by manufacturer: Avery 7
| Customize...
| e

» Click create your own labels for learners
» Choose your label paper by manufacturer and the dimensions that match
» Choose the font and text colour on the next screen

Label Wizard

What would you like on your mailing label?

— Construct your label on the right by choosing fields from the left. You may also type
b text that you would like to see on every label right onto the prototype.
Available fields: Prototype label:
| AccessionNo A | {AccessionNo}
|SName {SName}, {FName)
| FName
| Grade > {Grade}
| ClassName Y

S o

» Select the fields you want. Press enter to move to the next line or move
fields across on the same line if need be. You can key in labels for each field
if you wish.




You can sort your labels by one or more fields in your database. You might want to
sort by more than one field (such as last name, then first name), or by just one field

1 ‘§ (such as postal code).
2 )
b3 Which fields would you like to sort by?
‘e
|*
: 3 5 Avallable fields: Sort by:
< — =00
""_\_L:. AccessionNo PN SName
N
Class >>
ClassName
Expr1006
IDNo =
BirthDate <<
Addressl v
Cancel < Back Next > Finish

» Choose which fields you would like to sort the data by. For Alpha order for
instance, choose ‘Surname’ and then ‘First Name’.
» Click ‘Next’.

What name would you like for your report?

Labels SAMSLabelsAllInfo4

That's all the information the wizard needs to create your labels!

What do you want to do?
(@) See the labels as they will look printed.
() Modify the label design.

]
’

!

Cancel < Back l Finish

» Change the name of the report if you wish, select ‘see the labels as they will
look printed’ then click “finish’.



Advanced Custom Labels

*Note: that when you apply a filter to a report in the manner described below.
That filter will stay there once you have saved the record set you are querying.
The next time you use the wizard to create labels — you will need to remember to
remove the previous filter you used.

You might want to filter your custom setup to certain grades or classes or other
filter options. There is a lot of flexibility for the user in these options. Here are
some examples on how to do this:

+* Filter by Grade
» Follow the same procedure as above until you get to the final screen of the
wizard, at which point select ‘Modify the label design’ then click ‘Finish’

What name would you like for your report?

Labels SAMSLabelsAllinfo12

That's all the information the wizard needs to create your labels!

What do you want to do?
() See the labels as they will look printed.
® Modify the label design.

Cancel < Back l Finish




» Right click in the report design options box in the top left of the report and

then choose ‘Properties’ (if the property sheet is already on the right-hand
side then ignore this step).

d Sort & Filter Records
V Labels SAMSLabelsAllinfo12

. Tt eetem e gt v g gl rge

El Layout View
B Design view

ae])

. ¢ |BoarderMumbser])
Even

» The property sheet will then pop up on the right-hand side of your screen.
~ Property Sheet .

Selection type: Report
|

Report v
Forma Diata Event Ut@
Pop Up No

hodal No

Diefault View

Report View

Allrcw Damart iaw

» Click on the ‘All’ tab if its not there already. Click on the ellipses (3 dots) on
the right-hand side of the ‘Record Source’ property. The record source for
this report will pop up, giving you options to query the data.



Address1

Address2 -

Field: | AccessionMNa Shame FMame Grade '
Table: | SAMSLearner_nfo SaMSLearner_Info SAMSLearner_Info - r_Info

Sort: |

ﬁ |?

Ir<

» Listed at the bottom of the record set are the fields with query options.
Underneath the ‘Grade’ field, type a 7 in the ‘Criteria’ row in order to filter

the grade to only show grade 7s.
_ O % "0

ges made to the query and update the property?
e property contained the name of a query when you invoked the Query Builder, so the original query was modified.

click Ma.

Mo Cancel —

» Close the query and click ‘Yes’ when prompted to save.

@ Labels SAMSLabelsAllinfo12
. ™ Close |
L I TR - RO R S O I IS I |
-,

¥ page Header Close All

¥ Detail —
. "] Report View —
— || =Trimi{[SName] & [FName]) |
- || |Grade E5 Layout View
1 ClassName |
- | IDho | 4 Design View
2 || [=Trim{[Boarder] & "~ & [BoarderNumber])
_ | |BoarderHostel |, Print Preyiew
- LuritsMumbar
3 !
’ &F Rnnn Enntar

» Right click on the window header of the report and choose ‘Print Preview’.
» Go ahead and print the labels.



¢ Filter by Register Class

» As described above —in the design view of the record set, instead of using
grade as before, use the ‘ClassName’ field. There is already a criteria of ‘Is
not null’ in there, all you need to do is add the words: And “XX”. Where XX
is the name of the class in question, for example:

Field: |FName Grade Class ClassName Gender
Table: | SAMSLearner_nfa SAMSLearner_Info SAMSLearner_Info SAMSClasses SAMSLeart

Sort:

Show: Ijl |j_| ’_j] L [
Critena: Is Mot M @
or |

» If you would like to check that filter then right click on the window header
of that query and choose ‘Datasheet view’

1 'jj SAMSLabelsAllinfo : Query Builder
| "= Close

SAMSLearner_Info

- B Design View
L [T Datasheet View
LeamneriD

AccessionMNa

TheDate

SMame

FNaene SAMSC
MickMame 5
sk s s

» You will see your chosen class name filtered

Grade - Class =  ClassName ~ Gi
7 1376 7C Male
7 1376 7C Femi
7 1376 7C Femi
7 1376 7C Male
7 1376 7C Male
7 1376 7C Male
7 1376 7C Male
7 1376 7C Femi
7 1376 7C Male
7 1376 7C Femi
7 1376 7C Femi
7 1376 7C Fem

» Close that and save when prompted.



» Right click on report and choose print preview as shown above.

%+ Filter by Area
» Once again, as above, in the query design of the record set go to Address3.

—— “DURBAM MORTH

» Type in the name of the area that you want your record set to filter on
between double quotation marks eg. “DURBAN NORTH”

» Note that you need to ensure that type the filter in EXACTLY as it was
originally captured in the record set.

+* Filter by Gender
» Just as above, in the query design, locate the field called “Gender” and in
the criteria type in the gender you wish to filter by. Eg. “MALE”

¢ Multiple Filters
» Let’s say you want to put filter on multiple fields. For example: you only
want labels for grade 6 females.

rage Llass ClassMame Gender 8]}
a0rigin SAMSLabelsallinfaOng SAMSLabelsallinfaOrign| SAMSLabelsallinfaOrigir SAMSLabelsallinfaOrigir SA

] ]
)

» You simply combine the methods above so in this particular example, put a
6 in the criteria of the ‘Grade’ field and “FEMALE” in the criteria of the
Gender field.

There will be more apps released in the Qu iCkSu |te of apps for SAMS add on software in 2019:

(Email your learners’ parents with attachments and links)



QUiCkcertiﬁcateS (Choice of certificate templates)
NICKCGLIINLICYIE?

Link to your SAMS Data file:
(note you needn’t browse every time you start, the system will
remember the path)

2. Simply open your QuickCertificates app and:

6. Browse to the database location of your SAMS Data file and select the data
file that you use (it’s usually called something similar to [Schoolname].mdb
eg: HilltopHigh.mdb). it is the same file that you select when opening SAMS.
If your SAMS Data file is not stored on your Server/network location then
you will either find it in C:\Program Files\EdusolSAMS\Data folder
(sometimes that is Program Files x86) OR in
C:\Users\[username]\AppData\Local\VirtualStore\Program
Files\EdusolSAMS\Data.

7. Click ‘Link to Database’

IT IS WORTH REMINDING YOU, THAT YOU ARE IN NO WAY ALTERING OR
ADJUSTING OR MOVING OR DISTURBING YOUR SAMS DATA IN ANY WAY
SHAPE OR FORM. YOU ARE SIMPLY READING THE DATA FROM THE FILE. IF
YOU PREFER, YOU CAN VERY EASILY AND SIMPLY MAKE A COPY OF YOUR
SAMS DATA FILE AND POINT YOUR QUICKSUITE APPLICATIONS AT THAT
FILE INSTEAD.

8. The ‘No Badge’ box is set to no by default.



9. Click Check Settings
10.Log in (Click here for notes on registering if you have not thus far)

Personalize your Certificate

ertificate of Achievement
is certificate is presented to

< 4 1 )
e - |
P

for the most improved cricketer ‘

Blaze Eigenmann

02/07/20

BN i

1. Enter the data to personalize the certificate (the certificate recipients are
drawn from your SAMS data of course)
2. Select from the dozens of design types




3. Click View certificate

4. Print and sign

File  PrintPreview O Tell me what you want to do
= = B =m0 =
@ 0 El = = 5 S0 68 B 5
Print Size M"_qmsDPmn Data Only Mallwcolumm e Excel 1;: u:?os Email M?'c CJ;::::’M
” Page Size Page Layout oata Close Preview
»
| | 1 |
b |

Printer

O = This certificate is presented to

Status: Ready
@ Type: HP ENVY 4500 Series Class Driver
= Where:  hitp://[1e80::5a20:D11f-fe62:baf%5):3911/ ANIKA Albertse
L3 Comment: [erint o File
5 Frint Range Coples for the most improved cricketer
& on Number of Coples: 118
H Oroges From: |
z 1 2l g3l Coliate

Selected Record(s)
Setup... oK Cancel
SIGNED BY:
Mr Blaze Eigenmann
DATE: 02/07/20




Save as PDF and Sign Digitally
As with signing any PDF doc digitally, the free version of Adobe does have this

feature. See here on how to

do this.

1. Note that obviously in this case you will be manually saving the Certificate
as a PDF. You can either print to PDF or you can save the certificate directly

£ Tell me what you want to do
Portrait Landscape Columns Page

‘rint Data Only Setup

e Page Layout

Zoom  One Two More
Page

p— —
‘ - S | St
Pages Pages~

Zoom

PDF Engil More

s
s B
Close Print

Preview

Close Preview

Organize v
@ OneDrive - Insight Software Solutions
@ OneDrive - Personal

= This PC

-J 3D Objects
I Desktop

= Documents
¥ Downloads
D Music

& Pictures

B videos

. Windows (C)
«~ My Passport

Save as type. P®

A Hide Folders

1

[#] Open file after publishing Optimize for

(O Standard (publishing

1€ and printing)

® Minimum size
publishing online.

DATE:

Options...

el o]

Cancel

Blaze Eig

02/07/

2. In this case, unlike with the automated creation of PDFs of the learner
reports cards, the filepath and then filename are your choice, the above
screenshot is just an example.

3. Open the PDF then click on ‘Sign’ then drag the signature to the place on

the PDF where you wi

sh it to show



is certificate is presented to

ANIKA Albertse

the most improved cricketer

D BY:
Mr Blaze Eigenmann

4. For creation of a digital signature click here.



QuickSPORTS

OSNICKPKOKL D

Open QuickSPORTS

This is very straight forward:

1. Open QuickSports

. QUICKSPORTS

Link to your SAMS Data file:
(note you needn’t browse every time you start, the system will
remember the path)

11.Browse to the database location of your SAMS Data file and select the data
file that you use (it’s usually called something similar to [Schoolname].mdb
eg: HilltopHigh.mdb). it is the same file that you select when opening SAMS.
If your SAMS Data file is not stored on your Server/network location then
you will either find it in C:\Program Files\EdusoISAMS\Data folder
(sometimes that is Program Files x86) OR in
C:\Users\[username]\AppData\Local\VirtualStore\Program
Files\EdusolSAMS\Data.

12.Click ‘Link to Database’
IT IS WORTH REMINDING YOU, THAT YOU ARE IN NO WAY ALTERING OR
ADJUSTING OR MOVING OR DISTURBING YOUR SAMS DATA IN ANY WAY
SHAPE OR FORM. YOU ARE SIMPLY READING THE DATA FROM THE FILE. IF



YOU PREFER, YOU CAN VERY EASILY AND SIMPLY MAKE A COPY OF YOUR
SAMS DATA FILE AND POINT YOUR QUICKSUITE APPLICATIONS AT THAT
FILE INSTEAD.

13.The ‘No Badge’ box is set to no by default.

14.Click Check Settings

15.Log in (Click here for notes on registering if you have not thus far)

QuickS EATS

Setup

This section will soon be completed in the next release of this manual set to be end of May2022. In the
meantime, contact the support team for assistance and training.

quickPa rent

Setup

This section will soon be completed in the next release of this manual set to be end of May2022. In the
meantime, contact the support team for assistance and training.

Apps under development:

gglgkRe pComm§ (This enables users to enter comments on their reports that is

not limited and truncated to the SASAMS character limitations)



QUJi]CkXL(produce class lists by batch in logical folder structure in excel and store on

fadallad"AY4 =

your server) for staff to access at will)

OUJIJC'KSP A subject package app assisting the user to manage subject package choices

~SOICI,SI

for grade 9s)
QUJIJCkSt‘at‘S (This will be a tool that enables users to assemble all manner of

f“llf"l/"‘\f‘ﬂf“')

statistical analysis of their SASAMS academics as well as graphical representations of all
kinds)

And more apps to come.

QuickSAMS s pricing:

Stand Alone (Per Annum)

We have added a significant number of applications since the original 4 apps listed here. We are
updating this, in the meantime contact us here for pricing.

Combos (Per Annum)

We have added a significant number of applications since the original 4 apps listed here. We are
updating this, in the meantime contact us here for pricing.

Price escalation p.a. +/- Consumer Price Index

Any app on its own is standalone price

QR plus any app those apps @50% of their price

Any combination of other apps excluding QR is those apps @75% of their price

more than 5 applications the price is locked at R3880 per annum (excluding QuickParent)

You have access to all reports for all terms. They are marked as Demo Copy across the page. When you
purchase a license, this will be removed.

QuickLines: We are also offering a support line to all SAMS only schools @R1440 per annum. With this
license you will have swift response to support calls that we can assist you with in terms of technical
issues with SAMS as well as functional issues.

In order to purchase a license, drop us a line in the contact us section here or press control and click on
the icon below. Indicate your username you used to register with the system and we’ll do the rest &


https://frontofficeschools.com/contact-us/
https://frontofficeschools.com/contact-us/
https://frontofficeschools.com/contact-us/

Contact Us

The most intensley supported schools software in South Africa

Essentially we're available 24/7 but these are our general hours.
FrontOFFICE Schools Management Software

Hours

Monday - Friday: 8am - 4pm
After Hours: On Request
Saturday: By appointment
Sunday: Closed unless specially requested
School Holidays: Contact us for availability

DROP US A LINE!

Qur Partners

TOP RATED ON

SchoolAdvi

KNEDBANK

MSOffice Bitness:

Open new MSWord file

Click file

Click Account

Click About ‘Word’

You will see your MSOffice bitness in the pop up window as per the screenshot below:

© Account

(a1 Home AutoSave 0=

M New @ ome Insert Draw Design LayoL Product Information

B Open | o Calibri (Body)  ~|11 ~ A" 2 Ofﬁce
Paste Bfuvabx,x’m

«  <¥ Format Painter

vk wN R

Info. Clipboard ] Font .
m E:ﬂ Office Updates
Save Navigation v X | Updates are automatically downloaded and installed,
Update

Options ~
Save Ac Search document el i p

Print ffessimns _ Dones  Reculs Apout Word

No Background - Legn more about Word, Support, Product ID, and Copyright infarmation.
Share Office Theme: o::;?:::afnu;:d 12430.20184 Click-to-Run)
Export Colorful M

qd About Microsoft® Word for Office 365

Transform

Microsoft® Word for Office 365 MSO (16.0.12430.20172) 64-bit |

Close : \

Third Party Naotices

Account

Microsoft Software License Terms

PLEASE NOTE: Your use of the subscription service and software is subject to the terms and conditions of the agreement you agreed to when you signed up for the subscription and



https://frontofficeschools.com/

