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Access Reach 24-7 / 365
Reach is cloud-based software that can be accessed from any device with an internet connection, using either
aweb browser or via the Reach Student Life mobile app which is available for Apple and Android mobile

devices.

In This Guide

This document is designed for staff, to provide a quick overview on the most common screens and functions
used during daily operations via the Reach web portal. A detailed user guide can be found in the help menu of
your Reach portal and quick guides, how-to documents and video tutorials can be viewed at

staff.reach.cloud or support.reach.cloud
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http://www.staff.reach.cloud
http://www.support.reach.cloud

The Most Common Screens And Functions In Reach Are;

® Metrics View screenis your dashboard and landing page when you log into Reach

e Kiosk Screen is used to sign in and sign out (SISO) students to on/off campus locations

e Student Sidebar is a quick view of basic profile data and transaction history available in the right hand
side sidebar of the web view

e Airport View (student movements) displays the known movements on and off-campus for the next 24
hours

e Rollcall Screen is used for standard rollcalls (student registers/check-in)

e LiveRollcall Screen provides a kiosk like view for conduction live rollcalls where multiple staff or devices
can operate simultaneously in on the rollcall and share real-time update

e Pastoral Note Screen is used to write and submit student pastoral records. This can include behavioral,
medical or wellbeing notes.

e Duty Report Sreen is used to facilitate any shift or duty reporting requirements

e Manage Leave Dashboard is where you manage your leave permissions. It is where you can view and

manage all leave items that you have in the system.

How To Navigate
Four main sections of Reach are the Main Menu, Header Bar, Student Sidebar and My Account, these are

available at all times from every page and provide fast/easy access to all features and functions.

Getting Support
Support can be found in the main menu with links to the Support Website / User Guide / Mobile App User
Guide, also by using the Question Mark icon in the header bar and the Support Bot found in the bottom right

hand corner.

Supportis
always

within Reach.
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Metrics View

Go to: Dashboards >> Metrics View

The Metrics View screen is the system dashboard and landing page when you login. This will display a range of

current information relevant to your school and is updated live.
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Kiosk Screen

Go to: Dashboards > > Kiosk View

The Kiosk screen is used to sign in and sign out (SISO) students from various on and off-campus locations,

including authorised approved leave items. Individual student cards are a system that is easy to set up, and

utilise, and provide a wealth of information with icons, colours and dates.
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Important functions within the Kiosk screen

Icons on student cards are User Defined Fields (UDF) and allow you to create a range of custom data
points that can be used to display information relevant to your school

e Colours provide a quick visual indicator of their current location

e Dates show data for upcoming approved leave, or when they are returning late

Click on a student’s image to open their location options in the Kiosk SISO view window

Any approved leave events will appear below the student’s image

Click the student’s name to open their profile in the Student Sidebar

Locations are created and managed by your school, and can be buildings or rooms on campus or any
number of locations off-site

e Changing astudent’s location updates in real-time across the Reach portal
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Student Sidebar

Go to: Dashboards > > Kiosk View

The Sidebar menu provides individual student information, displaying current and historic data from their
profile and activities recorded within Reach. Quick access is gained in most places throughout Reach by
clicking on a student name or you can open it directly by clicking the three horizontal bars icon in the right-

side corner which is available at all times.

There are four tabs of separate data
when using the Student Sidebar
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Airport View

Go to: Dashboards >>Airport View

The Airport View (Student Movement) screen resembles the arrivals and departures screens that we see

at an airport and functions in a similar manner. It provides a list of known movements for students that are

scheduled to depart on approved leave or returning from off-campus leave events in the next 24 hours.

= Airport View  x

= Airport View - Entire Campus (118) @

Showing 1to 1of 1entries Showing 1te 1of 1entries

Search: Search:

Student Type Leaving Returning 1L Host Destination O Student Type Leaving i Returning Host Destination

Brockenshire, Day 3 o Hosd Local Shops B Fillman, Weekend 05/31/2023 04&/01/2023 Owen, Cameron
Matthew Leave 2 W ecessary Peter Leave - 12:00 PM 10:00 AM Frank Owen's House
Host

Show 10 ~ entries

Important functions when viewing or using the Airport View

Displayed is a filtered view, based on the settings in your personal staff profile

Only approved leave requests for the coming 24 hours will display on the departures screen

e Abulksign-out feature is provided for efficiency and to assist in the busy times

Individual lines will change colour for late students, this is based on settings per leave item

Clicking on the date/time under the leaving or returning columns of a particular leave item will provide
you with multiple action items including;

e Edit, quick SISO, add quick time, or send the student an SMS
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Take Rollcall

Go to: Rollcall Management>> Take Rollcall

Standard Rollcalls can be done at any time, on any device with internet connectivity. This function allows for a

single staff member to mark students using a rollcall selected from the category listing created and managed

by their school.

By default, your entire student population is presented to be marked, however a quick adjustment can be

made using the standard filters to create the required student group, then switch the table view quickly by

using the list/grid toggles to suit your personal preference.

» 24 8 = « §J & & e 0 ol

Take Rollcall Name L Dorm Grade Location

Armstrong, Alex Wheatley House Junior ? SHOP

Bartley, Jack Emerson House Junior

Beatson, Julie Gardner House Senior

Biggs, Karen Montgomery House Year 08

Important Functions when using the Standard Rollcall feature

Show/Hide Leave State - controls the approved leave items

Hide Processed - moves marked students to the bottom section for efficiency
Toggle - to mark all students as Present, Absent, or SISO’ed, for quick completion
Columns - select / deselect columns as required to adjust the table view

Update Location - allows you to automatically SISO students to locations

Status column - use the provided icons to quickly complete a rollcall and add notes
Marking - each student must be given a value (mark) to finalise the rollcall

Save Rollcall - allows you to save whilst still in progress, for your device login only

Submit Rollcall - will submit the results, if incomplete, a pop-up will notify you

All data and actions taken within the standard rollcall are not saved or updated in Reach until the rollcall has

been finalised and submitted.
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Live Rollcall

Go to: Rollcall Management>> Live Rollcall

Live Rollcalls allow for multiple staff to work collaboratively on the same rollcall, at the same time. For
example, one staff member can mark a student and another staff member can update that mark from a
different device/ location. These actions update dynamically and in real-time across the Reach platform which

can also be seen live within the fraction counter.

When in collaboration with other staff on a Live Rollcall, you MUST all have the same Rollcall Category

selected, otherwise you will not be able to see live actions completed from other devices.

G Live Rolicall €

¥ Live Rollcalls

Dorm Grade Location Group Layout View

% 7 & ; v g 0:00

Group By Default Action Present Location Absent Location Rollcall Category

0/
118

w w 3 ~ A ~  Select

¢ Expand View

Cancel Selection

Additional filters and controls available in the Live Rollcall feature
e Group By - provides menu options allowing you to adjust the filtered results
e Default Action - pre-selecting the marker status
e PresentLocation - Select a location to auto update if required
e Absent Location - Select a location to auto update if required
o Rollcall Category - as created and managed by your school

e Fraction Counter - updates live. Click to filter the table view as marked or unmarked
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Pastoral Note

Go to: Pastoral Management >> Create Pastoral Report

This feature allows you to create a pastoral note involving one or more students and is saved for historical
reporting. Each record is visible per student profile or via the student sidebar menu, additional notes can be
added to the original record at any time and can be circulated to all staff. Pastoral Report Types, Scores, Staff

Access, and Tags, are required created and managed by your school.
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& View Report
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& View Report

Important functions when writing Pastoral Notes
Single or multiple students recorded in a pastoral note at the same time, will each have an individual record
generated, these are easily viewable and can also be generated in a report.

e Select the Staff or Specific Group in which to share the record with upon completion

e The current date/time is automatic; however, records can be post-dated if required

e Pastoral Score can be entered manually or will appear automatically if predetermined when creating or
updating a Pastoral Report Type

e Select Pastoral Report Type (Incident) - positive, neutral, negative

e Select the Access Level - ‘staff-only’ by default, or select ‘sensitive’ or ‘confidential’

e |nform the primary student(s) or their parents of the report, if allowed by your permission settings
managed by your school

e Tags allow you to connect the report to as many relevant groups as required

e Add Document button allows you to attach files to the record

e The Report Details field is a free-text area to add brief or extensive information as required
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Duty Report

Go to: Staff >> Submit Duty Report

The Duty Report feature allows you to submit and easily share reports with your colleagues. Submitting a

report is a simple matter of adding content to the report categories and determining whom the report should

be shared with upon completion.

Each record is visible via a dedicated reporting feature, additional notes can be added to

the original record at any time to be circulated to staff or generate a report to view and print as required.

Staff listing/groups, Tags and text body fields, are all created and managed by your school.

D GED GED GID Gl Gl Il Il I Il Il Il Gl Il Il Gl Il Il Gl Il Il Gl Gl GIID GIID GED D ey
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Important functions when writing Duty Reports

Select from available Report Templates, as managed by your school, to complete your relevant duty report
Select Staff to share your report with individually or by groups

Tags allow you to connect the report to as many relevant groups as required

Text Body fields, as shown in the above image as, Dorm Behavior & Study

e The names of these fields are managed by your administrator

o Additional text body fields can also be created

Mention of Boarder/Student button per text body field

e A pop-up window will allow you to add single or multiple students

e Add pastoral categories, points, tags and write individual notes

The Save As Draft button allows you to partially create a report to complete later
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Manage Leave

Go to: Dashboards >> Manage Leave

This screen is the epicenter of the leave module, where all active leave requests will be displayed. Here you
have the ability to view current leave items, including their status of pending/approved/rejected/on leave

and the audit trail, from the moment it is created until it is closed, unused or it has expired.

' ] Manage Leave o

1l Manage Leave - Entire School

Add New Leave Toggle All ol Bulk Actions @ Show/Hide -

w v 4 at ~ ~ ) w

Showing 1to 11 of 11 entries

Search:

State Actors Properties MName Type Leave Date I£  ReturnDate Host Destination
[ onLea.. | [ <150 | (» | Calderwood,  Day Leave Thu 05/18 10:49 ThuOS/1B11:49AM  NoHaost Lacal Shaps
Paula AM Mecessary
Leave Audit Trail 1 Local Shops
Calderwood, Paula Lovel SIS0
e S50 AUTCMATIC UBC
Day Leave
Leave: Date and Time ==
s 49 AM Chavez, Claudia Local Shops
05/18/2023 10:49 AM: Preapproved leave
Host Destination RECCEr oy, JATGe
No Host Necessary Local Shaps
k v FOLET WA poiE

Mecessary

t

Important functions when viewing or using the Manage Leave Screen

Add New Leave - opens the leave details page to create leave for a student

Toggle All - allows you to select all line items for quick action

Bulk Actions - provides a quick menu to approve or reject those line items selected
Show/Hide - items to view, approved/pending/rejected/on leave

Columns - this menu allows you to select/deselect any/all columns as required
Standard Filters - House/Dorm, Year/Grade, Locations, Groups, Leave Types

Search Bar - to find a particular leave request by student name

Click anywhere on a line item to expand the details of that leave item.
The manage leave screen will be pre-filtered to match the settings of the Groups Managed tab in your
personal profile.
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Brand and Assets

Reach is an extension of your school and can represent your establishment more closely with visual branding.

School name, emblems, logos, and photos can all be managed by your team with ease.

GOOd aftern
® On Campus

Web Portal & Mobile App branding

School Emblem: As part of the setup phase, Reach will add this item for you, and can be changed at any time
This will appear on the login screen and at the top of the main menu bar.

School Name on Login: A school name can be displayed on the desktop login. If the school emblem shows the
name and efficiently represents your school on login, this field can be hidden.

Background Image: You can upload any image to use as your background image for the web login screen and
mobile app branding image.

Brading assets are set in your System Configuration > Assets section. You need to upload the images to your
File Manager in Reach before they can be selected in the Asset manager.
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Reach Quick Links

Scan below for easy access to our top 10 help desk articles!

ARTICLE:

Student Mobile
App User Guide

\

7’

Set your team up
for success with

our Staff Mobile
User Guide.

VIDEO:

Kiosk: Quick

Filters & Features

\

an

[——)

Set your
students up for
success with our
Student Mobile
User Guide.

\
ARTICLE: |

Staff Mobile
App User Guide

Quickly sort,
organize and find
what you need ¥
using the Reach ,L,p‘—gsg,g:i;g.‘;
Kiosk. ek P I AL
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Familiarize
yourself with all of
permission states,
attributes and
icons for Leave
Management

\

’
0

ARTICLE:

Student Sidebar
Comprehensive

\

=

ARTICLE:
Manage Leave
Icons Explained

N
=08

Quickly access
individual student
information at all
times from any
screen within the
Reach web portal.

--————_—--------/

Reach Student Life Mangement / School Staff Quick Guide / 14




ARTICLE:
Medications
Module

Facilitate this complex
element and to provide

an all-encompassing
solution to your
school's medications
requirements.

R
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i T )

Learn the 2
ways to manage
Transport Type
selections in
Leave Requests!

ARTICLE:

Reach
Events

Become a
Rollcall Pro
with this how
to video.

/ a - - - - D> (@i e &} L] L] - L)

' VIDEO:
How to Manage
aLive Rollcall

7Reach:

J Reach Reception De..

Hey there! How can | help you?

ARTICLE: Locatinns and How they Wark &

Ongoing Support

support.reach.cloud

N

ARTICLE:

System Setup:
Transport

Organize, share
and create
activities,
excursions or
events being held
by your school.

Leanr how to
work with team
members to
complete live
rollcall.

e Find articles to a challenge

and Voyage

VIDEO:
How to Manage a
Standard Rollcall
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e Submit a suggestion

\
1

s

e Launch support tickets
o Chat with our support team




