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Updating Leadership information on 
Dashboard 
 
 

1. First, follow the path Settings > School Details 

 
2. Select the ‘Leadership’ tab 
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3. Select the edit icon in the top right (the pen with a 

line) 

4. Manually edit the relevant fields  
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5. Save changes using save icon (the green tick) 
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Updating Report Settings 
 

1. Follow the path Settings > School details 

 
 

2. Select the ‘Report Settings’ tab 
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3. Select the edit icon in the top right (the pen with a 
line) 

 
4. Manually overtype the relevant fields or select the toggles.  
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5. Save your edits using the save icon (the green tick) 
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Updating Address on Salary Statements 
 

1. Follow the path Settings > School Details  

 
 
 

2. Select the edit icon in the top right (the pen with a line) 
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3. Manually overtype the relevant fields  

4. Save the changes using save icon (the green tick) 
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Updating/uploading school logo or signatory  
 

1. Follow the path Settings > School Details 

 
2. Select the actions cog in the top right 
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3. Select which item you would like to update/upload 

4. Choose the PNG or JPEG file to upload 

5. Once your file has been uploaded, use the green import button in the top 
right 
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