A Guide for Parents to EduLink One

A new home communication system

What is EduLink One?
Robert Barclay Academy uses a portal called EduLink One which provides a convenient and accessible solution
for the school to communicate with parents on all aspects of school life and also allows parents to access all
information about their child in one place.


















Absence Reporting - Parents can easily report their child absent from school due to illness. They will also be
notified via email if their child is absent from school.
Account Info - This screen will allow parents to see general information that we hold about their child.
Achievement - Will show parents any achievements awarded to their child.
Attendance - Parents will be able to view statutory attendance statistics for their child.
Behaviour - This will give parents access to the behaviour records for their child.
Calendar - This will be populated with upcoming events, parents’ evening dates and school holidays. If a dot is
showing under a date, it means there are one or more events happening that day. Click the date to find out
more information.
Catering – This screen links to ParentPay accounts, it will let parents know what their child has chosen to eat
and the balance on their account.
Contacts - This screen will show parents the contact information we hold on file for them.
Documents – In this section parents can find the annual school report for their child.
Exams - This will give parents information about any exams their child may be taking. An exam timetable as
well as exam entries are displayed.
Forms – On occasion we will ask parents to complete reply slips through EduLink One, these are found in the
forms section.
Homework - The homework screen allows parents to see all of the homework that has been set for their child.
The screen also allows parents to swipe through to see homework that has been completed.
Messaging - We now communicate with parents via email and push notifications to the app. Parents will
receive instant paperless communications into the EduLink One communicator tool as well as to their email
inbox. Parents can also use EduLink One to contact their child’s teachers.
Timetable - This gives parents a view of their child’s current timetable and will be kept up to date with any
changes of teachers, groups or rooms as they happen.
Update Information – Parents can access and edit their contact details and their child’s information and
consents, keeping the school up to date with any changes. (Note: This data can be accessed by any parent
with Parental Responsibility and an EduLink One log-in).
Access
There are two ways to access EduLink One, through its website:
https://www.edulinkone.com
Or alternatively you can access it through the mobile applications available for both Google Android and Apple
iOS devices in their respective app stores.
In addition to this you will need your own personal login details, the school ID for all users is “rba” (no quotation
marks) and you will be provided with a username and password separately. If you have any problems logging
in, please contact technicalassistance@robertbarclayacademy.co.uk

The Main Screen
Once logged on you should see the main screen which will look similar to one of the samples below. On the
left is the large screen layout and the right is the mobile layout.

Your name will appear in the top left and the names and school photos of any children you have at Robert
Barclay Academy will be either in the top right (desktop) or underneath your name (mobile). Just selecting
the relevant name / picture will allow you to access the details for the different children.
To access the different information, tap the round menu options, some of these are summarised below.

Absence Reporting
The ‘Absence Reporting’ area of EduLink enables a parent to report their
child absent from school each day due to illness.

If your child is absent from school due to illness, please notify
the school before 8.00am using the ‘Absence Reporting’
function in EduLink. Please notify the school if your child is
unwell on each day of their absence.
The date, hour and minute needs to be selected for the start and
the end of the absence period. A full reason should be provided
for the absence and the details submitted to the school by clicking
the ‘Send’ button. Should evidence supporting an absence be
required, this can be attached using the paperclip symbol.
In the app, a parent can switch between their children using the
symbol.

Account Info

The ‘Account info’ area of EduLink displays your child’s information, this
includes personal details as well as those which are school specific.

These details cannot be amended in the ‘Account Info’ area. Parents
can request that their child’s details are amended in the ‘Update
Information’ area of EduLink.

Achievement
This section is where you can view information on positive achievements awarded to your child. Very similar to the
behaviour section, you are able to see who awarded the points and the reason for the award an example is shown
below.

Attendance

The ‘Attendance’ area of EduLink displays the child’s statutory attendance
data by month and by academic year.

A parent can view their child’s attendance data by month and by academic year. In the web browser, a parent
can click on ‘Statutory Month’ or ‘Statutory Academic Year’ to view the relevant data. In the app, a parent can
swipe over ‘Statutory Month’ or ‘Statutory Academic Year’ to change the view.
In the app, a parent can switch between their children using the

symbol.

Behaviour
The Behaviour area of EduLink displays the child’s behaviour
record and any detentions that are set.

In the web browser and in the app, a parent can click on ‘Behaviour Records’ or ‘Detentions’ to view the relevant data.
The tab shows you detailed information about any behaviour incidents that have been logged on the system by staff during
the day. As the example below shows, each behaviour incident recorded will show you which day this has happened, who
logged the incident on the system along with comments indicating what has taken place. The Detentions tab will show
you any detentions set, including the date, start and finish times, the location and whether or not your child has attended.

Contacts

The ‘Contacts’ area of EduLink displays all of the parental / emergency
contacts that the Academy has listed for your child.

These details cannot be amended in the ‘Contacts’ area. A
parent can request that their details are amended in the ‘Update
Information’ area of EduLink.

Documents
In this section, you will find all the individual reports related to your child. This includes profile reports and progress
checks. Historical reports from previous years will be stored here and will be available for you to download in PDF
format whenever you choose.

Messages
The message button is found along the bottom of the screen. Here you will be able to read any messages sent through
to you from staff at the school. You will also be able to reply to messages here directly. In addition, you have the ability
to compose a message and send it through to one or more teachers and also your child’s tutor.

Sending a new message
To begin sending a new message you will need to click the green ‘NEW MESSAGE’ button

Next you will have to select your child / children, once selected click the next step button.

Here is where you pick the recipient of your message. As you can see in the example below it is broken down into
Teachers and Form Tutors.

Depending on whom you want to send the message to you can pick from the relevant boxes. The default option is to
pre-select all the teachers, you can see this below as each teacher has a green tick beside. This means if you send a
message now, it would go to all of the selected teachers. To deselect specific teachers just click on the green tick.

The box above is what you should now see, here is where you fill in the message subject box and the main message
box with the information you wish to send in. You can also click the paper clip to attach a file if needed. Once
completed you can click the send button.

Timetable

The ‘Timetable’ area of EduLink displays your child’s class timetable.

In the web browser, a parent can click on the relevant day of the
week to view their child’s timetable for that day of the week. In the
app, a parent can swipe over the day to change the day of the week.
A parent can use the drop down menu which defaults to ‘This week’
to view the following week’s timetable.
In the app, a parent can switch between their children’s
timetables using the

symbol.

Update Information

The ‘Update Information’ area of EduLink enables a parent to request an
amendment to their own or their child(ren)’s personal information.

In the web browser, a parent can click on the relevant individual
to view the editable fields. In the app, a parent can switch
between individual’s information using the

symbol.

An editable field can be amended at any time and the requested
amendments submitted to the Academy by clicking the ‘Save’ button.
The requested amendments are reviewed by the school before the
data is updated in EduLink.
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