
Pastoral Care Lesson 
 

 
 
 
Lesson Objectives 

1. Understand Main Layout of Marksbook 
2. Record Student/Guardian Contact Notes and Notify Teachers 
3. Send Correspondence Letter to Guardian 
4. Record and Print a Certificate 

 
Lesson Steps 

1. Main Layout of Marksbook 
2. Record Notes 
3. Send Notification to Teachers 
4. Send Correspondence Letter to Guardian 
5. Record a Certificate of Achievement to a student 
6. Print Certificate 

 
Prerequisites:  

1. Letter Templates have already been set up for selection. 
2. A selection of Certificates has been set up under Leadership and Activities. 
3. A Certificate sample has been attached from the Letters Module to the Leadership 

and Activities Certificate examples. 



Step 1: Main Layout of Marksbook 

 

To activate the software, simply Double Click the icon   that sits on your Windows 
desktop.  Upon loading, the system will bring you to a login screen as shown below. 

�

This system already contains your name as a teacher. Click on the Triangle � , to choose 
from a drop down list. Note: Your password is “PASSWORD” by default. 
 
 

 
 
From the Diagram you can see the main layout of Marksbook. For this lesson we will 
only be concentrating on the Students Details – Notes, Correspondence and Certificate 
modules which are part of the Student Details Screen.  

Class List – Drop 
down menu to select 
the class list. 

Student List – This is the 
list of students that are in 
the selected class list. 

Click on the drop 
down to view all 
of the teachers. 

Class Lists Tool 
Bar. 



 
Step 2: Record Notes of Student Contact 
There are 2 ways activate the Student Details Screen, which enables you to access the 
Notes Module. 

1. By “Double Clicking”  the student name, in this case, Virginia Acalanovich 
(From the Student List), you will activate the Student Details Screen. 

2. This screen can also be activated by pressing the  icon found at the front 
of the tool bar. 

 

 
 
At the top of this screen, you will see many Tabs.  



The Notes Entry Screen 
 

From the Student details Screen, click on the tab     . 
This will reveal the screen as shown below. 
To add a new entry, click on the “ +”  button at the bottom of the screen. On the blank 
entry, enter the “Type” of entry, or select from a list by clicking the lookup arrow. Then 
enter notes of the incident into the notes box below. Once completed, save your work by 
clicking the “ � ”  button found at the bottom of the screen. 
 

 
 
Clicking the �  will activate the Teacher Notification screen via the Marksbook 
Messaging System. Tick selected teachers else click on the All button below. 

 

Click on the + to 
add a new entry. 

Select Type from 
List or type in a 
New Type to be 
added to list. 

Click on the �  to 
Save new entry. 



Message Notification 
A successful notification process indicates that the system has passed on the message to 
the selected teachers. 

 
  
This is the message notification the teachers will receive when they log into Marksbook. 
 

 
 

Upon receiving the notification, the teacher will click on the  in the tool bar to 
read the notification message generated from the Notes Module. 
 

 
 



Step 3: Send Correspondence to Guardian 
 

From the Student Details Screen, select the Correspondence tab. The Correspondence module 
enables you to send letters to the selected student. Click on Send Letter, then click one of the 
Letter Groups and then the Letter required. Selecting a Letter will launch the MS WORD 
MAILMERGE option and may take a minute if the system is loading WORD for the first 
time. 

 

The system will take you into WORD and leave Marksbook selectable in the Task Bar below. 
Once you have printed the Document(s) off, upon exit, you will be asked to save the 
document (not needed as the Marksbook System will record the letter as being sent). Exiting 
WORD will place you back in the Marksbook system. Note that a record of the letter sent is 
kept within the system. Also note that you can clear or individually remove this history. To 
edit or create Letters, please refer to the Marksbook Manual. The selection of fields within the 
Mailmerge section of MSWORD is available from the Student Details and Mailing Details 
screens. 

 

 

 

 

 

 

Previous correspondence 

Available letters to send 
Letter categories 



Mailing Details 
 

 

 

Mailmerge fields are taken from the main Student Details screen as well as the Mailing 
Details Screen. The Mailing Details module (shown above) enables you to enter in all of the 
details regarding mailing. It has room for a primary and secondary guardian, plus it stores the 
emails for the student and the primary and secondary guardians. The Mailing Title and 
Mailing Salutation can also be set here. In order for you to send emails (For those who have it) 
the email Authorisation check box needs to be selected on this page. 

Mailing detail inputs 
are useful as they can 
get merged into letters 

You can add in a primary 
and a secondary carer 
incase of an emergency. 



Step 4: Record and Print Cer tificate 
From the Student Details Screen, select the Certificate tab. The Certification process is useful 
for setting up a Rewards System/House Point System in the school. 

 
 
Pr inting A Cer tificate 
If a Certificate has been attached when created, then a “Right Click”  on the Certificate 
assigned to the student in the Left Hand Column, will activate the print screen shown 
below. Click this button to print. 
 

 
 
 
 
 
 
 

<End Of Lesson in PASTORAL CARE> 

Certificates for 
Leadership or 
Activities are 
added from here. 

Highlighting a 
Certificate on the 
right and then click 
on Add, will record 
the Certificate on 
the left. 


