Explaining the follow up option
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Follow up ... ¢
1. Martin Romain (Due by: 20/09/2011)
= Finances

= Dear Tim, I hope you had joyfull holidays! I adress this mail to you as I vas wondering something concerning the tuition fees payment. Due to multiple reasons I might only be able to make the
payment 2 wesks after the due date noted on the paper sent. Would there be any vays to avoid having to be charged extra due to such delay? Could you let me know? Regards Martin
= [Mark as done]

2. Cristina Garcia de la Cruz (Due by: 19/09/2011)

= Shall not participate. Other student from Spain told this at start mesting in Faro. Maybe we should send her a confirmation email for this. Did she pay already pay the enrollment
= [Mark as done]

3. Lisa Brunelli (Due by: 04/10/2011)

= Deze studente hesft haar bankgagavens aangepast.
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Navigate to your home-screen, the list of student with a follow up are listed in this screen
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1. rtin Romain (Due by: 20/09/p011)
Finances
u| Dear Tim, I hope you had joyfull hdlidays! I adres:
ayment 2 weeks after the due date noted on th
Mark as done]
2. Cristina Garcia de la Cruz (Due|by: 19/09/
y = Shall not participate. Other student}from Spain tc)
= [Mark as done]
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Next, to add a follow up item, go to the list of students

And select a student..
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1. |Alvarez Rodriguez Eleﬁg

catzara

2. |Araujo Goncalo

araujo.c¢

3. |Arda Yaprak

yapraka

4. |Barreto Marcelle

marcelle

5. |Bessa Pinto Heidi Acampora

heidiacz

Then, select “Follow up” on the first tab on the left, in the single student window
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Then, select “Add new item to student follow up” as shown below

Elena Alvarez Rodriguez
(20100210)

Previous selected - Next selected
| Follow up | File |4 Communication | (@ Toolbo

[Add new item Yébtudent follow up]
Category: 4

Content: # needs to be checked on langua

Attachment: ¢ []

Posted by: Tim Deprez - 30/05/2011

By adding “content” to the follow up item, one can describe the reason/matter of the follow up.

Elena Alvarez Rodriguez
(20100210)

Previous selected - Next selected
| Follow up | File |[E4 Communication | @& Toolbox | & Doc

Add new follow up item

\ check finances

Content:
Category: finances
Attachment:
Due date: 19 -10 -2011
Status: ‘:‘done
Options: @ open
© all users
Target group:
@ personal =
Add
Category: 4
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One can define a category of the follow up item

Elena Alvarez Rodriguez
(20100210)

Previous selected - Next selected -~
| Follow up | File |4 Communication |@& Toolbox |& Doc

Add new follow up item

check finances

Content:

Category: finances

Attachment:

Due date: 19 -10 - 2011
© done
. Status: _

Options: @ open

© all users

Target group: @ personal &

Add

Category: &

and add an attachment

Elena Alvarez Rodriguez
(20100210)

Previous selected - Next selected
| Follow up | File |E4 Communication | @& Toolbox | & Doc

Add new follow up item

check finances

Content:
x%:y: finances
Attaciment:
Due date: 19 -10 -20M
) Status: done
Options: @ open
® all
Target group: _ Al wsers
@ personal =
Add
Category: &
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The options section is divided into 2 sub-items

- “Status” indicates wether this followup item is already fully processes, or still open
- Target group indicates wether the follow up item is address to you only or to all users

Elena Alvarez Rodriguez
(20100210)

Previous selected - Next selected
Follow up | File |[Ed Communication |@ Toolbox | Doc

Add new follow up item

check finances

Content:

Category: finances

Attachment:
Due date: 19 - 10 - 2011
Status: I ‘;‘done

Optlons:/V @ open

\ |Target grc»up:, ‘ j‘ sl users “« ')
@ personal ==

Add

Category: &
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When you return to the home-screen, you will see the added follow up item at the bottom of the
screen. Here you can mark the item as done. When this item is done, it will disappear from the
home screen, but wil remail in the history of the student.
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. Martin Romain (Due by: 20/09/2011
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® Dear Tim, I hope you h
= [Mark as done’
2. Cristina Garcia de la Cruz (Due by: 19/09/2011;
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= [Mark as done]
. Lisa Brunelli Due by: 04/1C

-

« [Mark as done]
. Md. Faisal Abedin Khan (Due by: 05/10/2011

-

2ac _,",, Cript nagaan

= [Mark as done]

5. Elena Alvarez Rodriguez (Due by: 19/10/2011
= finances
8 check rinances

= [Mark as gepe’
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