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Select the Agencies tab, this opens agencies Page (below). Here you can:
· Add new agencies/schools/Local Authorities
· Set Attendance summaries
· Add main contact details
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Select Add Agency tab, [image: ] this opens add new agency Page (below).
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Add New Agency

B Basic Information Agency name and classification

Agency Name* ‘ Agency Type* v

Agency name is required

Registration Number

Official registration number

Description

Brief description of the agency

©Q Address Information Physical location details

Address Line 1*

Street address

Address Line 2

Additional address details

City* ‘ ‘ County

Postal Code ‘ ‘ Country*
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E5 Contact Information Communication details

Email*

Primary contact email

[ send a Connect+ welcome email from the parent organisation

Attendance Choose which automated emails this agency
Summaries receives

O & By register

Send a summary when each register is submitted.

O 8 Dpaily

Send when all daily registers are complete, or at 17:00.
(=] Weekly

Send a Monday-Friday summary every Friday at 17:00.

B Agency Logo Upload a logo for correspondence and branding

2 Select Logo
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SOTAS Agencies A David Washington

Showing 5 of 5 agencies B Add Agency

Q' search agencies or contacts...

scHooL SCHOOL SCHOOL

Ashton College Westfield Academy Kingsford Upper School

dwashington@advantageschools.co.uk David@nurtureed.co.uk washydave1972@outlook.com

9 69 Station Road, Flitwick, United Kingdom 9 69 Station Road, Flitwick, United Kingdom 9 69 Station Road, Flitwick, United Kingdom

Contacts Contacts Contacts
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