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Sign in to Record Manager
https://portal.smoothwall.cloud

NAVIGATION
Dashboard
The Dashboard 
serves as your 
Record Manager 
landing page.  

Search
Find active and 
inactive students

Documents
Find or download 
organisational 
documents. 

Training
Learn about 
Safeguarding laws, 
regulations, and 
your roles and 
responsibilities in 
upholding student 
safety.

TOOLBAR

Privacy
Hide your screen to 
keep data private. 

Notifications
View notifications 
or replies to records 
from any page.

User icon
Access Record Man-
ager’s administra-
tion and configura-
tion features.

Search and 
Filter 
Find a record using 
the Search bar 
or use Filters and 
the Date Picker to 
narrow down your 
search. 

Resources
Take guided tours, find 
Help articles or contact our 
Support Team.

Create new records
Start a new Safeguarding 
Concern, Behaviour Incident 
or General Notes from the 
Dashboard.

Home
Go to the Dashboard 
from any page.

Unread and Open 
record counters 
The count of Unread and Open 
records. Marking Unread records 
as Read changes their status 
to Open.

Record tabs
Records are organised 
into Safeguarding 
Concerns, Behaviour 
Incidents and General 
Notes tabs. 
Access to the Behaviour 

Incidents tab must be 
turned ON for your 
school by a DSL.
Only Unread and Open 
records that you created 
appear on the Dash-
board.

Records
The list of Unread, Closed, and 
Open records you created. 
You can sort the list by Date, 
Status and Category.

Teacher’s Dashboard
Record Manager Quick Guide

https://portal.smoothwall.cloud

