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To provide a nurturing environment offering unigumportunities for students

to excel through appropriate educational pathwayd,to equip them with

necessary skills and strength of character to gacicethis rapidly changing

world.

Possibilities to Realities where no one is leftihdh

Confidence
Persistence
Organisation
Getting Along

Resilience

Care
Commitment

Compassion

Character

Creativity
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LOG-IN PROCESS

1.

. Choose St. Francis Methodist

Go to Google Webpage and

type SFM S Welcome to St. Francis Methodist School

School Website and click on
SFMS SMS link found on the

top right corner of the website

3. Go to School Management System (SMS) Home Page.

4. Type in your SMS username and password to logm3$MS

5. Your Username is your student registration numBea{-0010). This is

found in your School Student ID Card (Blue Card)

. Your Password will be NRIC or Passport No or StadRass Number.

. 'You can get username and password from the cackdear from IT

Department.

Please Note:

1.

File formats allowed to upload: pdf, doc (Word)s xExcel) & ppt

(PowerPoint)

. For students, the maximum size of each file thatmuploaded is 1

MB. Anything above 0.75 MB will be rejected by t8&S and students

will get an error message.

. For students the total space allowed is 30 MBR. ékceeds 30 MB, the

files that were loaded first will be automaticallgleted.

Page 3 of 20




. Your Care Teacher will upload some general notegdar entire care
class which doesn’t come under any subject undesubject name :
chapel

. Kindly remember to change the password once ina38 tbr security

reasons.

TO UPLOAD NOTES
1. Choose on th&-learning Module found in SMS Home Page

2. Click onUpload Menu and choosépload Studentoption.

3. In Upload a file section, choose the curré€tasswhich you are

PRI st i sral’) o mendetn,

Upload a i

Academic Vear ik

(lags! St (- v
Selcted Fl Bove. Upoet

studying.

. Select theerm where you want to place the file which you arenplag

to upload. There are four terms available for #lecion

. Select thesubject namefor the file you are planning to upload. The

subject you have opted to study for the particalass will be displayed
for selection.
. Click on thebrowse button near theelected filefield to search for the

file which you need to upload
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7. Please make sure that you have selected all tressay option. If yes,

" Fle i added successfully,

Fields inicated with ssterisk) are mandlory.

Upload a file

Aeademic Year* A Temd v

Class* WR v

St [ ]

{iploaded fles

Commerce~ +

Academic Year Tem  Class Subject File lame Fie Size(KB)  Date Uploaded
a0l 1 Secdd Commerce Exercissd s fakill Tugsday, January 03, 2012 Delts

click on the Upload button to finish the upload qess.
. You will see“File is added successfully’on the top right corner of the

screen in red colour. The file will be displayedlanthe box “Uploaded
files”

. Incase if you need to delete the file you have aghal, click on the
Deletelink found after the date uploaded.

TO DOWNLOAD NOTES

1. Click on theE-learning Module found in SMS Home Page
2. Click onUpload Menu and choosé&Jpload Student option

Sicents files

Aeademic Year mn Stk v

(lass Seehl v ~5eked (ng- v

[ |
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. In Teacher Files section, choose Aeademic Yearfor which you are
planning to download the notes. Few Years will ispldyed for
selection.

. Then choose th€lassfor which you are currently planning to download.
All the classes that you have studied in St. Fsandli be displayed for
selection.

. Select theerm where you want to download the file which was apled
by the teacher. There are four terms availabl¢hi®iselection

. Select thesubject namewhich you are planning to download the file.
Subjects that you opted to study for that particalass will be available
for selection.

. Click on thesearchbutton to search to complete the process. Alfites

+

Students files

Academic Year an SekctAl- v
Cless Seprthl ¥ ~Gekeet One- v
Search

Academic Year Tem  Class Subject File Hame Fie Size(KB)  Date Uploaded (pdated By
a1 1 FLF3 [T Skills Intemal Aud Questons ils 1079 Tuesday Januany 03,2012 WaHintao

that were uploaded by subject teacher for particguaject, for particular

term, for the particular academic year will beddt

. Click on the file name to download the file. YoulMae prompted to

open or save the file. It is always the best teeghe file in your local

computer before you open the file for reading.
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LOG-IN PROCESS

1. Go to Google Webpage and typ
SFMS

Login ID |

. Choose St. Francis Methodist Fassword |

Welcome to St. Francis Methodist School

School Website and click on
SFMS SMS link found on the

top right corner of the website

3. Go to School Management System (SMS) Home Page.
4. Type in your SMS username and password to logm3MS
5. Your Username is your student registration numBea{-0010). This is
found in your School Student ID Card (Blue Card)
. Your Password will be NRIC or Passport No or StidRass Number.

. You can get username and password from the cackdear from IT

Department.
. To check messages, Click on tilessagetab found in top right corner

of SMS home page.

[ message | mam | change password

Message Centre

9. There are three tabs found namely Inbox, OutboxNsasl Message.
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a. Inbox : All Messages received from your Subject teacheCsire
Teacher will be stored here
b. Outbox : All Messages sent to the your Subject teach&aré

Teacher will be stored here

Fields inclicated with asterisk(*) are mandatory

OUTBOX NEW MESSAGE

To Message Sent Datetime
Kristin Lim Geok Boey, Teo Kiang Tee  |Test Test Test TestTest Test Test Tes{Test Test Test TesiTest Test Test TestTest Test Test Tes{Test
James, Daryl Domic Singh Jeffrey Seah  [Test Test Tes{Test Test Test TesiTest Test Test TestTest Test Test Tes{Test Test Test TesiTest Test  |12/27/2011 8:38:00 AN Print Save Remove
Sheng Neoh,Goh ‘Yan Leong Le... Test TestTest Test Test TesiTest Test Test TesiTest Test Test Test
Test Test Test Test Test Test Test TesfTest Test Test TestTest Test Test TestTest Test Test TesiTest
Mitche! Santiago Test Test Tes{Test Test Test Tes{Test Test Test TestTest Test Test TesiTest Test Test Tes{Test Test  [12/27/2011 8:37:01 AN Print Save Remove
Test

c. New MessagelJse this option to send new messages to Subject

teachers / Care Teacher.
10.Maximum no. of message¢hat can be stored in Inbox and Outbox are
50 Messages only respectively

1. Click on the New Message tab
2. Choose the following options
a. Message Type Single
b. Recipient Type : Student
c. Course :Choose the relevant course of the student fronfighe

d. Class:Choose the relevant class of the student fronfighe
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QUTBOX HEW MESSAGE

Message Type * @ Single () Hutiplz

Recipient Type * ) Staff @ Sfudent () Parent
Course* ABustralian Watriculation Program - AUS-A-1
Clags* IR r

Student* Abizsh Bryan Gomez [2012-0007] v
Message *

Add Message

e. Student: Choose the name of the student from the list

All the fields are mandatory.
3. Type the message in the message box.
4. Check that you have completed all the necessargrapand click Add

Message

. Your message will be sent to particular studentsddge will be

indicated in the Message Centre in SMS Home Page

. A copy of the message will be stored in your outbox

! " #

. Click on the New Message tab
. Choose the following options
a. Message Type Multiple
b. Recipient Type : Student
c. Course :Choose the relevant course of the student fronfighe
d. Class:Choose the relevant class of the student frontighe

All the fields are mandatory.
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3. Type the message in the message box.

4. Check that you have completed all the necessargrapand click Add

licated with asterisk(*) are mandsatory.

OUTBOX NEW MESSAGE

Message Type * © single @ Mutiple

Recipient Type * O staff @ Student © Parent © A1
Course * Australian Matriculation Program - AUS-A-1
Class * PU1F1 -

Message *

Message
5. Your message will be sent to all the students enclass. Message will be
indicated in the Message Centre in SMS Home Page

6. A copy of the message will be stored in your outbox

! $3% ! &

1. Click on the New Message tab

TOETCTIEN 7 aTs TIanoaroy

QUTBOX NEV/ MESSAGE

Message Type * @ Single ©) Multiple
Recipient Type * © staff O Stugent © Parent
Department * English hd

Staff * Chin Lai Yok Abigal [SFNS2008-394)
Message*

2. Choose the following options
a. Message Type Single
b. Recipient Type : Staff
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c. Department : Choose the department of the staff you are sending
d. Staff: Choose the relevant staff name from the list
All the fields are mandatory.

3. Type the message in the message box.

4. Check that you have completed all the necessargrapand click Add

Message
. Your message will be sent to particular staff. Mggswill be indicated
in the Message Centre in SMS Home Page

. A copy of the message will be stored in your outbox

! 3 " (

. Click on the New Message tab

elds indicated with asterisk(*) are mandatory

OUTBOX NEW MESSAGE

Message Type * ) Single @ Mutiple
Recipient Type* @ staff (0 Student () Parent O Al
Department * English

Message*

. Choose the following options
a. Message Type Multiple
b. Recipient Type : Staff
c. Department : Choose the department you are planning to send

All the fields are mandatory.
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. Type the message in the message box.
4. Check that you have completed all the necessargrapand click Add
Message
. Your message will be sent to all the staff in takested department.
Message will be indicated in the Message Cent&Mi$ Home Page

. A copy of the message will be stored in your outbox

I ) % '&

. Click on the New Message tab

QUTBOX NEW MESSAGE

Message Type * @ Single ) Muttiple

Recipient Type * _) Staff () Student @ Parent
Course* Australian Matriculation Program - AUS-A-1
Class* PUIF1 -

Student * Aldilla Tanemaru [2011-0216]
Message *

2. Choose the following options
e. Message Type Single
f. Recipient Type :Parent

g. Course : Choose the course of the student
h

. Class: Choose the relevant class from the list
I. Student: Choose the student name
All the fields are mandatory.

3. Type the message in the message box.
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. Check that you have completed all the necessargrapand click Add
Message

. Your message will be sent to relevant parent. Mgssall be indicated
in the Message Centre in SMS Home Page

. A copy of the message will be stored in your outbox

! )

. Click on the New Message tab

. Choose the following options
a. Message Type Multiple
b. Recipient Type :Parent
c. Course :Choose the course of the student

d. Class:Choose the relevant class from the list

Fields indicated with a5tersk|™] are mandatory.

QUTBOX NEW MESSAGE

Message Type* Single 0] Hutiple
Recipient Type* 0 staff © student @ Parent O
Course* Ausiralian Matriculation Program - AUS-A-1

Class*® PUTF  w

Message *

***All the fields are mandatory.
3. Type the message in the message box.
4. Check that you have completed all the necessargrapand click Add
Message
. Your message will be sent to all the parents irsttlected class.

Message will be indicated in the Message Cent&Mi$ Home Page
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. A copy of the message will be stored in your outbox

* ! # ("

. You can save a message that is in your Inbox dsawédutbox.

. To check messages, Click on tlessagetab found in top right corner
of SMS home page.

. Go to Inbox tab or Outbox tab, you will find Saweklion the right of
each message

. click on the Save link and click on the Save buittothe File Download
Window

. Choose the folder where you want to save and thekSave button
again to complete the saving process.

. Itis better you create a folder well in advancevarious courses and
classes you teach for easy retrieval of messagesure.

. Please remember, once deleted, message can beedthack

1$ 3" 9

. You can print a message that is in your Inbox asageOutbox tab for
your future reference.

. To check messages, Click on tilessagetab found in top right corner
of SMS home page.

. Go to Inbox tab or Outbox tab, you will find Priitk on the right of

each message

. click on the Print link and Choose the printer #meh click on the Print
button in the File Print Window
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. If you forget to choose the printer, your defaulhfer or the last printer
used will be chosen and printed.

. Please remember, once deleted, message can beedtback

1$ " 3

. 'You can delete a message that is in your Inboxedisas Outbox tab so
that your inbox and outbox is able to receive odsemessages in future.
. To check messages, Click on tlessagetab found in top right corner
of SMS home page.

. Go to Inbox tab or Outbox tab, you will find Remdiré on the right of
each message

. Click on the Remove link to remove the particulassage from your
Inbox or Outbox.

. Please remember, once deleted, message can beedtback

"% (

. Click on the Student Management Module tab founthénSMS Home
Page.
. Click on the Student Management tab and choos¥itwe Student Info

. Your Particulars will be displayed. You can cheok following using

this option.
a. Student tab: — All the personal particulars will be displayediis
page such as Date of Birth, Nationality, Singap&ddress etc.,
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b. Parent / Guardian Tab: All the personal particulars of Parent /
Guardian will be displayed in this page such as &lariephone
Numbers, Nationality, Native Country Address etc.,

. Attendance Info tab: Your Daily Attendance (Care Teachers’

Attendance) from the date of join in St. Francif e displayed

in this page.

. Timetable: Your current academic year timetable will be
displayed.

. Academic Info : Your Academic Info such as subjects you have
selected from the date of join in St. Francis Wwéldisplayed in

this page
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f. Academic Result:Your Examination results, CA marks, Grades
will be displayed from the date of Join in St. Faisnwill be
displayed in this page.

g. Student Pass Info:All the necessary information with regards to
your Student Pass will be displayed here. This Raljbe active
only for the foreign students.

4. If you need to update your personal informatiort ffuas have seen in

above pages, please inform Ms. Annie in Generat®fimmediately.

+ " (-

. Click on the Timetable module found in the SMS Hqrage
2. Choose the View Timetable option and Click View €&table by student

. In the search box, type the name of the studenpesss the “Enter” Key

once.
. At the end of the search the Student Name willibplayed.
5. Click on the student name to see the timetableeptarticular student.
. The empty ones (white box) indicate that the stugefiee during that
time.

. This option can be used to check your friends’ tabkes.

+ (- - #

1. Click on the Timetable module found in the SMS Hqrage
2. Choose the View Timetable option and Click View €table by Class
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. All the active classes in St. Francis will be desd.

4. Click on the Class you wanted and view the timetalblthe particular

class.

. This option can be used to check your classmatestable if you have

not chosen that subject.

1. To view categories of Items in Library:

a. Click on the Library Module found
in the SMS Home page and choose
Item Category option and choose
View Item Category option
All the categories of items available
in Library will be displayed.
Click on the Category name to view
more information about the particular
category.

2. To view all the items available in Library :

a. C
I

Page 18 of 20




the Library Module found in the SMS Home page endose
Items option and choose View ltems option.
To search for particular item, type the name ahite the search

box and press “Enter” key once

If the item you are searching for is found, itentl e displayed

and click on the item name to see more information.
If the item you are searching for is not found earor message

“No record found” will be displayed.
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