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Entering Information about a Parent or Student 
Conversation 

The Student Communications application can be used to document conversations held with parents 
and students. Information recorded in this application can be assigned to a specific category, such as 
parent conference. You can print information that is recorded in this application. 

Follow the steps below to enter information about a parent or student conversation. 

• Launch Zangle. Click on Communication Tracking. Select Student Communications. 
• Complete Steps A-F. Step A is shown below. Steps B-F are shown on the following pages. 

 

 
 
 
 

Upon opening this application the 
first student in the database is 
selected by default. 
 

Click Find or List to find the 
desired student. A 
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B 

IMPORTANT! Make sure that 
you have found the correct 
student before you proceed. 
 

This student has three prior 
communication records. 

Click Add. The Add 
Communication screen will 
appear. 

Select the appropriate 
communication type. 
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Enter notes about the 
communication in the 
Comments field. 

E 

Enter the Entry Date. The Entry Date is usually the date of 
the communication. By default today’s date is selected. 
If desired, enter the Outcome Date and Outcome. 
 

D 

Select the Participants tab. 
 F 

G Click the Add button. 
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Select the appropriate 
participant who was present. 
 

H 

Select the Default Role for the 
designated participant. 
 

I 

Note: 
Steps H, I and J can be 
repeated multiple times to 
include all Participants that are 
involved in this communication 
process.  

Click Add after each participant has been given 
a Default Role. 
 
Once all participants have been added, click 
Done.  

J 

Click Save. You will return to the 
main screen. Your entry will appear.  
 K 
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The comments you had entered 
for the communication type 
will displayed here.  

The Participants you had 
entered to include their roles 
are displayed here.  

Click Quit.  
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Printing Your Notes 

You can print the notes you recorded about a student in Student Communications. You can select a 
specific communication type and a date range for your report. 

Follow the steps below to print your notes from Student Communications. 

• Launch Zangle. Click on Communications Tracking. Click on Reports. Select Student 
Communication Report. 

• Complete Steps A-F. Steps A-C are shown below. Steps D-F are on the following page. 
 
 
 

 
 
 
 
 
 
 

Read the cover page. Then click the X to 
close it. The report is “underneath” it. D 

Click the Select tab to 
select which students (or 
communication types) you 
want to print.  

Click Quit.  
 

Click Quit.  
 

Click Quit.  
 

A 

B 

C 
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Preview the report. Then click the X to close 
the report. A print dialog box will appear. 

E 
Use the arrow to go to 
the next page. 

If you print the 
report, you may want 
to uncheck the Cover 
Page option  

Read the cover page. Then click the X to 
close it. The report is “underneath” it. F 


