
 
Phoenix Gold – Family Update Form 
From time to time it is necessary for schools to check on the accuracy of the basic pupil data 
which is held within school systems.  This process normally requires the sending of letters to 
parents and/or guardians, allowing them to audit/verify the data.  On return school staff can 
then apply any changes to pupil records within Phoenix Gold. The Family Update Form 
enables this process to be standardised and streamlined. 
 
1. From Main Menu  go to Pupil Reports and click on Standard Reports 
 
2. Select Family Update form as shown below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Follow any displayed instructions and click Continue to complete your Pupil Selection. 
 
4. The following form will then be displayed. 
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Select 
pupils using 
one of 
these 
buttons 
 

Enter a date 

Select one of these options
[As shown below will open 
a box for you to enter your 
own text] 
Type here any message 
you want to include.  This 
will appear towards the top 
of the Family Update form. 

Finally tick the information 
types you would like 
included in the form 



 
5. Clicking Continue will then produce the Family Update Forms.  A sample is shown below. 
 
 


