
ADD A STUDENT TO A CLASS

1: Click on School from the Management menu at the top of the Main Screen
2: Select the All Children or All Adults option from the Student List tab.
3: Select a School Year on the upper left corner. You can set the selected
year as the Default year so next time you reopen the School, you would be
automatically working in that year.
4: Select a Class Type from the drop-down list next to the Update Enrollment
button located on the left of the screen.
5: Check the Enrolled In column of the Child to add (you can check as many
children as you desire).
6: In the Select Action Menu, Select Add Students to Current Class, then
Click the Update Enrollment button.
7: This will automatically enroll the students in the class type associated with
the appropriate class and year.
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Printing Options:

1: Lists of any class or all classes
2: Labels addressed to the children or labels addressed to the Parents of
3: Labels addresses to parents Names (no duplicates)
4: Letters addressed to Children
5: Letters Addressed to Parents (To Each Child)
6: Letters addressed to parents
7: Export all Lists and labels to text file(s).
8: Print any student details
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Additional method to add a student to a class.

1: Select the member, using the member list.
2: Click on the Family Member tab and select the student.
3: Click on this button
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select the class and school year, then click Add Student to Class.


