School

Administrator

Quick Reference Card

Create Filters - for this school ONLY
1. Manage Filters

2. Enter demographic Label

3. Add

4. Once labels are created, click Edit Choices to define options

5. Enter choice
6. Add; repeat until all choices are listed

used (up to 256 characters)
6. Add

Options
En_:l:.ll Option
Homeraom Teacher English
Choice
.J:\,;:u Ihis eption be wsible 1o sludents? > Yes M EE g — ? Eg
Mazimurm numbsr of aptiens is & FraZ Eener Eerme
6 Add Students to Class
1. Manage Classes tab
2. Manage Students in Classes link Class
3. Select the class (test & teacher name) Syt o AT T, TeachcBloch 1
4. Select students (check marks appear) Exvolled Students
5. Select e
[ Student, Test 123456789
[Soiect]
Select another Class
5 Add a Class Use this form to add classes.
1. Manage Classes tab -
2. Manage Classes link o T
3. Select Teacher 1 Fonchers Now Sovcind %
4. Select Class Type Toscher d Nor Soleciod =
5. Enter descriptor for Period i il e
Note: Letters, number and symbols can be Al

2 Add Teachers or Administrators

1. Manage Users tab

2. Manage Teachers/Administrators
link

3. Enter information in fields

4. Select user type

5. Add

Sk a i st 4 Tohem

Batch Enroll Students — ~__—

1. Upload Data Tab

2. Upload Students link

3. Click Browse; Select csv file

4. Click Send file

5. Upload results appear — list of
students Added

Note: If error appears, open file and correct

problems

Back to Main Menu
TCA

Data format for loading student data

Upload this fle of student nformation:
Browse.
Zend File

Add Students

1.

Manage Users tab

. Manage Students link

Add a Student link

2
3.
4. Enter information use

drop downs for filters

Add

Student Number {

[Add|
| Bockio SwdemLis




