Adding Classes in A+

(Administrator’s Only)
CLASS MANAGEMENT WINDOW (2ND icon):  
· Right click on School name

· Click on Add Class

· Give each teacher a class name (needs a class name for each different set of students that is taught throughout the day ( i.e. .T. Edwards 1st period Science or in the elem. school…T. Edwards 1st Grade Reading) If a teacher has the same students all day he/she may only want one class name (i.e. Edwards 3rd grade class).

· Choose a grade level

· Make sure it says the name of your school in the bottom box.

· Click apply

· If you are adding more than one class go ahead and do this now. After adding the last class, click close to leave that screen.

· Click the key beside your school name and you should see the list of classes at your school.

· Right click on the class name you want to add students too

· Click assign users. 

· Make sure your school name is in the top box.

· Use drop down boxes to select student as user type and to choose grade. You may have to change the grade level to find all students. Use Control key to select several students at one time.

· Change the user type to teacher and assign teacher to class.

· Change the user type to administrator and assign an administrator to the class. You need to add your school administrators as well as the district system administrator which is found under Shelby Valley eighth grade. (Be sure you don’t forget this step)
· Click close

· Go to the Report Wizard in the top right corner and choose class roster from the dropdown box if you want to print a list of students in the class.

