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School Software

Forms — Hall Pass

This feature is used to create a printed pass for students to travel from the classroom to specific locations in
the building (not removals). Hall Passes do

nOt Inltlate nOtIflcatlonS- i If you select a school, your request will be reviewed only by staff at that school. If you do not select a school, anyone with permission
can approve.

To create a Hall Pass:  Select Schol B e ovmvaon | & svepran @) 4 suomitrequest |

1. Click the Forms tab.
2. Select Hall Pass. HALL PASS
3. The form will display suen: Sossione W w030 TrTIAT
Student ID:‘ Pade: |:|

4. Select the student from the drop-

down_ Send to (locations): [Select One a E

. Sender:
5. Select the Send to (locations). oncer: |
6. Select the time. Times: I@
OR

7. Click Submit Request. Specified Time: | |
8. The submittal confirmation screen will

d |Sp|ay *To create a pass to the clinic, please use the Clinic option on the Removal Form

Printing a Hall Pass

Make sure to print the pass and give it to the student. Your form has been submitted.

From the Confil’mation screen. —-’ Print Start New Request
1. Click the print button.

Viewing a Hall Pass

To View a list of hall passes you have submitted:

1. Click the History tab on the Hall Pass screen.
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