) School ALE BASICS FOR OFFICE STAFF

Before a scheduled class starts, and if students have not been enrolled, it can be fully removed from the system
and Deleted. Once the start date for a class has passed or students have been enrolled, the class can no longer be
deleted; it must be canceled. In order to Cancel a class, the corresponding Attendance, Weekly Contact, and/or
Monthly Progress records all must be removed. This can only be done from the Registrar Role. Once the class is
canceled, it will be hidden from the All Classes menus by default, not show for Attendance or My Classes for
teachers, and no longer appear for Registration on Student Schedules.

To cancel a class, open the Courses/Classes drop-down in the Registrar Role in the left-hand navigation menu,
then select All Classes. Select Cancel using the Row Actions & Options gear associated with the class.
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5 Substitutions

E Private Music Lessons - Piano Mon 12:0... ~ Mon (P. 1) 7:55 am - 8:45 am Mon 0 1

g parents Private Music Lessons - Piano Mon 11:0. Mon: 11:00 am - 11:25 am Mon 2 10 i i

g :0... D11 : Row Actions & Options

> Monitor Staff Private Music Lessons - Piano Mon 11:3... ~ Mon: 11:30 am - 11:55 am Mon 1 10

] Q View Details

g Superman Literature Mon: 10:00 pm - 10:55 pm Mon 3 10

“ Courses/Classes @ Clone

e Tammy Test Class (Test 2) Mon: 9:00 am - 9:55 am, Wed: ... Mon , Wed 1 10

E

2 Superman Literature Mon: 2:00 pm - 2:55 pm, Wed: ... ~ Mon, Wed 1 10 @ Delete

= X 8 Print Class Contact Info
Princess Literature (Zoom) Mon (P. 3) 9:45 am - 10:35 am, ...  Mon, Wed 4 10

g Tammy Test Class Mon: 1:00 pm - 2:00 pm, Tue: ... Mon, Tue, Wed, Thurs 5 10 0

= Prince Literature Tue: 9:00 am - 9:55 am, Thurs: ... Tue, Thurs 1 10 0
Private Music Lessons - Piano Mon 10:0... ~ Tue: 1:00 pm - 1:45 pm, Thurs:... ~ Tue, Thurs 2 10 0
Fairy Literature Tue: 3:00 pm - 3:55 pm, Thurs:...  Tue, Thurs 0 10 0

A warning will appear to confirm that this will unenroll students and cancel the class. Click Yes, Continue to
confirm this action, or click “x” to go back to the previous table.

This will unenroll all students and cancel the class. This cannot be undone. Are you sure?
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To Delete a class, use the Row Actions & Options gear associated with the class and select Delete.
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Class Class Meet Times Students Enrolled  Max Students Count on Waitlist ~ Class Descrit]
Monitor Staff . . . . . .

5
&
5 Courses/Classes #test (Cloned Apr 272020 10:28AM)  Mon(P. 1) 8:00AM - 8:55AM 0 9001 0 sdghjsdthsddfg
13
5 Al ngs *Algebra 1 Fri(P. 5) 1:00PM - 1:55PM, Mon... 3 1 2 Row Actions & Options
&

2019 Quarter 1 Class Mon(P. 3) 10:00AM - 10:55AM 0 10 0

Q View Details

2020/21 Class Tue(P. 2,P. 3) 9:00AM - 10:55A.. 2 30 ) @ Clone

2021 class 0 20 0 @ Delete
£ Alex M Test Class 2019-12-09 M {00AM - 8:55AM 2 / Edit
£ 12 on(P. 1) 8:00AM - 8:55 0 1 0
& Algebra 172 Mon(P. 1,P. 2,P.3) 8:00AM - 10.. 0 20 0

Student Learning Plans

A warning will appear to confirm that this will permanently delete the class, but this will not be done if there is
attached student data. Click Yes, Continue to confirm this action, or click “x” to go back to the previous table.

e

This will attempt to permanently delete this class. This cannot be done if there is any attached student

data. This cannot be undone. Are you sure?

Multiple classes can also be canceled or removed simultaneously by using the checkboxes at the left to choose
one or more classes. Use the Select Row Actions button at the top right to click Cancel Class(es).
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Ale Classes as Data Table @ Select Row Actions ~

Y A Remove Class Enroliments
Class Class Meet Times Weekday(s) Students Enrolled  Max Stud
* * x A . I
Private Music Lessons - Piano Mon 12:0... Mon (P. 1) 7:55 am - 8:45 am Mon 0 1 0
Private Music Lessons - Piano Mon 11:0... Mon: 11:00 am - 11:25 am Mon 2 10 o
& Private Music Lessons - Piano Mon 11:3... Mon: 11:30 am - 11:55 am Mon 1 10 0
Superman Literature Mon: 10:00 pm - 10:55 pm Mon 3 10 0
v Tammy Test Class (Test 2) Mon: 9:00 am - 9:55 am, Wed: ... Mon , Wed 1 10 0
Superman Literature Mon: 2:00 pm - 2:55 pm, Wed: ...  Mon, Wed 1 10 0
Princace | itaratiira (Zanm) Man (D 21 QAR am - 1028 am Man Wad 2 1n 1
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