Manage pupil details

Once you have loaded your pupil details, you can edit them by selecting 'Manage pupil
details'.
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Edit pupil details

Select the student you want to edit by ticking the box next to the 'Edit' button. This will bring
up the student profile for you to amend details as necessary.
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Click 'Save' once you have edited the details required.

Create a new pupil or class

Click on 'New' and select either 'Pupil’ or 'Class'.
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A box will appear for you to add the required information for a new pupil or class. Select
'Save' once done.



Delete a pupil record

Click on 'Delete' and choose 'Pupil'.
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You can then put a tick next to the candidates you want to delete in your current list.

Delete a class record

Click on 'Delete' and choose 'Class'.
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A box will appear and will ask you to select the class you want to delete from the drop-down
menu.
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Move a pupil into a new year group/class

Select the pupil you want to move to another class by clicking the tick box next to the 'Edit’
button.
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Choose either "Year Group' or 'Class'.
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You can then select where you want to transfer the pupil.

Move Year Group

You have selected 1 pupil{s).
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