New School Year Procedures for Orchard

Unenroll students from classes

1. Login in as teacher by typing teacher the login box and click OK.
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2. Enter the password and click OK.
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3. Select a class by clicking on a class name.
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4. If prompted, enter the password for the class and click OK.
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5. A Teacher window will appear. Click on the Students tab.
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6. Click on Class Enrollment.
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Burgess, Travis
Cheek, Brnttany
Churton, Brandon
Clayton. Chandra
Duckett, Anissa
Finnell, Dillon
Harden, Dakota
Henry, Clifton
Maloney. Megan
Moore. Heather
Muir, Andrew
Rochester, Lexus
Sliger. Keisha
Teffeteller. Sarah
Thomas. Bryson
Tingley, Dustin
Withrow, Lucius
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7. Click on student(s) you want to remove from the class. In most cases, you will remove all of
them. You can select multiple students by clicking on each of the names. Click the Remove

button.
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Andrews, Sam
Burgess, Travis
Cheek, Brittany
Churton, Brandon

Duckett, Anissa
Finnell, Dillon
Harden, Dakota
Henry. Clifton
Maloney. Megan
Moore, Heather
Muir, Andrew
Rochester, Lexus
Shiger. Keisha
Teffeteller, Sarah
Thomas. Bryson
Tinzley, Dustin
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Adams, Lauren
Akerz, Haley
Anderson, Alexis
Anderson, Deanna
Anderson, Zack
Andrews, Sam
Armour, Charlie
Arp. Cody
Badgley. Shayla
Baker. Bryson
Baker, Shyann
Barker, Gunner
Barker. Jacob
Bames. Christopher
Bamnes. Elizabeth
Barmrett, Brianne
Bamett, TaKota
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Enroll students into classes.

Follow steps 1 — 6 in the Unenroll students from classes instructions above.

7. Select students from the Master Student List. You can select multiple students by
clicking on each of the names. Click the Add button to enroll them into the class.

Removing old classes (due to teacher retirement or other reasons)

Follow steps 1 — 4 in the Unenroll students from classes instructions.

5. Make sure you are on the Classes tab and click the Delete Class button.

Delete Class

Adding a new class
1. Login as teacher by typing teacher in the login box and click OK.
2. Type in the password and click OK.

3. Click on the New Class button.

Mew Clazs

4. Enter the teacher name.

Mews Class
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Enter new class name:

Enter clazs password:

Enter password again:
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5. Enter a class password in both of the remaining field boxes.

6. Click OK.



Adding a new student

1. Login as administrator by typing administrator in the login box and click OK.

®rchard

Please enter your login name:

‘ administrator ‘

Meigs South Elementary School

2. Enter the password and click OK.

ir login ne

Cancel 1] .4 |

3. Click on the New Student button.
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4. Enter the Last Name, First Name, Login Name, and Password in the appropriate field

boxes.
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5. Click on the Next button to add more students or click on the Done button to finish
adding students.

Deleting a student and their records

# WARNING! THIS STEP WILL PERMANENTLY ERASE A STUDENT AND THEIR
RECORDS FROM THE ORCHARD DATABASE ****

1. Login as administrator by typing administrator in the login box and click OK.

®rchard

Please enter your login name:

7 Login

‘ administrator ‘

Meigs South Elementary School

2. Enter the password and click OK.
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3. Click on the Delete Students button.

Delete Students

4. Select students from the list by clicking on their names. A check mark will indicate the
students that you have selected.

Delete Students i

Select the students you would like to delete from your
Orchard databaze.
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5. Click OK.
6. A Warning window will appear to make sure that you want to delete the selected
student(s) and their records. Click OK.
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