End of Year Processing — Creating New Classes

**Please Note: This Process is Independent of Progression. Can be Completed at ANY POINT**

Step 1: Create New School Year and Terms

From main menu please select Configuration
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Once all Term have been Entered Select Save to Save your Changes
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Step 2: Copy Schedule

Select Scheduling from the Main Menu
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Select Copy Schedule
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continue

Confirmation once
Schedule is Copied

\4

/] Schedule successfully copied.

Click “X” to
Close




Step 3: Create Class Groups and Enroll Students

Select Group Enrollment from the Left Side Menu
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Group”
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Enter your Class Group Name i.e. “Class 1-A” and select “Save Name”. **Please note: A Class Group is required
for each Class Section**

— 2022-2023 v ::‘;E’Eftﬁrade S Preschool Elementary Middle School

P Auto-scheduling is disabled

Homeroom b
0De o M Class Group - CREATE NEW GROUP
Copy Schedule Backup/Restore  futo-create
Class Sections lzzzs Group Names
Class 1-A SAVE NAME gy Select Save

1 Name

Enter your Class
Group Name




Select the “Pencil” under Class List to add students to your Class Group
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You will now see your “Classes” included in the Class List. Check the “Students” to include in your Class Group
and select the “Single Add” arrow to add Students
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You will now see your “Students” included in the Student List. Select Save to Save your changes
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Step 4: Update Teachers Assigned to a Class (If needed)

**Pplease note: Teachers can only be Assigned to one Class at a time**



Once logged into FACTS please select Academics > Classes from the Left Side Menu
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