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Exercise  1:  Create your school classes 
 

• At the Main menu—Press Settings - Create New Class 

• Choose Class Category, Class Level 

• Write Class Name 

• Select No. of Students 

• Press Save 
 
 
Repeat the procedure for the rest of the classes 
 

Edit Class 
 

Press Edit Class at the Main Menu 
• Press Edit—Choose Class  
 
• Press Hide/Archive— choose class 

CREATE CLASS  Create Class means -       

Creating classes involved in       

teaching and learning. It has 

a name and the number of 

students in each level.  

Read the information and 
watch the video clip before 
you begin to do the         
exercise. 
You may also refer to the 
Help Menu. 
  
 

 If you are the first user 
in your institution, you 
need to create classes 
(all  classes in the  same   
institution).  

Edit Class: Purpose 

 To edit number of 
students 

 To correct spelling 
of the class name 

 
Hide/Archive: Purpose 

 It has not been used 
for the current 
school  session. 

To Retrieve: 
 Press “List          

Archived Class” 
button 

 Press Show at the 
specific class 

 
Congratulations ! you have  

completed this Module. 

Now you are ready to move 

to the next module. 


