
HOW TO ADD STUDENTS 

TO ONE OF YOUR FOLDERS

(Windows and MacOS)

Note: The screenshots in this tutorial are from the Windows version but the 

process applies to the MacOS version as well.



1. Select the class folder 

2. Click on the appropriate term

3. Click Create New Student file
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Either enter the student manually or from the schoolwide data file.



This is what it looks like if you choose Enter Manually.

Fill out the information in the spaces below and click

SAVE New Student File.

The new student has now been added.



This is what it looks like if you choose Get student info from a 

Schoolwide data file.

Check off the names of the student(s) you want to add

and then click Proceed.


