Tutorial 3: Adding a New Student Record

This tutorial explains how to add a new student. A student can be added either from the
Switchboard form or directly from a class or workshop. To add a student from a class or
workshop, go to step 7.

To add a student from the Switchboard, click on “New Student.”
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Step 1: Enter Student Details

The student’s first and last name are the only required fields. Other fields are optional,
including:
e “Birthday” is a pop-up calendar from which you choose the date.
e “Do Not Contact” allows you to exclude the student from all email
communications
e “Medical Notes” records important medical information about the student that
will be displayed every time the student is signed in to a class.
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Step 2: Create the Student Record

Once you have clicked on “Create Student” the form will expand allowing you to enter
more information using the tabs Notes', Passes, Student Account, Purchase History,
Deferred Payment, Student Card and Classes.
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Step 3: Add a Membership or Passcard =

/ Show Expired Pass:es
1. Click on the Passes tab.
2. Click on Add Pass. ‘ 
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3. On the New Pass form, from Type of Pass choose either Pass Card or Membership
(these must have been set up previously either through the setup wizard or via the
Administration area).
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4. From the menu to the right, choose the desired pass.
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5. The form will expand to allow the student to “Pay Now”.

! See step 5 in this Tutorial
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Step 4: Add a Note
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2. Click on “New Note” to enter a new note about this —
student.

3. Select who the note is By and To and write your note in the box.
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4. Choose “Save” or “Cancel.”

Step 5: Save the New Student Record
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To save the information, click “Done” in the top right corner.

* See tutorial 9 for information about retail or tutorial 2 for information on how to set up your pass cards &
memberships.



Step 6: Open the New Student Form from a Class or Workshop

There are two ways to get to a new student form—by adding a student to a specific class

or adding a student without specifying a class.

To add a student to a class.

1. From the classes listed, click on the class to which you would like to add a student.

2. Enter the
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See Step 2 above for details on how to enter the
student’s information on the New Student form.
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