Tutorial 7: Using the Class Calendar

This tutorial explains how to view a week’s classes. The “Class Calendar” shows you
information about each class and allows you to add a new class, print schedules and
delete a class.
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From the Switchboard form, click on “Class Calendar.”

Step 1: Viewing Classes by Week
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To delete a class, select the class by clicking on it and then click on “Delete Class.” If no
class is selected, “Delete Class” is not available.
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Hide Empty Classes: hides classes with no students.

Hide Occupied Classes: hides classes with one or more students.




Step 2: Opening a Class from the Class Calendar
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' See Tutorial 4: Managing Classes



