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To ADD a new Activity , click 
the "Add Activity" button.2
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From the left menu, choose 
Admin. Then select 
"Activities" to populate the 
list of activities currently 
offered at your school.

3 Name
Description (provide details)

Complete the information fields.

Add & Edit Activities

1

4
Click the arrows on the right to 
expand/collapse 3 other fields.

Craft a message to parents
Set the days & times activity is 

available
NOTE: You can only enroll students 

once the activity has been added, so you 
will come back to this screen to complete 
that step.
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Click the blue arrow next to 
"Additional Fields" to expand 
the box. 

Add & Edit Activities (continued)
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Use this list of "Additional 
Fields" descriptions to guide 
your customization of the 
new activity.
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To EDIT an existing Activity, 
click on the "pencil icon" next 
to the activity you want to 
edit to open it.
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When you finish customizing 
the activity, collapse the 
"Additional Fields.  Then click 
"Add Activity" at the bottom 
of the page.

9
Make any changes to the Activity, 
paying special attention to the 
notes below. Then, click "Update 
Activity Info."

Add & Edit Activities (continued)
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Change the date range for any activities 
that will be returning next year.

If an activity is returning next year, the 
students that are currently enrolled will 
remain enrolled.

You will need to manually remove any 
students who are not returning and enroll 
any new students in the Activity.
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If you want to clear students from 
a returning activity, DUPLICATE it 
and then edit as necessary.


