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Please note: screen shots in this guide are from a previous year  
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STEP 1  

Adding Your Next Academic Year  

School > School Structure > School Year Setup  

 

• Click on the 1. Academic Calendar  option  

 

 

 

 

 

• The start date will already be filled in for you –  this is the next day after your previous year.    
• Enter your End Date  as 31st August 202 7 
• Click on the green Create Academic Year  button 
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Setting Up the Academic Calendar (Adding Terms & Holidays)  

School > School Structure > School Year Setup > Academic Calendar  

 

• Within the Terms area, click on the green Add  
button  

 

• Add in a Term Name  
• Add in a Short Term Name  
• Add your Start Date  
• Add your End Date  
• Click on the green Add Term  button 

Note:  if you use helloData , keep the term names the same as last year  

• Repeat this process for the Spring Term  and Summer Term  
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You will now be left with some dates showing in red, which we will mark as Holidays  

 

 

 

 

 

 

 

 

 

 

 

 

• Within the Holidays area, click on the 
green Add  button  
 

• Add in a Holiday Name  
• Select the Holiday Type  as  Half Term  
• Add your Start Date  
• Add your End Date  
• Click on the green Add Academic 

Holiday  button 

Repeat this process for the Spring Half Term  and Summer Half Term  

 

 

 

 

Next we are going to add in the School 
Holidays  
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• Click on the green Add  button  

 

• Add in a Holiday Name  
• Select the Holiday Type  as Vacation  
• Add your Start Date  
• Add your End Date  
• Click on the green Add Academic 

Holiday  button 

 

Repeat this process for the Easter Holidays  and Summer Holidays  

 

 

 

 

 

 

You can add any INSET days in the same way   
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• When you have finished adding all 
of your dates, the screen will look 
like this and you should no longer 
have any dates in red  

 

• If you are happy with the calendar, 
click on the green Mark Calendar as 
Complete  button 

 
 
 
 
 
 
 
 

A review screen will appear (as shown here ) 

 

 

• Click on the green Mark as Complete  button 

 

 

NOTE:  If you do not do this step, you will not be able 
to proceed with the rest of the New Year Setup  

 

 

 

 

 

Step 1 is now complete  
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STEP 2  

Off Roll Leavers  

School > School Structure > School Year Setup  > Off -Roll Leavers  

Off-Roll Leavers setup steps are optional. You can Skip this step to review later.  

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click on the Off -Roll Leavers  Section   

 

 

 

 

 

 

 

• Select Year 6  from the slide out  
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• A list of Year 6 pupils will be listed,  ensure they 
are all ticked  

• Add in the Leaving Date  
• Add in the Leaving Reason  
• Click on the green Process Leavers  button 

 
 
 
 
 
 
NOTE:  If the Leaving Reason is different for some 
students, for example, they go to an Independent 
school or their destination is Unknown, you will have 
to change these individually.  
 
 
 
 
 
 
 
 
 
To change the Leaving Reason:  
 
• Click onto the students Leaving 

Reason  
• Click on the orange Edit  button 
• Change the Leaving Reason , 

e.g. In year transfer –  
Independent School  

• Click on the green Save 
Changes  button 
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The destination school can now be added to the 
students, to do that:  

• Tick the students  that are all going to the 
same destination school  

• Click on the green Bulk Action  button 
• Click on Set Destination School  

 

 

 

 

 

 

• Select a Destination School  from the drop 
down list  

• Add in an Expected Entry Date  
• Click on the green Set Destination School  

button 
• Repeat this until all Leavers have a 

destination school  

 

NOTE:   See page 14 for instructions on how to Add a 
new Destination School  
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Generating CTF’s for Leavers  

School > School Structure > School Year Setup > Off -Roll Leavers  

Once all the leavers have had a Destination assigned, you can generate the CTF Files for the Schools .   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• At the bottom of the Leavers students list, you will find the Leavers Area , where the school CTF 
files can be created from  
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• Click on the first School  you want to generate the 
CTF file for   

• Select the Destination  
• Click on the green Next  button 

 

 

 

• Select the Destination LA  from the list  
• Select the School  from the list  
• Ensure the correct pupil have been selected, 

remove any ticks if necessary  
• Click on the green Create CTF  button 
• A warning message is displayed (as shown below)  
• Click the green Yes  button to confirm  

   

 

 

 

 

 

 

 

• When the file is ready, you will receive a Notification  
• Click on the Notification Bell  
• Click on the Message  informing you the CTF File is 

ready  

 

• When the slide out appears, click on the green Download  button and the CTF file will be saved 
to your computer  

• Click on the Back  button to close the slide out  
• Repeat this for all other CTF Files  
• When you are ready, click on the green Mark as Complete  button 

 

Step 2 is now complete  
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Adding a New Educational Institution  

School > Linked Organisations > Educational Institutions  

 

 

 

 

 

 

 

 

 

 

• Click on the green Create New Education 
Institution button (top right corner)   

• Type in the name  of the new educational 
institution 

• Type in the short name  of the new 
educational institution  

• Click on the green Add new educational 
institution  button  

 

• To edit the new Educational Institution,  Click on 
the New Education Institution   

• Click into each section and fill in the following 
fields:  

 Local Authority  
 Establishment Number  
 URN  
 UKPRN  
 School Phase  
 Governance type  
 Address  
 Telephone Number  

NOTE:  All of this information can be found on the Get 
Information about School Website  

https://get-information-schools.service.gov.uk/  

 

https://get-information-schools.service.gov.uk/
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STEP 3  

Year Groups and Registration Forms  

School > School Structure > New Year Setup  > Year Groups & Registration Forms  

This next step is where we setup the Year Groups and Registration Forms for the next year.  This step 
is required but you can return to it once completed to make further changes.  

 

 

 

 

 

 

 

 

 

3a. Copy Year Groups & Registration Forms  

First, we must choose which year groups and registration 
forms to copy over to next year.  Don’t worry if your 
registration forms will have different names next year.  Just 
copy the number of forms you will need, then change the 
name later.  

 

 

• Click on the option 3a. Copy year groups and 
registration forms   

• Tick the Year groups and Registration Forms you want 
to copy  

• Click on the green Copy Year Groups  button 
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• You will then see the copied Year Groups and Registration Forms in the Review area  

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:   Each Registration Form will have an Academic Year and Year Group set ting.  Click on each 
registration form to ensure these are set correctly  
 
 
Resolving students without an enrolment  
 
If you have students who were not assigned 
a year group this academic year, they will not 
have been promoted to the next year group 
during step 2.  Instead, they will appear in 
the Review  section (as shown here)  
 
If they are attending your school next year, 
you will need to add them to a year group 
and registration form.  
 

• Click the Student’s Name  to visit their 
profile  
 

• First, change the Academic Year  to 
next year.  
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• In the Enrolments section, click  the green 

Add  button  
• Select the Enrolment mode  
• Select the Attendance pattern  
• Select the Year Group  for next year  
• Select the Registration form  for next year  
• Click on the green Enrol Student  button 

 
 
 
 

Return to School > School Structure > New School 
Year > 3. Year Groups and registration Forms  
 
That Student will now not appear in the Review 
section.  Repeat this process for all remaining students 
that appear.  
 
 
 
 

3b. Assign tutors to year groups and registration 
forms  

 

 

• Click on the option 3b. Assign tutors to year groups 
and registration forms  

• Assign a Tutor  to each Year and Registration forms 
Tutor by choosing from the drop down lists  

 

• Click on the green Assign Tutors  button when finished  
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3c. Promote Year Groups Students  

• Click on the option 3c. Promote Year Group 
Students  

• Choose which year groups to promote  
students into.  

• Click on the green Promote  button 

NOTE:  

If only some students are moving up (such as for 
nursery), promote the whole year. You can then move 
the students who are remaining in nursery back in the 
‘tweak’ step later.  

If you’ll be splitting classes, promote the whole year. 
You can then move the students who will be in a 
different class in the ‘tweak’ step later.  

 

 

3d. Enrol Applicants  

In this step, you’ll be able to enrol your 
Applicants into Registration Forms and year 
groups, as you’ve now set them up.  

If you haven’t yet added your applicants to 
Arbor and finished processing them, you won’t 
be able to enrol them yet. When you click 
the 4. Enrol Applicants  option, you’ll see this 
message.  

See the Admissions - Offers Day Guide on how to add Applicants into Arbor  

Once all Applicants has accepted their offers, you can proceed with this step  

 

 

• Click on the option 3d. Enrol Applicants  
• Tick the Applicants  you want to enrol  
• Click on the green Enrol Applicants  button 
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3e. Review and tweak Year Groups enrolments  

The next step is to make any changes (if necessary) to the year group a student has been 
automatically promoted to. This is an optional step.  

• Click on the option 3e. Review and tweak Year Group enrolments  

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click in the Year Group column against a student  
• Select the Year Group the student will be in next year (as shown here)  

 
 
 
 

 

 

 

• Or select multiple rows and use the  Bulk action  button to change the student's year group  
• Click the  Back  button to return to the New School Year Setup.  
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3f. Promote Registration Form Students  

 

• Click on the option 3f. Promote Registration 
Form Students   

 

• Choose which year groups to promote  students 
into. 

 

• Click on the green Promote  button 

 

• Once promoted, the registration forms will look 
like this  
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3g. Review and tweak registration Form enrolments  

 
• Click on the option 3g. Review and tweak 

registration form enrolments   
 

• Select the Year Group  you wish to make 
changes to  
 
 
 

• Click on the cell  
containing the registration 
from information and a 
drop -down will appear 
offering the choices of 
classes for their year 
group  
 

• Select the class  you wish 
to move them to  

 
 
NOTE:  You are able to select 
multiple rows by clicking and 
dragging and then you are able 
to use the  Bulk action  button to 
change the student's registration 
form. 

 

 

 

• Select the 
cells  to fill in 

• Click on the green Bulk action  button 
• Select the Bulk Fill  option  
• Select the New Value  with the registration form you wish 

to apply to those students  
• Click on the green Submit  button 

Repeat this process for all Year groups until you have made all 
the students changes to their registration form  

• Click on the <<Back  button to return to the Year Groups 
and Registration Forms screen  

• When ready, click on the green Mark as complete  button 
 
 
Step 3 is now complete  
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STEP 4  

Custom Groups  

School > School Structure > School Year Setup > Custom Groups  

In this area you can copy or creating Custom Groups for the upcoming academic year as part of the 
New School Year Setup process.  
 
You are able to  copy existing groups, add new ones, and edit or delete groups as needed.  

This step is Optional , so if you either do not want to copy any existing custom groups or create any 
new custom groups, you should click on the green Mark as Complete  button. 

 

 

 

 

 

 

 

 

NOTE:   If this step is ‘Locked ’, you will need to go back to the Academic Calendar step and click Mark 
as Complete  

If you don’t currently use custom groups but want to next year, you won’t be able to copy them over.  
You will have to add then in next year in School > School Structure > Custom Groups  
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Copy any existing custom groups  

• Click on the Custom Groups  option  
  

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

• Click on the Copy custom groups from 202 5/202 6  option   
 
A list of all custom groups in your current year will be listed in the slide out  
 

• Here you can select  
 

• which groups you would not like to copy 
over  

• which groups you would like to copy over 
with no student enrolments  

• which groups you would like to copy over 
completely, including the students who are 
enrolled in the group.  
 

• When you have made all your choices, click on the 
green Copy Custom Groups  button 
 
 

 
 
NOTE:  When selecting  Copy Group and Members : 
 

• Custom groups where students, staff or guardians have been added manually will have the 
people in the custom group copied over.  
 

• Where they’ve been added using  Automatic Membership Criteria , the people will be copied 
over, but the automatic membership criteria will NOT be. This means that to keep the custom 
group updated, you'll need to  add the Automatic Membership Criteria again. This is because 
Automatic Membership Criteria are based on in formation for a specific academic year.  
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Add a New custom group  

• Click on the green Add button in the Review  section  
  

 
 
 
 
 
 
 

 
 
 
 
 
 

 
• Add in the Group name  
• Add in the Description  
• Choose if it will contain Students  
• Choose if it will contain Guardians  
• Choose if it will contain Staff  
• Click on the green Create custom group  

button 
 
 
 
 
 

• When you are happy that this section is now complete, click on the green Mark as complete  
button 

 
 
Step 4 is now complete  
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STEP 5  

Houses  

The next step is to copy your Houses over to the next academic year.  This step is Optional.  

NOTE:   If this step is ‘ Locked’ , you will need to go back to the Academic Calendar step and click Mark 
as Complete  

If you don’t currently use houses or do not want to copy this year’s houses over, then click on the 
green Mark as complete  button and move onto the next step.  

 

School > School Structure > School Year Setup > Houses  

• Click on the Houses  option  
• Click on the Copy houses and house enrolments  option   
• Tick which Houses  you want to copy over to the new academic year  
• Click on the green Copy  button 

 

 
 
 
 

• When you are happy that this section is now complete, click on the green Mark as complete  
button 
 

Step 5 is now complete  



26 
 

STEP 6  

Registers  
 

 

If you have nursery children at your school, you will need to schedule the registers for them first.  
Because your students may not be attending full time, you will need to schedule registration forms and 
enrol your nursery students into them differently, depending on whether they attend during the same 
times every day or not.  

Scheduling your Nursery registers  

There are two ways of making sure students appear in the right registers only - using enrolments or 
using Attendance Patterns. Here are some details about each below:  

Option 1 - Manage registers through enrolments  
New students must be enrolled in their lessons.  
 
On our  Students > Enrolment > Courses > Bulk Enrolment  page, you can enrol students into the right 
registers, add an end date if their enrolment will be changing and see what registers students are 
enrolled in at any point in the year.  
 
Option 2 - Use Attendance Patterns if students attend the same times every day of the 
week  
 
Using the Attendance Pattern method, you can include students in all morning roll call registers, all 
afternoon roll call registers, or both morning and afternoon roll -call registers.  
 
For most schools, we recommend option 1  instead, as you cannot use Attendance Patterns for 
students who do not attend during the same times every day of the week. For example, a student 
attends all day Monday -Wednesday but doesn't attend Thursday or Friday, or a student attends 
afternoon only o n Monday and mornings the rest of the week.  
 
Can we use a combination of the two options?  
 
We don't recommend using a combination of options 1 and 2, as this process can be hard to 
manage.   
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• Click on the option A Schedule Sessions from Registration Forms  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Tick the boxes  to the left of the Nursery registration forms  
(as shown above)  

• Click on the green Bulk action  button  
• Select the Schedule Registration Forms  option  
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• Enter  in the Morning start time  

 
• Enter in the Morning end time  

 

• Enter in the Afternoon start time  
 

• Enter in the Afternoon end time  
 

• In the Use attendance pattern  box, 
select the option Use bulk enrolment 
screen to manage nursery enrolment  
 

• Click on the green Schedule 
Registration Forms  button 
 

• Confirm again by clicking on the green 
Schedule  button 
 

• The status then changes to Already 
Timetabled  

 
 
 
 
 
 
 
Within the Review Registers area, you will then see registers for each nursery registration form (as 
shown here)  
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For your NAM Registers , you will need to remove the afternoon registers as these will not exist  
 

• Click on the first register to remove  
• Click on the red Delete Course  button 
• Confirm again by clicking on the red Delete 

Course button 
• Repeat this for all other PM sessions for the 

NAM Course  
• Once finished, you should have a setup like 

this (see below)  
 
 
 
 
 
 
 
 
 
 
 
 
For your NPM registers , you will need to remove the morning registers as these will not exist  
 
Repeat the above process to remove them and you should be left with a setup like this (as shown 
below)  
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NOTE:   If you have Nursery pupils who have not yet been enrolled into a registration form, then you 
will see an orange Nursery bilk enrolment button above the review Registers section  
 
 
 
 
 
 
 
 

• Click on the orange Nursery bulk enrolment  button 
 

NOTE:   If you were to use the menus to get to this area, the path for this is Students > Enrolment > 
Academic > Courses > Bulk Enrolment  
 
 

• Tick the box next to the 
students  who will go into the 
same nursery registration form  
 

• Click on the green Bulk action  
button 

 
• Select the option Bulk enrol 

students  
 

• Select the  Start date  
 

• Select the  End date  
 

• In the Enrol in courses  box, select each weekly 
session the students will be attending  
 
EXMAPLE:   This image show  the students enrolling 
in the NAM registration form for the whole week  
 

• Click on the green Enrol Students  button 
 

Repeat this process if you have NPM and NFT 
registration forms  
 
 
 
Return to the School Year Setup area  
School > School Structure > School Year Setup > 
Registers  
 
 
 
NOTE:  The  orange Nursery bulk enrolment  will now have disappeared if you have assigned all 
nursery students to courses   
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Scheduling your Reception registers  
 
School > School Structure > School Year Setup > Registers  
 

• Click on the option A Schedule Sessions from Registration Forms  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Tick the boxes  to the left of the Reception registration forms  
(as shown above)   

• Click on the green Bulk action  button  
• Select the Schedule Registration Forms  option  

 
 
 
 
 

• Enter in the Morning start time  
 

• Enter in the Morning end time  
 

• Enter in the Afternoon start time  
 

• Enter in the Afternoon end time  
 

• In the Create separate modules per 
day for reception classes?  box, select 
the option No, we will not be using 
attendance patterns  
 

• Click on the green Schedule 
Registration Forms  button 
 

• Confirm again by clicking on the green 
Schedule  button 
 

• The status then changes to Already 
Timetabled  
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Scheduling your Year 1 to Year 6 registers  
 
School > School Structure > School Year Setup > Registers  
 

• Click on the option A Schedule Sessions from Registration Forms  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Tick the boxes  to the left of the Y1 to Y6 registration forms  (as 
shown above)   

• Click on the green Bulk action  button  
• Select the Schedule Registration Forms  option  

 
 
 
 
 

• Enter in the Morning start time  
 

• Enter in the Morning end time  
 

• Enter in the Afternoon start time  
 

• Enter in the Afternoon end time  
 

• Click on the green Schedule Registration 
Forms  button 
 

• Confirm again by clicking on the green 
Schedule  button 
 

• The status then changes to Already 
Timetabled  
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• Click on the Registers option on the left side menu and you will be returned to the Registers 
overview (as shown below)  
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Changing Registration Form Names  
 
School > School Structure > School Year Setup > Registers  
 

• Click on the option A Schedule Sessions from Registration Forms  
• Scroll down until you see the  Review Registers area (as shown on previous page)  

 
 

• Click into a Registration form  
• Click in the Course name   
• Change the Course name  if 

required  
• Click on the green Save 

Changes  button 
 

 
 
 

 
 
 
 

 
NOTE:   While you are in this area, also check that a Year Group has been assigned.  If not then click 
on the Year Group and select the appropriate Year, then Save Changes  
 
 

• Click on the back arrow  to return to the Registers overview area  
 

• Repeat for all other registration forms you wish to change the name for  
 
 
NOTE:  You can check that your registers are ready for the 
next academic by going to Students > Attendance > 
Registers > Registers By  Date .  Click on the calendar and 
select the first day of term , click on the green  Change 
Date  button.  The registers will be displayed here  
 
 
 
 

• When you are happy that this section is now 
complete, click on the green Mark as complete  
button 
 

Step 6  is now complete  
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STEP 7  

Meals  
 

 
 
The next step is to copy over your Meals Setup for the next academic year.  This step is optional.  
 
1. Copy Meals and Meal Provisions   
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• Click on the 1. Copy Meals and Meal Provisions  
option  
 

 
 

 
 
 

• Tick which Meal Setup and Provisions  that you 
require  

• Click on the green Copy button 
 

 
 
 
 
 
 
 
 
 
 
2. Copy Meal Sittings and Attendees   
 
 
 
NOTE:  Depending on your setup, you may have to go through option 2. Copy Meals Sittings and 
Attendees .  In my example it has already copied these as I only have 1 sitting.  
 
 
 

• Click on step 2. Copy Meals Sittings and 
Attendees   
 

• Tick the meal sittings and attendees you would 
like to copy and untick the ones that should not 
be copied.   
 

• Click on the green Copy Meal Sittings  button 

 

 

NOTE: If you do not copy the sitting timetable or at least one sitting attendee group, the sitting itself 
will not be copied.  It is recommend copying over your attendees to make sure teachers can access 
the Meal Register for their classes.   
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3. Copy Meal Prices   
 
NOTE:   Depending on your setup, you may have to go through option 3. Copy Meal Prices .  In my 
example, this setup has already been copied and completed.  
 
 

• Click on step 3. Copy Meals Prices   
 

• Tick the meal prices you would like to copy and 
untick the ones you would like to discard.  
 

• Click on the green Copy Meal Prices  button  
 

• You may have to review some prices.  If so, these 
will be shown in the Review area (as shown 
below)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Click on the Meal Provision  you wish to edit  
• Select a Price category name  
• Type in the Price  
• Select the VAT rate  
• Select if it applies to Students or Staff  
• Select the specific groups  
• Set your dates  
• Click on the green Set Price  (if this is the only 

one or on the green Set Price & Add Another 
button 
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EXAMPLE:  Here is an example of the same  
Cold Lunch but for FSM students  

   
 
 
 
 
Repeat this process until all Prices have been 
resolved .  When finished, your setup may look 
something like this  
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4. Copy Meal Choices   
 
NOTE: This step is optional  and will depend on 
whether you want meal registers to be pre -filled 
with student’s regular meal choices.  
 
If you do,  

• Click on step 4. Copy Meals Choices   
• Click on the green Copy Meal Choices  

button 

 

Check you  will have meal registers in September  

You  will need to make sure you’ve set up meals correctly to ensure you’ll be able to select student’s 
meal choices in the Meal Registers. If you have not yet set your attendees for meals, your meal register 
will be blank.  

To fix this:  

School > Meals > Setup  

• Select the next academic year  from 
the drop -down menu  
 
 
 
 

• Click into  Attendees  option  

 

• Go to the  Automatic Group 
Attendees  tab 
 
 

• Click on the green Add  button to add students   
• Select all the registration forms to add to the meal  
• C lick  on the green Add Automatic Attendees  

button 

This will th en generate your meal registers  

Return to School > School Structure > School Year 
Setup > Meals   

• Click on the green Mark as complete  button 

Step 7 is now complete  
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STEP 8  
Interventions  

The next step is to copy over your Interventions for the next academic year.  This step is optional.  

NOTE:  If you want to copy over or create interventions, follow the instructions below.   If you don't, 
want to do this then click  on the green Mark as Complete  button 

 

 

Copy Interventions  
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• Click on the 1. Copy Intervention  option   
 

• Tick the interventions  you woul d like to copy over 
to next year  

 
• C lick  on the green Copy Interventions  button 

 

 

 

 

Edit  Intervention s  

• Click on an intervention  to edit within 
the Review area  
 

• You’ll need to then complete the 
intervention setup to create intervention 
groups, add students and  schedule 
intervention sessions  

 

• Return to School > School Structure > School Year Setup > Interventions  

• When you are happy that this section is complete, click the green  Mark as Complete  button 

Step 8 is now complete  


