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Class – Help Document



Group Date Wizard

This feature enables the dates of a whole group of students to be amended from a single screen…
(Also see help sheet SQL026 – Group Batch Update)
· Go to the group browse screen, highlight the group to be amended and select the Date Wizard button.

· The name of the group is listed in the header.

· The screen is split in to two sections:

Group Header – this displays the current Group Arrival & Departure dates.

Booking Details – this displays all elements of the student’s bookings.
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Example for use: 

A group has been delayed due to visa issues and will now be arriving a week later and departing a week later.

· Firstly, amend the Group Header details.

· Use the up arrow to amend the Weeks to 1

· You will notice the “New” arrival and departure dates have moved on by 1 week.
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Once the header dates have been updated you will notice that the booking dates are displayed in red. This indicates that they are not in line with the header dates and therefore, also require updating.

Firstly, work down the list of “New From” dates and click on the up arrow once to change each item to show Wks “1”

[image: image3.png]Autumn

{Bioup Headsr Gioup Detais
Adustment
%} New ‘Weeks  Days Agent | ABK Agent.
Growp AvivalDate | Sat | 220ct2011 | Sat 230ct2011 18 oE
Schaol Baumemauth Schosl
Group Departure Dale St |05Nov2011 | Sat | 12Nav 2011 18 oE
{Booking Detais

Woada e, e e oo, e L el e e e L e |
(SN Student ArDept 722/00/2011 2902011 1 Alw| 0 | v|05MNow/201 D5Now/201 0 Alv] 0 Al v]Agent
01 Fin | Canbidge Exam C 724/00/2011 31002011 T Alv| 0| 'v|04/MNow/201 04MNov/201 | 0Alv|  0Alv|Agent
01sBo | Canbidge 724/00/2011 31002011 1 Alv| 0| v|04/MNow20l 04Mov/201 | 0 Alv] 0Alv|
Class | Electve Cass 2 724/00/2011 31002011 1 Alv| 0/ v|04MNow/20l 04Mov/201 | 0Alv| 0Alv|

01 Fin | Generdl Engish 15 624/00/2011 31/0c2011 T Al'w| 0/ 'v|04/MNow/201 04MNov/201 | 0Alv|  0/Alv|Agent
01sBo | Genera Englsh 15 624/00/2011 31/0c2011 1 Alv| 0/ v|04/MNow/20l 04MNov/201 | 0Alv| 0Alv|
Class | Elestve Class 2 624/00/2011 3102011 1 Alv| 0/ v|04/MNow/20l 04MNov/201 | 0Alv| 0Alv|

[fce Fin Home Stay Single 722/00/2011 2902011 T Alw| 0/ v|05/MNow/20l 0Nov/201 | 0Alv|  0Alv|Agent
[Aco Bo | ZPAY- Home StayS |6 622/00/2011 29/0c/2011 1 Alv| 0/ v|05/MNow20l 0Nov/201 | 0Alv| 0Alv|
Transf | Stansiead o Accom B 7 22/000201 29002011 T[alv|  0alv] 0alv| 0[alv|Agent

B
B
B
B
B
B
B
B





Now work down the list of “New To” dates and click on the up arrow once to change each item to show Wks “1”
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All the dates should now be displayed in black.

“Prevent Refinancing of Bookings?” 

If you have organised a special group price with the agent we would recommend this is ticked to stop the finance from being recalculated.

Once happy with the dates select “Update Changes”

Select YES

This will work through the group and update all dates for all students.

Once the process is complete the new dates will be listed.

Select Exit.

For Information:
· Promotional items are not shown in the list but are automatically updated or cancelled by Class based on the promotion’s settings.  
· You do not have to amend all the dates, for example you may just want to amend the course finance and course booking dates under the Booking Details.  

· If a group is arriving and/or departing earlier use the down arrow to minus the number of weeks/days.
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