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Class – Help Document



Problem:

· A student is not included in a Course Booking Quick Report

· A student is not listed to be classed.  

Things to check: 

· Check the students’ course to ensure it is booked correctly.

To do this, double click on the course line as indicated by the arrow in the diagram below.

· Check that there is a Course Booking attached in the middle section of the screen.  If it is blank as shown in the red highlighted area below, click on Add and choose the correct course from the list.
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Question: why was the course not booked automatically?

· Go to Maintenance/Settings> Maintenance...

· Highlight the course price item. 

· Under the heading called ‘Course’ there should be a course name listed.

If this is blank as shown against “Intensive English Course” the student course will not be attached.
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Double click on the price item to see the “Course Defaults/Selections” is blank.
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Select “Create New Course” 
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Select “OK” 
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