WaKIDS Administrators guidance on child and class
data

This document is designed specifically for WaKIDS Administrators, providing
step-by-step instructions for common administrative tasks in GOLD®.

In this document you will find instructions for the following topics:

e Transferring Children (pg. 2)
e Archiving Children (pg. 3)
e Adding Classes to GOLD® (pg.4)
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Administrator Site / Tab
Transferring Children from a holding class

To transfer children, select SITES or CLASSES From the Action box, select MANAGE
from the ADMINISTRATION tab CHILDREN
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In the FILTER BY CLASS search box, type
HOLDING CLASS

Select any children to transfer, then select
TRANSFER
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Select GO next to the correct holding class
Select the classroom you are transferring

Clnsses the children to, select the purple colored
S band, then select CHANGE
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Administrator Site / Administrator Tab

Archiving Children

To archive children, select SITES or
CLASSES from the ADMINISTRATION tab
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Select GO next to a site or class

Classes
Add New Class | [ Classroom Import

Filter by class:
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From the Action box, select MANAGE
CHILDREN

Action w
Edit Detajls
View Chiviren
Manage Children
Add Child
Change Primary Teacher
Families
Delete

Select any children to archive, then
select ARCHIVE

Chid Name Dateol  Edt | Transier Archive Delete 5
Check Cheak/ Check/ b
Uncheck Al Unchock Al | Uncheck Al ’

‘Alima Robinson 9/3/2006 ;

Alyssa DiNicola 9/13/2006

Brad Allen 512612006 “

Brittany Miller 10/3/2006 3

Brynn Smith 8/13/2008 ;

Craig LaChance 51512006 @

Dan Attman 1/11/2006

Goradina Lackanan 115005 -

Hunter Stevens 211712006

Jamal Bryant 81312006

Kate Endrelunas 5/7/2006

Lexi Bondi 3/25/2006

Maria Lopsz 1011072006

Molly Parker 11/11/2006

Scott Hendrick 4/12/2008

Soluna McAdams 111112008

Tacia Williams 3/21/2006
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Administrator Site / Administrator Tab

Adding Classes

To add a class, select SITES from the From the pulldown menus, select
ADMINISTRATION tab PROGRAM, SITE, and TEACHER for the
class, and click SUBMIT
ADMINISTRATION ~ DOCUMENTATION CHECKPOINT PLANNIN
Organizations Please select a program, site, and teacher to continue:
Manage Children Frograms Program
Training Program :
Manage Users
Classes
Licanse Settings IEL U DU AL e s o une Tearn A GO Site
Training Site :
Teacher
Sabrina Day ¥
Click the gray ADD NEW CLASS button
Classes
Add Mew Class
Filter by Class:
Class A Classin
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Type in the name of the class, associate
any co-teachers or assistant teachers,
then select ADD.

Class Type *
Kindergarten

Class Name *
Kindergarten Class

Primary Teacher
WaKIDS training 01

Asst. Teacher 1

This user is a co-teacher H

Asst. Teacher 2

This user is a co-teacher H

Asst. Teacher 3

Asst. Teacher 4

Asst. Teacher 5

Assessment Tool *

GOLD

Class Identifier

Navigate back to the SITES page and
repeat for all classes in that site.
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