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1. Click the Select Center drop-down menu at the top of the window and select the
center for which to create classrooms.

2. Click the Tools menu and select Manage Classrooms. The Manage Classrooms

window opens.

3. Click Add New. The Add a New Classroom window opens.



. Click the Short Name box and enter a short name for this classroom.

. Click the Full Name box and enter the full name for this classroom.

. Click the Building Name and enter the name of the building that houses this
classroom, if applicable.

. Click Save.



