To Create Classes in STAR Reading By Duplicating Existing AR Classes

NOTE:  To do this, you must have the STAR management password.  The teacher password will not accomplish this task.  The rationale is preservation of the database.  Please do not give the management password to the teachers. They can accomplish their tasks without using the secure password.

	Step No.
	What You See
	What You Do

	1
	
	Go the “START” Menu

Find STAR Reading

     Choose STAR Reading-Management

	2
	STAR Reading Management Screen 
	Click on the screen once.  The password prompt will open.

Type in the STAR Management Password.

	3
	
	Click on “CLASSES”

	4
	STAR Reading Management Menu Screen
	Go to the tool bar at the top of the Menu Screen

Choose “CLASSES”

	5
	
	Scroll down and click on “Duplicate”

	6
	The Duplicate Class Wizard will appear on your screen.
	Read the instructions.

Click “NEXT”

	7
	“DUPLICATE CLASS OPTIONS” screen:
	Click on the bullet beside “Show me a list of available classes”

	8
	
	Click “NEXT”

	9
	“SELECT A CLASS TO DUPLICATE” screen:
	Choose the name of the class you wish to duplicate by clicking on it once.  

NOTE:  You cannot choose multiple classes; you will have to duplicate them one at a time.  Troublesome, but better to duplicate one at a time than to have to totally recreate them from scratch.

	
	
	Click “NEXT”

	10
	“EDIT DUPLICATE CLASS INFORMATION” Screen:
	You can choose to change the name of the class.  You will not be altering the class members, just the name.  The only thing I would suggest doing here is merely deleting the word “Copy” from the Name (of the class).  It just makes it look a little neater.

To do this, make sure the cursor is to the right of the y in copy, click once, and “Bk Sp” until the word copy is gone.

	11
	
	Click “NEXT”

	12
	“DUPLICATE CLASS ENROLLMENT” screen:
	Make sure the radio bullet is beside “Yes”

	13
	‘DUPLICATE CLASS SUMMARY” screen:
	Just review the information to make sure that it is correct.  If not, you can always click the “Back” button to go back to the screen on which you wish to make adjustments.

	14
	
	Click Finish

	
	To duplicate other/remaining classes, return to step number 4 until you have duplicated all classes.


