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How To Guide - Sorting Classes
The set of classes in a school can be sorted by dragging and dropping the records in the "Classes" list.
1. [bookmark: _GoBack]Go to the "ADMINISTRATION" tab => select "Classes".
2. The classes can be moved by moving the mouse over a class and clicking and holding the row while moving the mouse to drag the row up or down in the list.
3. When all the classes have been dragged to the correct location you are done as the row sort is saved automatically.
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