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How To Guide - Verifying Students
Verifying students is an optional step in the application.  Once a student is verified the parent can no longer change the student's class which ensures that the meals will be delivered to the correct class.
If your school offers class lists for parents, the parent will be able to access the class lists once the student is verified.
If you do not wish to worry about verifying students, edit the "Application Profile" and set the "Default Student or Participant Status" to "Verified" and all students will be set to "Verified" as they are entered into the system.
1. Go to "ADMINISTRATION" tab => "Classes".
2. [image: ]Click on the "Class Students" icon to view the students in the class. 
3. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\edit.png]From this screen you can click the "pencil" icon to edit any students who are not in this class.
4. [bookmark: _GoBack]If all the students listed are in their correct class, scroll to the bottom of the page and click the "Set All to Verified" button.
This will update all the students in this class.  Repeat for each class.		
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