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How To Guide - Creating a Schedule for Selected Classes
[bookmark: _GoBack]Please refer to the How to Guide "Creating a Schedule" for the overall process.
When you’re creating a schedule, or editing an existing schedule there is a field at the bottom of the Schedule Form that is labeled "Selected Access" and has a list of the defined classes in a box beside it.  If you want to allow all students to be able to order then leave the setting on "All" classes.  If there are classes that should not order from this schedule then select all the classes that are allowed access leaving the classes you want excluded unselected.
To select some classes:
1. Use the "CTRL" key on a PC or the "Command" key on a MAC click on the classes that can access this schedule.  Any class that is not selected will be unable to place an order in this schedule
2. Click the "Insert" or "Update" button to save the schedule
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