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Classes
The Classes area enables you to add classes, and manage or delete 
your existing classes. The main Classes screen provides an overview 
of your classes including the ClassID and Number of Children.

Filter the main Classes screen by 
selecting ENTITY FILTER from the left-
hand navigation. 

Here you can 
sort your view 
by PROGRAM, 
SITE, and/or 
TEACHER. 
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Adding Classes

Select SAVE 
to add the new 
class.

Placement in infants, toddlers, 
and twos classes depends on 
the child’s birth date. Preschool, 
Pre-K, Kindergarten, 1st Grade, 
2nd Grade, and 3rd Grade classes 
are identified according to the 
curriculum you are teaching rather 
than the children’s ages. 

To add a new class, select 
CLASSES from the sub-
navigation and select ADD from 
the left-hand navigation. 

Select the PROGRAM, 
SITE, and TEACHER 
for which the class is 
to be set up. 

Enter a CLASS NAME 
that is appropriate for 
reporting purposes.

Then select the appropriate age or 
classes/grades that applies to your 
class. If adding a mixed-age class, 
base your selection(s) to include the 
ages or grades in that class. 
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Managing Classes
Within a class profile, you can update class information, change the 
primary teacher, assign co-teachers, and more. To edit information 
for an existing class, select the class name from the main Classes 
screen. 

Deleting Classes
You can delete empty classes not associated with any children in 
MyTeachingStrategies™. Before deleting a class, first reassign all 
children in the class to a different class.

Archiving vs. Deleting

Archiving children’s files allows you 
to store and reactivate the data 
at any time. Additionally, many 
administrative reports can include 
archived files. Records may be 
deleted if children are permanently 
leaving your organization and you do 
not wish to retain their data. If there 
is a possibility of a child returning 
to your organization, or if you wish 
to report on this year’s data in the 
future, you may want to archive his 
or her file instead of deleting it. 

Once the class is unaffiliated 
with any children, select the 
DELETE button from the left-hand 
navigation to delete the class. 
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Exporting Class Information
You can export all of your class information into Excel using the 
export table option.

Select DOWNLOAD 
EXPORT FILE to 
download the Excel file.

Select EXPORT TABLE from the 
bottom of the class list. You will be 
taken to the Reports Queue, where 
your export will generate. 

1

2


