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For Grouptrail Help Articles
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Staff Workflow:
Creating a new activity or a

manual participant workspace in Grouptrail
(Through the one-page creation forms)

Please Note: This process reviews how to
create new participants and activities in
Grouptrail.



Groupliail

Creating a new activity or participant through the one-page creation
forms (Step 1)

To create a

Welcome Rob!

workspace, select . ...

“Activities”’

OR
“Participants”
in your
navigation
window

B Browse

Activities
Account Holder (Parent/Gua...
Participants

Grouptrail Announcements, ...

Reports

3  Site management
@ MySites

® My Account

[ Sign Out

v

Home + Add New

G Welcome! / jBienvenides! @UZES x

In the new version of Grouptrail v11, you no longer need the additional student registration form linked at the top. Parents/Guardians can more easily add students at any time!

= Account holder/parent/restricted user help articles: Create an account and register, Adding_an additional participant, Find activities and request enrollment

= Use this link to test the full account holder/parent/restricted user workflow experience from registration to enroliment.

- And here are staff help articles: How to create a new participant or activity, Connect a new parent to an existing student record, Marking_duplicates for deletion, Viewing_staff reports, Taking activity attendance, E
nrolling_participants, Frequently asked questions

FY27 Grouptrail Announcements and Updates




Groupliail )
Creating a new activity or participant through the one-page creation
forms (Step 2)

Once you're in the “Activities” OR
“Participants” Menu view, click the icon
called: “Add New” in the right hand corner to
locate the one-page creation form

Welcome Robt = -
HHTIE = Activities +  AddNew

@ Home
> Providers > All Activities Fall SUN 2026 (Example Tracker)

B Browse v

> Providers > All Activities Summer SUN 2026 (Example Tracker)

B Repons

@ My Account

Welcome Rob! = Participants

@ Home
B Browse v

> Participants (Active)

> Participants (Inactive)




Groupliail )
Creating a new activity or participant through the one-page creation
forms (Step 3)

Once you have selected the “Add New” icon,
you will now click either the word
“Activities” or “Participants” depending on
what data category you're in

Important Note:
Be sure not to “Add a New
Tracker” instead of clicking

Once clicked, you will be redirected to the on either activities or
appropriate one-page creation form Participants.
Activities + Add New

@ Tracker
> Providers > All Activities Fall SUN 2026 (Example Tracker) “— B Activities

Participants

@ Tracker
> Participants (Active) —l B facspants
> Participants (Inactive)



Guoupiail

Creating a new activity or participant through the one-page creation

forms (Step 4)

1. Once you have selected the
one-page creation form, you will fill
it out in its entirety. They’re some
fields that are required in order to
submit the form

2. Once you fill out the form you will
click “Submit” at the bottom. Once
submitted, you will be asked if you
would like to create another
participant or activity, view the
workspace that you just completed
or close out of the one-page
creation form

Important Note:
When naming a participant, the following are optional
“Middle Name” and/ “Preferred Name”

When naming an activity, please include these identifiers
in the name:
° Session and the year
o Example: Fall 2025
° Name of the activity
° Optional (Grade and class frequency)

Add new: Activities

Name *

Provider *

Subtitle

Activity Description

Activity Term *

End Date *

mm/dd/yyyy O

End time? *

Max waitlist *

Activity Category *

Target Participant *

Time offered *

Recurring Weekly Schedule *

Location

SUN Site *

Start Date *

Start time? *

Max enroliment *

Current Grade Level *

Activity Subject *

Age range *

Frequency *

Activity Leader/Instructor

v

Add new: Participants

Student’s First Name:

Student’s Last Name:

Type of Participant *

Date of Birth *
mm/dd/yyyy O

If Other Gender, Specify

Primary language spoken at home *

Student State ID # (SSID)

Risk factor (Yes/No)

Release of Information Granted for 2026-

2027+

Accept Non-Discrimination & Behavioral
Expectations

Parent 2

Teacher/Counselor

Primary Contact Name

Student’s MI;

SUN Site *

Current Grade Level *

Email (Custom)

Inclusive Identity *
Has your child experienced any resilience
factors?

Release to Participate Granted for 2026-
2027

Photo Release Granted for 2026-2027 *

Parent1

Agency Client ID

[School] Enroliment Status *

Primary Contact Number

v

(SIS Add workspace




Please Note: This process reviews how to
create a non-enrolled activity in
Grouptrail.
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Creating an non-enrolled activity through the one-page creation
forms (Step 1)

Welcome Rob! = Home
To create an m—

Non_Enrolled T . @ Welcome! / jBienvenides! x

In the new version of Grouptrail v11, you no longer need the additional student registration form linked at the top. Parents/Guardians can more easily add students at any time!

. . Activities = Account holder/parent/restricted user help articles: Create an account and register, Adding_an additional participant, Find activities and request enrollment
A.Ctl -v 1 [, —y) S e e Ct = Use this link to test the full account holder/parent/restricted user workflow experience from registration to enroliment.

Account Holder (Parent/Gua...

= And here are staff help articles: How to create a new participant or activity, Connect a new parent to an existing_student record, Marking_duplicates for deletion, Viewing staff reports, Taking_activity attendance, E

“Activities” Participants nrolling,_participants, Frequently asked questions
. Grouptrail Announcements, ...
in your

Reports FY27 Grouptrail Announcements and Updates
n aVlgatl O n @8 Site management
. @ MysSites
window ©
[ Sign Out

10



Groupliail )
Creating an non-enrolled activity through the one-page creation
forms (Step 2)

Once you're in the “Activities” Menu view,
click the icon called: “Add New” in the right
hand corner to locate the one-page creation

form
Welcome Rob! =: Activities
@ Home

— % > Providers > All Activities Fall SUN 2026 (Example Tracker)

> Providers > All Activities Summer SUN 2026 (Example Tracker)

11
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Creating an non-enrolled activity through the one-page creation
forms (Step 3)

Once you have selected the “Add New” icon,

. . “« Q903 2
you will now click the word “Activities Important Note:
. . . Be sure not to “Add a New
Once clicked, you will be redirected to the b - .
At tion f Tracker” instead of clicking
appropriate one-page creation form on activities.
Activities + Add New

> Providers > All Activities Fall SUN 2026 (Example Tracker) — B Activities

> Providers > All Activities Summer SUN 2026 (Example Tracker)

12
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Creating a new activity or participant through the one-page creation

forms (Step 4)

1. Once you select the one-page creation
form, you will fill it out in its entirety.
They’re some fields that are required in
order to submit the form

2. For non-enrolled activities, please be
sure to select “Non-Enrollment” for the
Enrollment Type field

This field will be at the bottom of the
one-page creation form

3. Once you fill out the form you will
click “Submit” at the bottom. Once
submitted, you will be asked if you
would like to create another activity,
view the workspace that you just
completed or close out of the one-page
creation form

Time offered *

Recurring Weekly Schedule *

Location

Partners

Enroliment Type *

QOpen

Non-Enroliment

Frequency *

Activity Leader/Instructor

Is this a P-3 Activity (P-3 Only)

Cancel

Add workspace

Add new: Activities

Name *

Provider *

Activity Description

Activity Term *

End Date *

mm/dd/yyyy B

End time? *

Recurring Weekly Schedule *

Location

SUN Site *

Start Date *

mm/dd/yyyy B

Max enroliment *

Activity Leader/Instructor

v

13
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Creating a new activity or participant through the one-page creation

forms (step 5) Fall 2026 Back To School Night @ LR
. X
1. To view your non-enrolled “cHoots TG
NEIGHBORHOODS

activity you just created, go find

the event in your activity :

tracker o
2. Once you find it, click the

activity. You can always edit
event details or change the
enrollment type if you make a
mistake

3. For non-enrolled activities,
you can record the number of
headcounts or attendees in the
last two fields at the bottom of
activity profile called:
° # of Students Attended
° # of Adults Attended

Important Note:

Please remember that for non-enrolled
activities you do not need to enroll
participants into the event. Just select the
correct “Enrollment Type” and specify the
number of headcounts



Please Note: This process will review how users can
manually enroll a participant into an activity. This
process will also include how sites who are using the
online Grouptrail registration process can accept
“requested enrollment’ from families signing up online.




Guoupiail

Manually enrolling participants into an activity (step 1)

1. Click on your
Activity
Tracker to
see your
activities,
then click the
Activity you
want to enroll
participants
in.

Providers > All Activities Fall SUN 2026 (Example Tracker)

Craft Club

16



Groupliail )
Manually adding participants to an activity (step 2)

2nd Grade Motion Magic & R-L1 6 28

To manually enroll a
participant who is in the
system, but who has not o ey

“requested enrollment” through P s ==
the online registration process,
search for them on the Activity

Select: All / Requested / Enrolled / Wattlisted / Dropped / None

Student Status Primary Contact Name Primary Contact Number Emergency Contact 1 Name Emergency Contact 1 Relationship Emergency Contact 1 Phone Phe
Workspace in the bar at the TR oy
bottom of the sign-up tab called: e s
Add Student Nickel Yuen Enrolled  Justin Yuen 971.222.3016 Katrina

Afja Wilson Enrolled (347)-841-6077

When you manually enroll a Coreacomes  Emoled GeoveCwmes  Stsaossss
participant you will see the RobertLazenby (est 10/4) Enolled  Dad aassaa s00s et ranon crandoo w2 Yes
participants name appear; . .
followed by their unique (e e
Grouptrail number at the bottom Add stucent

When their name appears, select
them and Click Enroll




Groupliail ()
Manually Enrolling participants: Enroll (step 3)

2nd Grade Motion Magic & R-1 5 2w

Before you are done = a—

Enrolling participants e o
you will be prompted Enroll participant

to add an enrollment s e ’

date, before hitting s ;;T];]; ;I.J:r;*_y'c.l want to enroll these
Enroll again. . Enroliment Date: [2026-08-21 —

Robert Lazenby (test 10%4) 4442222222 Yes
4 e ——— >
earot | was |
| S

Add student: _ Cancel

Nickel Yuen




Guoupiail

Enrolling participants through the Grouptrail online registration
process: Find the activity (step 1)

1. Click on your -
Activity == E——
Tracker to
see your
activities,
then click
the Activity
you want to
enroll
participants
in.




Groupliail ©)
Enrolling participants through the Grouptrail online registration
process: Select the participants (step 2)

Craft Club @ A e g

2. On the Sign Up tab,
click the box for the
participants you want
to enroll, and then
click Enroll*.

a
Select: All / Requested / Enrolled / Wattlisted / Dropped / None
Student Status Primary Contact Name Primary Contact Number Emergency Contact 1 Name Emergency Contact 1 Relationship Emergency Contact 1 Phone Ph
Jamaal Brown Requested Enrollment  Michael Brown 555-333-1350 Manny Tests uncle 555-888-1350 Nc
Rae Roberts Enrolled Olie
Important Note:
If your site is using the online Grouptrail Dani Brown Enrolled Michael Brown 444-333-1350 Manny Tests uncle 555-888-1350 Ye
process to request enrollment for SUN ¥ e »
activities - participants will show up top to - ‘— -
bottom from: top being first requested to
bottom being recent requested. Add student:
For sites using the online process,
participants who are signing up online will n
display “requested enrollment” in the
status column =

20
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Enrolling participants through the Grouptrail online registration
process: Enroll (step 3)

Craft Club & R=d g o

3. Before you are done
Enrolling participants

you will be prompted
to add an enrollment Enroll participant
date, before hitting / o
Enr()ll again 0 Select: All / Requested / Enrolled ™Alitlisted / Dropged »:l’[:é "f ;J ._E'_J'r::: ’ Ou want to enro ” ‘ nese

Student Status Hrim ‘L' SEUCIRATS:, latibnship Emergency Contact 1 Phone

Enrollment Date: [ 2026-08-21
Jamaal Brown Requested Enrollment  Mich 555-888-1350
Rae Roberts Enrolled Olie

Important Note: Dani Brown Enrolled tick Cance| 555-888-1350
Account Holders of student(s) ~
profiles that are signing up online [ | [5
will receive notifications when s
their student has been enrolled,
waitlisted or dropped from an el

activity.






Groupliail )
Taking activity attendance (step 1)

Providers > All Activities Fall SUN 2026 (Example Tracker)

1. Click on your
Activity
Tracker to
see your il
activities,
then find the
Activity you
want to take
attendance
for.

Craft Club




Guoupiail

Taking activity attendance (step 2)

Click on the
Attendance
tab, then
select the
Week for
which you
are taking
attendance
for

Provider.
Subcategory:
Xxx Start Date

—

SCHOOLS UNITING End Date

NEIGHBORHOODS
Max enroliment

# DETAILS/DETALLES & SIGN UP

Mark All as Present

Sep 8, 2025 (Mon)
Disable attendance

Sep 10, 2025 (Wed)
Disable attendance

Name Present Excused Unexcused Present Excused Unexcused

Malner Grayson

Robert Lazenby (Test Student 8/29)

Fall 2025 - Arts & Crafts (M

ATTENDANCE

B FORMS

&3

24



Guoupiail

Taking activity attendance (step 3)

If there was no
activity on that
Date (for example
it may be a
holiday, school
closure or activity
cancelled), click
on Disable
attendance.

Otherwise, click
on the radio
button that
represents each
participants
attendance™

3

SCHOOLS UNITING
NEIGHBORHOODS

# DETAILS/DETALLES  SIGN UP
Date [Week of Sép 8, '202757(Mon)' v
Mark All as Present
Sep 8, 2025 (Mon) Sep 10, 2025 (Wed)
Disable attendance Disable attendance

Name Present Excused Unexcused Present Excused Unexcused

Malner Grayson

Robert Lazenby (Test Student 8/29)

Fall 2025 - Arts & Crafts (M

Provider.

onday & Wednesday) 1st - 3rd Grade &

**Radio buttons (dots above under “Present/Excused/Unexcused) automatically save -
there is no save button to push as a second step™*






- -
Printing an attendance sheet

Grouptiail ©)

Step 1) To print an attendance sheet,
go to your activity tracker and select
the activity you would like to
print-off an attendance sheet for

2nd Grade Motion Magic 3rd-4th Grades Enrichment Craft Club

1st - 3rd: Chess for Success (Tuesday & Thursday) £
Step 2) On the Activity page, click on el i i
the Attendance tab. s -

RHGHBORGGES. End Date:

Mayx eRTTrema 15

Step 3) Select “Print Attendance
9 o . 1st - 3rd: Chess for Success (Tuesday & Thursday) L oS

Sheet” and then print it ~ e A

NEIGHBORHOODS End Date:

Note: Max enroliment

Attendance sheets can be print-off for each S E— e
week (session dates will only display in printed :
attendance for each week depending on the owe 2 202¢ (=10 |

frequency of the activity)



Guoupiail

Printing the dismissal list report

To print the
dismissal report, - . - o R
go to your e X e o o
“Reports” Menu ® i
vewand open 1 e e
the Reports = —
Tracker, then
choose the R — )
school and day, e * @ Chrome File Edit View History Bookn
and click . - i Cond
Generate Report. — ; New Window
s i : | New Incognito Window
| Reopen Closed Tab
Open File...

ske Schoo o Py o (R Open Location... Ij
The list will open Close Window trai
in another Tab. To Close Tab =
print CliCk on Save Page As...
File->Print. Share >

Print... ®P




Please Note: This section will review the following:

How to mark a risk factor for a participant workspace

How to mark a participant workspace to be deleted

How to manually “Inactivate” a participant workspace

How to manually “Re-Activate” a participant workspace

How to align separate name fields with participant workspace name

How to view and update old or past releases and permissions for participants
How to mark an activity workspace to be deleted




Groupliail )
Adding

staff-only fields

On a Participant’s
Workspace/Profile,
click on Forms.

To edit the fields click
on the pencil icon.

Note:

For any field being edit,
make sure to save any
changes, by clicking Save
everywhere you see it.

This page has a double
“save” function. A user will
need to click save once they
have finished editing the
field and then hit the
“orange save” button

Kelsey Plum &

Linked Account Holde!
e —
SCHOOLS UNITING
NEIGHBORHOODS
Workspace number
Z DETAILS/DETALLES ENROLLMENT

Embedded: SUN Staff only

Duplicate to be deleted - Cancel
Ri actor (Yes or No - Cancel
Risk Factor Entered b - o
Staff
Participant Inactive -C:rv.v
Statu
- Cancel

: eseo[ | I o

udent’s First Name
Student's MI: £ . -
Student's Last Name: Plum - Geacel
Preferred Name - e

& FILES/ARCHIVOS

A

TEXT MESSAGES

L & > B

30
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Marking “Risk Factor” for Participants

Step 1) On a Participant
page, click on Forms.

Step 2) To edit “Risk Factor”
and “Risk Factor Type”
click on the pencil icon.

Step 3) Mark the correct option
pertaining to the participant
record as and then hit save.

Important Note:
Marking the risk factor of (Yes or No) for
children/students is a requirement.

Test @

Linked Account Holder
(Parent/Guardian):

"~

0.4

HOOLS UNITING Subcategory

SCl
'NEIGHBORHOODS
Date of Birth 04/27/2019
# DETAILS/DETALLES ENROLLMENT .

[E] SUN Staff Only

Embedded: SUN Staff only

Duplicate to be

RGLLLOS, - B rormMs I

- Sace

deleted:
Risk Factor. Risk Factor: Yes *
Risk Factor-Staff Risk Factor-Staff None selected s
enterred:
enterred:
BacieiesrriTaCive (J Challenges with Behavior At School
Status FRN Service Provided O Delinquent Behavior
(Individual Counts)
te when [J English not Primary Language

Gender if different
from Registration

(J Family Issues: Alcohol & Drugs

Form O Family Issues: Criminality

[J Family Issues: Discord

_ (J Family Issues: Domestic Violence

‘ - cancel

31
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Marking participant profiles for deletion

Step 1) Find and click the - dest B . =
participant you would like to | A

delete. Once found, click the % |

Forms tab. oo e

Step 2) To mark a participant’s record to

be deleted click on the pencil icon. / DETAILS/DETA NROLLMEN ; -I

Step3) Mark the paricpant record a5 |

“Yes - this record is duplicate” and hit =TT
Save.

Step 4) Click the Save orange bar
again at the top.

Step 5) To help identity the duplicate

record you just marked to be deleted.

Please make sure to add the words:

“delete” or duplicate to the name of

the participant Duplicate to be Yes-this record is duplicate :
deleted: ‘

Embedded: SUN Staff only

Important Note:

Please make sure you're keeping profiles
that have previous and current
enrollment and attendance attached.



Groupliail O
(Step 1)

Step 1) Find and click the
participant you would like to
Inactivate. Once found, click the
Forms tab.

Step 2) To mark a participant’s record to
be “Inactive” update the following two
fields: “Participant Inactive Status” and
the “Inactive Date” by clicking the
pencil icon

Step 3) For the first field of
“Participant Inactive Status” select
the field option of “Inactive”

For the second field of “Inactive Date”,
select the day you're inactivating the
participant (Today’s Date)

Then click “Save” on the right hand
side of the field

Step 4) Click the Save orange bar
again at the top.

How To Manually “Inactivate” A Participant Workspace

-~

Yo

SCHOOLS UNITING
NEIGHBORHOODS

JETAILS/DETALLES

Embedded: SUN Staff only

Kelsey Plum &
n nt Holder

o}

August 2026 ~

Su

Mo Tu

NN
We T Fr Sa

1

4 8 &T 8

1 12 13 14 15

19 zon:'z

24 25 28 271 28 29

A TEXT MESSAGES

R- 12 & 2 =

- S Forms -
)
a

- fasc
- Fhsont

«

33



Geuticii ) ~HOW To Manually “Inactivate” A Participant Workspace
(Step 2)

Participants

> Participants (Active)

~ Participants (Inactive)

Kelsey Plum

Step 5) To double check to see if the participant workspace has been
successfully inactivated

Go to your “Participants (Inactive) Tracker” and search for the
participant

Your participant should have been moved from your “Participants
(Active) Tracker” to the “Participants (Inactive) Tracker”

34
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(Step 1)

Step 1) Find and click the
participant you would like to
Re-activate. Once found, click the
Forms tab.

Step 2) To re-activate a participant’s
workspace you will need to update the
the following two fields: “Participant
Inactive Status” and the “Inactive Date’
by clicking the pencil icon

Step 3) For the first field of
“Participant Inactive Status”
de-select the field option of “Inactive”
This means click the blank option

For the second field of “Inactive Date”,
open the small calendar icon in the
date field and click “Clear”

This will clear out the last recorded
inactive date entry for the participant

Step 4) Once you have cleared out both
fields, make sure to click both “Save”
buttons (the one on the right side and
the top save orange bar)

How To Manually “Re-Activate” A Participant Workspace

~

X

 —
SCHOOLS UNITING
NEIGHBORHOODS

Embedded: SUN Staff only

Kelsey Plum & WEAYLT Gtgeh
Linkec t Holder

a

Participant Inactive s

Cancel

Status

Cancel

August 2026 « ™

Su Mo Tu We Th Fr Sa

tudent's M 2 3 4 5 8 7 8
9 10 1 12 13 14 15
Student's Last Name: 16 17 18 19 mn:-z

23 24 25 28 21 28 29

30 31 1

35



Geuticii ) ~HOW To Manually “Re-Activate” A Participant Workspace
(Step 2)

~ Participants (Active)

S Bawchupdote / () Choose Fields / [0 Sendtext / fy Unfeature / S Ede [ More. v

C\ ) Kelsey Plum| )
AUS Al Gender Al Current Grade Level ~ Al Risk Factor Al [School] Enroliment Seatus All Type of Participant ~ All Text Opt-in Al P-3 Parsicipant? (Select Academic Year): P-3 ONLY
Kelsey Plum i 127270001

> Participants

> Participants (Inactive)

Step 5) To double check to see if the participant workspace has been
successfully reactivated

Go to your “Participants (Active) Tracker” and search for the
participant

Your participant should have been moved from your “Participants
(Inactive) Tracker” to the “Participants (Active) Tracker”

36



Groupliail @) Updating and Aligning Separate Name Fields with
Participant Workspace Name

Step 1) Find and click the participant
you would like to delete. Once found,

R- 12 & 2 =

click the Forms tab. _ Jim Love &
Step 2) To update a participants 15X
workspace name properly, you will need -

to change the separate name fields

located here !:1'::4‘

Step 3) Update the participant i
workspace name that is located at the Bl crecces sonsuttony _ &
top of the profile for the participant 2 hchne Duplicate o be deleed

by clicking on the pencil icon for e G e oy

“Participant’s First Name”,

“Participant’s Middle Name” and
“Participant’s Last Name”

7/ DETAILS/DETALLES

Step 4) Once you have updated the
name fields, make sure to click both
“Save” buttons (the one on the right
side and the top save orange bar)

Cancel

Cancel
Important Note:

Editing the participant’s workspace name at the top of
their profile will not update or change the separate fields Preferred Name
of first, middle and last name found in the form section

Cancel

First Name, Middle Name (If Applicable) and Last Name
are concatenated together to make a participants
“Workspace Name”




Groupatiail ©) How to view or edit past releases and permissions for
participants

Step 1) Find and click the participan
you would like to delete. Once found,
click the Forms tab.

Step 2) To view old or past releases and
permissions for a participant, click on
the second forms page HERE

Step 3) You can edit past releases or
permissions by clicking on the pencil
icon

Step 4) If you're editing past
permissions and releases, be sure to
click both “Save” buttons (the one on
the right side and the top save orange
bar)

Jim Love @ S R

L4 Link Holder

Yo

 —
SCHOOLS UNITING
NEIGHBORHOODS

A TEXT MESSAGES E ForMs

a

2) Archived
Releases &
Permissions

.

38



Guoupiail

Marking activities to be deleted

Step 1) Find and click the activity
you would like to delete. Once
found, click the Forms tab.

Step 2) To mark an activity to be deleted
select the empty box right next to

“duplicate to be deleted”.

Step 3) Mark the activity record as
“Yes - this record is duplicate” and hit
Save.

Step 4) Click the Save orange bar
again at the top.

Step 5) To help identity the duplicate
activity you just marked to be deleted.
Please make sure to add the words:
“delete” or duplicate to the name of
the activity.

Fall 2025 - Woodworking (Monday - Thursday) 4th & 5th Grade &

"~

Provider: Ei
Subcategory: Gr
th Start Date:
—
SCHOOLS UNITING End Date: 1
NEIGHBORHOODS
Max enroliment; 15

/ DETAILS/DETALLES & SIGN UP ATTENDANCE E FORMS

[l Activities: Delete and/or Duplicated

Duplicate to be deleted

Embedded: SUN Staff only

Duplicate to be Yes-this record is duplicate s
deleted:

39



Please Note: This section will review three
different types of duplication scenarios
that staff may encounter.

Staff should review each duplicate scenario
and determine which best describes their
situation.




Please Note: This process will review how
to effectively delete a duplicated profile
where there is no data attached. This
means that there is one profile with
enrollment and attendance data and
another profile with no enrollment
attached.




Groupliail )
Deleting Duplicate Participants
(Scenario 1: where they’re duplicated profiles with only one having enroliment attached)

Context:

e  This process will review how to effectively delete a duplicated profile where there is no data attached. This means that there is
one profile with enrollment and attendance data and another profile with no enrollment attached
o Example:
(] Profile 1 has enrollment and attendance attached (same participant)
(] Profile 2 has NO enrollment and attendance attached (same participant)

) This type of duplication scenario is tailored towards sites that may have accidentally created a duplicate of a participant that
was already existing in the system but caught it just in time before enrolling the duplicate participant into an activity.

° This process will review the following:
o  How to identify which profile to keep
o How to mark the duplicated profile to be deleted

° The data team reviews participants that have been “marked to be deleted” on a daily basis
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Step 1) Ide Iltify the duplicate pI’O ﬁle S (start by reviewing the Details Tab of the duplicated profiles)

[ ]
¢}

Find the two profiles that are duplicate, once found open each profile in two separate internet tabs (this will allow you to cross-examine each profile side by side)
Reminder, each participant created in the system will have a unique client identification created in Grouptrail called “Workspace number” this can be found on the Details tab

. First start by reviewing each profile by looking at the “Details” tab

After reviewing the “Details” tab; move to the “Enrollment” tab to see if there is enrollment attached to each profile

nt Holder
(Pa uardian)
Yo e
p m.al g Date of Birth
SCHOOLS UNITING
NEIGHBORHOODS Number

Email (Custom)

/ DETAILS/DETALLES ENROLLMENT

Grouptrail Schoo

Gender Man/Boy

f Other Gender, Specify

Prim; language spoken at home

can American

Profile 2 N

Workspace #: 11719234

Robert Lazenby &

E-Lsem i
Grouptral School _ Profile 1
e Workspace #: 11975718
& FILES/ARCHIVOS AENSAJES E FORMS
Robert Lazenby & REZ e m a
Grouptrail School
LL. O
SCHOOLS UNITING
NEIGHBORHOODS
*® MESSAGES/MENSAJES B FORMS

& FILES/ARCHIVOS

/ DETAILS/DETALLES

>

Workspace number:

Date of Birth: 01/01/2018

Gender:

f Other Gender, Specify
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Step 1) Identlfy the dupllcate prOﬁleS (Now review the Enrollment Tab)

E-LX 8 2R

"~

JoX(

L ——
SCHOOLS UNITING

NEIGHBORHOODS

/ DETAILS/DETALLES

Current Activities

Activity

Robert Lazenby a

Linked Account Holde

Mobile Number:

Email (Custom)

ENROLLMENT

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Spring 2025 (Kinder Group) Monday - Thursday: Kindergarten

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

° Review the “Enrollment” tab for each participant
° Determine the profile that has enroliment and attendance attached
o Users should keep the profile with enroliment

o Once the profile that will be kept is identified, add
“Duplicate or Delete” in the participant’s name of the
S profile that will be deleted (see example down below)
o There is no need to add any identifiers to the name of
Profile 1 (like “correct’, “keep”, “* ”, “merge”, etc.)
Profile 2 now has the unique identifier of “delete or
duplicate” added to their name

Profile 1 (Keep)
Workspace #: 11975718

Has enrollment attached

Profile 2 (Delete)
Workspace #: 11719234

Does not have enrollment attached

—

| “IRgP SR N

& MESSAGES/MENSAJES B FORMS

Status Start date

Enrolled 09/08/2025
Status Start date
Enrolled 10/01/2024

Robert Lazenby Delete @
"~
1/2018

SCHOOLS UNITING
NEIGHBORHOODS

7/ DETAILS/DETALLES

Current Activities

Activity

ENROLLMENT & FILES/ARCHIVOS

]

MESSAGES/MENSAJES E FORMS

Status Start date
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Step 2) Determine If Detail Fields Need To Be Updated

. After you have determine which profile that you will be keeping and the profile that you will be deleting, the next step is to review and update any fields between each profile on the Details
Tab (if applicable)

. It should be noted that if you have a newly duplicated profile created, the information listed in that profile may contain the most update-to-date information

. After reviewing and updating all the fields on the Details tab, make sure that SSID and Risk Factor have also been reviewed. A user can see the risk factor field on the “Forms” tab of the
participant profile

Robert Lazenby & [ SR ]

Holder

4 {smmmm—p:ofile 1 (Keep)

oot T e Workspace #: 11975718

SCH
NEIGHBORHOODS

/ DETAILS/DETALLES

Sube

& FILES/ARCHIVOS #® MESSAGES/MENSAJES E FORMS

| RV SR ] a

Current G

eve

Type of Participant

JoX(

—
SCHOOLS UNITING
NEIGHBORHOODS

space number:

Date of Birth

Number
Gender Man/Boy b
Email (Custom).

f Other Gender, Specify
. age spoken at I / DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS #® MESSAGES/MENSAJE B FORMS
1ary language spoken at home: nglisr

Profile 2 (Delete)
Workspace #: 11719234
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Step 3) Mark the Duplicated Profile To Be Deleted

. The last step is to mark the duplicated profile to be deleted (Profile 2)
. To mark the profile to be deleted, go to the “Forms” tab of the duplicated profile (Profile 2)
. Click the pencil icon next to the field called: Duplicate to be deleted
. Select the option “Yes-this record is duplicate”
° Once selected, make sure to hit both save buttons
o Click the save button next to “Yes-this record is duplicate”
o Then click the save button at the top or bottom of the page
Robert Lazenby - Delete & " ol i s
T Linked Account Holder
(Parent/Guardian):
Profile 2 (Delete) Az
Workspace #: 11719234 ‘ xlx SUBEEO, i
P : O — Date of Birth: 1/1/2018
N BORNOODS Mobile Numb
oDIle Number:
0Old Profile
Email (Custom): v

# DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS ** MESSAGES/MENSAJES

SUN Staff Only

EmiEdtEsSUN-STafoTy Second “Save” button

“»

Duplicate to be deleted: Yes-this record is duplicate

- Cancel
Risk Factor (Yes or No): .\. First “Save” button

Risk Factor Type:

FRN Service Provided
(Individual Counts):

Gender if different from
Registration Form:

a6



Please Note: This process will review how
to effectively combine and delete a
duplicated profile of a participant that has
enrollment attached to 2 or more profiles.
This means that the duplicated profiles
have enrollment and attendance reflected
on 2 or more profiles




Groupliail )
Deleting Duplicate Participants & Combining Profiles
(Scenario 2: where they’re duplicated profiles with enroliment and attendance data attached)

Context:

This process will review how to effectively combine and delete a duplicated profile of a participant that has enrollment
attached to 2 or more profiles
o Example:
(] Profile 1 has enrollment and attendance attached (same participant)
[ Profile 2 has enrollment and attendance attached (same participant)

This type of duplication scenario is tailored towards sites that may have accidentally created a duplicate of a participant that
was already existing in the system and unintentionally enrolled them into activities along with attendance being recorded

This process will review the following:
o How to identify which profile to keep
o How to manually copy enrollment and attendance to one profile
o How to mark the duplicated profile to be deleted

Please note there is no “merging” function in Group trail. Any merging that needs to be done will need to be done manually by
copying enrollment and attendance from one profile to the other

We would like for sites to keep all enrollment and attendance records on one unique record for the participant at their school
o Sites should always be mindful before marking a participant profile to be deleted

o Sites should keep the profile that has enrollment and attendance records for previous school years

The data team reviews participants that have been “marked to be deleted” on a daily basis
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Step 1) Ide Iltify the duplicate pI’O ﬁle S (start by reviewing the Details Tab of the duplicated profiles)

[ ]
¢}

Find the two profiles that are duplicate, once found open each profile in two separate internet tabs (this will allow you to cross-examine each profile side by side)
Reminder, each participant created in the system will have a unique client identification created in Grouptrail called “Workspace number” this can be found on the Details tab

. First start by reviewing each profile by looking at the “Details” tab

After reviewing the “Details” tab; move to the “Enrollment” tab to see if there is enrollment attached to each profile

nt Holder
(Pa uardian)
Yo e
p m.al g Date of Birth
SCHOOLS UNITING
NEIGHBORHOODS Number

Email (Custom)

/ DETAILS/DETALLES ENROLLMENT

Grouptrail Schoo

Gender Man/Boy

f Other Gender, Specify

Prim; language spoken at home

can American

Profile 2 N

Workspace #: 11719234

Robert Lazenby &

E-Lsem i
Grouptral School _ Profile 1
e Workspace #: 11975718
& FILES/ARCHIVOS AENSAJES E FORMS
Robert Lazenby & REZ e m a
Grouptrail School
LL. O
SCHOOLS UNITING
NEIGHBORHOODS
*® MESSAGES/MENSAJES B FORMS

& FILES/ARCHIVOS

/ DETAILS/DETALLES

>

Workspace number:

Date of Birth: 01/01/2018

Gender:

f Other Gender, Specify
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Step 1) Identlfy the duplicate prOﬁleS (Now review the Enrollment Tab)

Robert Lazenby &

X

——
SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS

Current Activities

Activity

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Spring 2025 (Kinder Group) Monday - Thursday: Kindergarten

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

E-LX 8 2R

a

° Review the “Enrollment” tab for each participant
° Determine the profile with the most attendance
o Users should keep the profile with the previous years
attendance
i} o Once the profile that will be kept is identified, add
- et et “Duplicate or Delete” in the participant’'s name of the
o profile that will be deleted (see example down below)
o Do not mark Profile 2 to be deleted until attendance and
Status Start date enrollment is combined to Profile 1
o There is no need to add any identifiers to the name of
Enrolled 09/08/2025
Profile 1 (like “correct’, “keep”, “*”, “merge’, etc.)
Profile 2 now has the unique identifier of “delete or
duplicate” added to their name
Status Start date
Enrolled 04/01/2025 — Profile 1 (Keep)
SR R Workspace #: 11975718
[ S

3

SCHOOLS UNITING
NEIGHBORHOODS

7/ DETAILS/DETALLES

Current Activities

Activity

ENROLLMENT

Profile 2 (Delete)
Workspace #: 11719234 — Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

& FILES/ARCHIVOS *® MESSAGES/MENSAJES E FORMS

Status Start date
Enrolled 10/02/2025
Enrolled 09/08/2025
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Step 2) Update Detail Fields Before Manually Combining Enrollment

. After you have determine which profile that you will be keeping and the profile that you will be deleting, the next step is to review and update any fields between each profile on the Details
Tab (if applicable)
. It should be noted that if you have a newly duplicated profile created, the information listed in that profile may contain the most update-to-date information

. After reviewing and updating all the fields on the Details tab, make sure that SSID and Risk Factor have also been reviewed. A user can see the risk factor field on the “Forms” tab of the
participant profile

Robert Lazenby & [ SR ]

X 47 ofile 1 (Keep)

o ——— 0170
TR " Workspace #: 11975718
Email (Custom) .
& FILES/ARCHIVOS *® MESSAGES/MENSAJES E FORMS
Robert Lazenby - Delete & B iR 8 o -

Linked Account Holde:

JoX(

—
SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS # MESSAGES/MENSAJE B FORMS

Permission to Participate: Date

Profile 2 (Delete)
Workspace #: 11719234
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Step 3) Manually Combine Enrollment and Attendance

. The third step is to now add any enrolliment and attendance from Profile 2 to Profile 1. In the example down below, we need to add the current enrolled activities of Profile 2 to Profile 1.

o Profile 1 will need to be enrolled into the following activities: “Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade” and “Fall 2025 - Arts & Crafts
(Monday & Wednesday) 1st - 3rd Grade”

o Start with one activity first and then move on to the next
o Once Profile 1 is enrolled into the correct activities, be sure to take attendance based on what has been recorded for Profile 2

Robert Lazenby & E-XL S8 2R

Lin ount Holder

—
SCHOOLS UNITING
NEIGHBORHOODS

Y b )
Workspace #: 11975718

Add the classes below to

this profile
Current Grade Leve
Robert Lazenby - Delete & | S ]
% t Holder
ool 1
JoX . o
-
SCHOOLS UNITING
NEIGHBORHOODS

/' DETAILS/DETALLES ENROLLMENT & FUES/ARCHIVOS *® MESSAGES/MENSAJES E FORMS

Current Activities

Activity Status Start date

Fall 2025 - Math through Basketball (Monday & Wednesday)_1st - 3rd Grade

Enrolled 10/02/2025

Proﬁle 2 (Delete) — Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade Enrolled 09/08/2025
Workspace #: 11719234



Step 3) Manually Combine Enrollment and Attendance

[ ]
o

(Monday & Wednesday) 1st - 3rd Grade”

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

—
SCHOOLS UNITING
NEIGHBORHOODS

/' DETAILS/DETALLES

Add any enroliment and attendance from Profile 2 to Profile 1. In the example down below, we need to add the current enrolled activities of Profile 2 to Profile 1.
So Profile 1 will need to be enrolled into the following activities: “Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade” and “Fall 2025 - Arts & Crafts

Once Profile 1 is enrolled into the correct activities, be sure to take attendance based on what has been recorded for Profile 2

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade @ * Fan

Provider El Programa Hispano
Subcategory: G ool
Start Date

End Date: 11/30/2025

Max enroliment

& SIGN UP ATTENDANCE E FORMS

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Primary
Student Status Contact Name

[J  Robert Lazenby Enrolled | Mary J. Blige
- Delete

Add student:

R Robert Lazenby - Delete
1719234

Primary Contact Emergency Contact Emergency Contact 1 Emergency Contact Photo Release Granted Enrollment Drop
Number 1 Name Relationship 1 Phone for 2025-2026 date date
222-222-2222 Damson Idris Brother 333-333-3333 10/06

Profile 1 (Keep)

Workspace #: 11975718

Correct profile that we want
to add enrollment and
attendance for
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Step 3) Manually Combine Enrollment and Attendance

. Make sure when you're copying enrollment over to the profile you're keeping to the old profile, that the Enrollment Date matches
o In the example below, Profile 1 should have Profile 2 enroliment reflected

. Remember, the profile that we will be deleting at the end of this process should have the identifier “Delete or Duplicate”
o This will help with combining records together

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

Profile 1 (Keep)
Workspace #: 11975718

Yo

SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade &
Provider El Programa Hispano
Subcategory:

Start Date

End Date

Max enrollment 15

& SIGN UP ATTENDANCE E FORMS

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Primary
Student Status Contact Name

[J  Robert Lazenby Enrolled  Mary J. Blige
- Delete

[J  Robert Lazenby Enrolled  Mary J. Blige
R ERErie) (Rheen

Add student:

Primary Contact ~ Emergency Contact  Emergency Contact 1 Emergency Contact ~ Photo Release Granted ~ Enrollment Drop
Number 1 Name Relationship 1 Phone for 2025-2026 date date
222-222-2222 Damson Idris Brother 333-333-3333 Yes 10/06
222-222-2222 Damson Idris Brother 333-333-3333 Yes 10/06
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Step 4) Take Attendance For The Profile Being Kept

. The fourth step is to make sure that attendance for Profile 1 matches the attendance for Profile 2
o Remember Profile 2 will be the participant that we “Mark to be deleted” at the end of this process
. Make sure that attendance is captured and matches for Profile 1 until there is no more attendance recorded
. Once you have finished the first activity move on and do the same process until all enrolilment and attendance is copied

over to the main profile being kept (Profile 1)

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade @ * 2

% Provider, El Programa Hispano
Subcategory
Xﬂ Start Date
s&ggﬁ&(s)mqém End Date

Max enroliment 15

/ DETAILS/DETALLES & SIGN UP ATTENDANCE E FORMS
P e oo R ol V‘ _

Mark All as Present
Profile 1 (Keep) Oct 6, 2025 (Mon) Oct 8, 2025 (Wed)
Workspace #: 11975718 Disable attendance Disable attendance
Name Present Excused Unexcused Present Excused Unexcused
Robert Lazenby @ ®
Profile 2 (Delete)
Workspace #: 11719234 Robert Lazenby - Delete ® O @) O O @

0Old Profile




Step 5) Review Both Profiles One Last Time

Robert Lazenby &
Holder

Linked
(Pa

x’x Subcategory
Da

f Birth

e
SCHOOLS UNITING
NEIGHBORHOODS

Email (Custom)

/ DETAILS/DETALLES ENROLLMENT

Current Activities
Activity

Fall 2025 - Math through (Monday &

1st - 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

01/01

2018

Status
Enrolled

Enrolled

3

SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES

Current Activities

Activity

® MESSAGES/MENSAJES

Status

Enrolled

Enrolled

| TREP SR g a

Start date

10/02/2025

09/08/2025

The fifth step is to review both profiles to make sure that all

enrollment is now reflected and copied over on the profile that you

will be keeping (Profile 1)

Start date

04/01/2025

Profile 1 (Keep)
‘ Workspace #: 11975718

10/01/2024

Robert Lazenby - Delete &

Linked Account Holder
(Parent/Guardian):
Subcategory

Date of Birth

Mobile Number

Email (Custom)

ENROLLMENT

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Grouptrail Sc
1/1/2018
& FILES/AR

*® MESSAGES/MENSAJES

Status

Enrolled

Enrolled

- X 8 2R

m

ORMS

Start date

10/02/2025

09/08/2025
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Step 6) Mark the Duplicated Profile To Be Deleted

. The last step is to mark the duplicated profile to be deleted (Profile 2)
. To mark the profile to be deleted, go to the “Forms” tab of the duplicated profile (Profile 2)
. Click the pencil icon next to the field called: Duplicate to be deleted
. Select the option “Yes-this record is duplicate”
° Once selected, make sure to hit both save buttons
o Click the save button next to “Yes-this record is duplicate”
o Then click the save button at the top or bottom of the page
Robert Lazenby - Delete & " ol i s
T Linked Account Holder
(Parent/Guardian):
Profile 2 (Delete) Az
Workspace #: 11719234 ‘ xlx SUBEEO, i
P : O — Date of Birth: 1/1/2018
N BORNOODS Mobile Numb
oDIle Number:
0Old Profile
Email (Custom): v

# DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS ** MESSAGES/MENSAJES

SUN Staff Only

EmiEdtEsSUN-STafoTy Second “Save” button

“»

Duplicate to be deleted: Yes-this record is duplicate

- Cancel
Risk Factor (Yes or No): .\. First “Save” button

Risk Factor Type:

FRN Service Provided
(Individual Counts):

Gender if different from
Registration Form:

57



Please Note: This process will review how
to effectively combine and delete a
duplicated profile of a participant that has
account holders linked to multiple profiles.
This means that the duplicated profiles
have account holders linked and
enrollment reflected on multiple profiles




Groupliail )
Deleting Duplicate Participants & Combining Profiles

(Scenario 3: where they’re duplicated profiles with account holders linked and enrollment attached)

Context:

This process will review how to effectively combine and delete a duplicated profile of a participant that has account holders
linked to multiple profiles
o Example:
u Profile 1 has account holder(s) linked with enrollment and attendance attached
(] Profile 2 has account holder(s) linked with enrollment and attendance attached

This type of duplication scenario is tailored towards sites that may be administering and implementing the online Grouptrail
registration process

This process will review the following:
o How to identify which profile to keep
o How to temporarily remove account holders and relink them to the kept profile once enrollment has been copied over
o How to manually copy enrollment and attendance to one profile
o How to mark the duplicated profile to be deleted

Please note there is no “merging” function in Grouptrail. Any merging that needs to be done will need to be done manually by
copying enrollment and attendance from one profile to the other

We would like for sites to keep all enrollment and attendance records on one unique record for the participant at their school
o Sites should always be mindful before marking a participant to be deleted

o Sites should keep the profile with enrollment and attendance records for previous school years

The data team reviews participants that have been “marked to be deleted” on a daily basis
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Step 1 ) Ide nti fy th e dupli C ate p rO ﬁl e S (Start by reviewing the Details Tab and Account Holders Linked to the participants)

. Find the two profiles that are duplicate, once found open each profile in two separate internet tabs (this will allow you to cross-examine each profile side by side)

o Reminder, each participant created in the system will have a unique client identification created in Grouptrail called “Workspace number” this can be found on the Details tab
. First start by reviewing each profile by looking at the “Details” tab and if they’re any Account Holder Linked to each profile
. After reviewing the “Details” tab and seeing if they’re any account holders linked to participants move to the “Enrollment” tab to see if there is enroliment attached to each profile

Robert Lazenby & [ S ] .

Account Holder Test Parent (9/12/25,

nt (8/29) , test parent (8/12

3ol

mmm— pofile 1

S —— rth 0
- . - .
ToRsmme - Workspace #: 11975718
v e Number
Email (Custom) v
ENROLLMENT & FILES/ARCHIVOS #® MESSAGES/MENSAJES B FORMS
- L 8 2R
Robert Lazenby & L =
% Linked der test parent (robert
Xli choc
L ———
Date of Birth SCHOOLS UNITING
NEIGHBORHOODS
Gender Man/Boy
v
f Other Gender, Specify
Primary language spoken at home & FILES/ARCHIVOS # MESSAGES/MENSAJES B FORMS
1ary language spoken at hom
dentity n American N
Subcategory: Grou

tate ID # (SSID)
Current Gi

ate Granted for 2025

Permission to P:

Profile 2 N

Workspace #: 11719234

Non-Discrimination & Behaviora Yes

Expectati 60



Step 1) Identlfy the duplicate prOﬁleS (Now review the Enrollment Tab)

Robert Lazenby &

X

——
SCHOOLS UNITING
NEIGHBORHOODS

Mobile Number:

Email (Custom)

/ DETAILS/DETALLES

Current Activities

Activity

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Spring 2025 (Kinder Group) Monday - Thursday: Kindergarten

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

ENROLLMENT & FILES/ARCHIVOS

Profile 2 (Delete)
Workspace #: 11719234

E-LX 8 2R a
9/12/25)  test parent (8/29), test parent (8/12) . Review the “Enrollment” tab for each participant
° Determine the profile with the most attendance
o Users should keep the profile with the previous years
attendance
i} o Once the profile that will be kept is identified, add
- et et = roms “Duplicate or Delete” in the participant’'s name of the
profile that will be deleted (see example down below)
o Do not mark Profile 2 to be deleted until attendance and
Status Start date enrollment is combined to Profile 1
_— 05/08/2005 o There is no need to add any identifiers to the name of
Profile 1 (like “correct’, “keep”, “*”, “merge’, etc.)
Profile 2 now has the unique identifier of “delete or
duplicate” added to their name
Status Start date
Enrolled 04/01/2025 — PrOﬁle 1 (Keep)
SR R Workspace #: 11975718
Robert Lazenby - Delete Rl & B
% Linked Account Holder test parent (robert)
(Parent,
XXX Subcategory
SCHOOLS UNITING Dagorirth
NEHRORHOONS Mobile Number
ail (Custom)
/ DETAILS/DETALLES & FILES/ARCHIVOS * MESSAGES/MENSAJES E FORMS
Current Activities
Activity Status Start date
— Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade Enrolled 10/02/2025
Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade Enrolled 09/08/2025
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Step 2) Update Detail Fields Before Manually Combining Enrollment

After you have determine which profile that you will be keeping and the profile that you will be deleting, the next step is to review and update any fields from Profile 2 to Profile 1 on the
Details Tab
It should be noted that the new duplicated profile created from the account holder will most likely contain the most update-to-date information

After reviewing and updating all the fields on the Details tab, make sure that SSID and Risk Factor have also been reviewed. A user can see the risk factor field on the “Forms” tab of the
participant profile

/ DETAILS/DETALLES

Permission to Participate: Date

Robert Lazenby & [ SR ]
Lo ) Test Parent (9/12/25) , test parent (8/29) , test parent (8/12)
15X — Profile 1 (Keep)
SRS ‘i‘” Workspace #: 11975718
Email (Custom) v
& FILES/ARCHIVOS *® MESSAGES/MENSAJES B FORMS
Robert Lazenby - Delete & [ S a

~

Linked Account Holde: test parent (robert

JoX(

—
SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS # MESSAGES/MENSAJE B FORMS

Profile 2 (Delete)
Workspace #: 11719234
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Step 3) Optional: Temporarily Removing Linked Account Holders

. Account Holders receive notifications whenever their linked participant is Enrolled, Waitlisted or Dropped from an activity

. Before manually combining the enrollment and attendance from Profile 2 to Profile 1, it will be up to the site to determine if they would like to temporarily remove the account holder and
re-linked them to Profile 1 after they have manually combined enroliment and attendance records to the main profile (Profile 1)

. If you would like to remove the linked account holders from profile 1 so parents/adults do not receive notifications of updates; be sure to copy the names or emails of the account holders

S0 you can re-attach them once enroliment and attendance has been manually merged over.

Robert Lazenby &

JX(

SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES ENROLLMENT

evel

ype of Participant

Ce numoer:

r, Specify
age spoken at home
nclusive Identity

Student State ID # (SSID)

Release to Participate Granted for 2025

Release of Information Gr

Profile 2 (Delete)
Workspace #: 11719234

Robert Lazenby &

Linked Account Holder Test Parent (9/12/25) , test parent (8/29) , test parent (

4{Emmmm—— profile 1 (Keep)

ar

(Parent/Guard

Remove account holders first
from profile 1

ES/MENSAJES E FORMS

Robert Lazenby - Delete &

Linked Account Holder test parent (robert

X

L —
SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES

& FILES/ARCHIVOS #® MESSAGES/MENSAJE:

Date of Birth

Gender

f Other Gender, Specify

Add account

holders back

to profile 1

8/12) once you have
moved

enroliment

from profile 1

Workspace #: 11975718

| RV SR ] a
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Step 4) Manually Combine Enrollment and Attendance

. The fourth step is to now add any enrollment and attendance from Profile 2 to Profile 1. In the example down below, we need to add the current enrolled activities of Profile 2 to Profile 1.
o Profile 1 will need to be enrolled into the following activities: “Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade” and “Fall 2025 - Arts & Crafts

(Monday & Wednesday) 1st - 3rd Grade”
o Start with one activity first and then move on to the next
o Once Profile 1 is enrolled into the correct activities, be sure to take attendance based on what has been recorded for Profile 2

Robert Lazenby & E-XL S8 2R

Lin ount Holder

HOBORNGONS o ,r" e _ Profile 1 (Keep)
Workspace #: 11975718
SIS Add the classes below to

Groupri Scho this profile
Current Grade Level st
Robert Lazenby - Delete &
b+ nt Holder test parent (robert,

ool JE

YaX sy o
L —
SCHOOLS UNITING
NEIGHBORHOODS

Current Activities

Activity

Fall 2025 - Math through Basketball (Monday & Wednesday)_1st - 3rd Grade

PrOﬁle 2 (Delete) — Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade
Workspace #: 11719234

/' DETAILS/DETALLES ENROLLMENT & FUES/ARCHIVOS *® MESSAGES/MENSAJES

E-X2 8 2 W a

E FORMS

Start date

10/02/2025

09/08/2025
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Step 4) Manually Combine Enrollment and Attendance

The fourth step is to now add any enroliment and attendance from Profile 2 to Profile 1. In the example down below, we need to add the current enrolled activities of Profile 2 to Profile 1.
So Profile 1 will need to be enrolled into the following activities: “Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade” and “Fall 2025 - Arts & Crafts

(Monday & Wednesday) 1st - 3rd Grade”
Once Profile 1 is enrolled into the correct activities, be sure to take attendance based on what has been recorded for Profile 2

[ ]
o

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade @ * Fan

"~
Provider El Programa Hispano
Subcategory. G 0ol
xtx Start Date

| ——

SCHOOLS UNITING End Date 2

NEIGHBORHOODS
Max enroliment

/' DETAILS/DETALLES & SIGN UP ATTENDANCE E FORMS

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Primary Primary Contact Emergency Contact Emergency Contact 1 Emergency Contact Photo Release Granted Enrollment Drop
Student Status Contact Name Number 1 Name Relationship 1 Phone for 2025-2026 date date
Profile 2 (Delete) O Robertlazenby Enrolled | MaryJ.Blige  222-222-2222 Damson Idris Brother 333-333-3333 10/06
Workspace #: 11719234 - Delete
old Profile o Jle |
Add student:
Robert Lazenby Profile 1 (Keep)
R Robert Lazenby - Delete Workspace #: 11975718
1719234
R Robertlaz
Correct profile that we want
to add enrollment and
attendance for




Step 4) Manually Combine Enrollment and Attendance

. Make sure when you're copying enrollment over to the profile you're keeping to the old profile, that the Enrollment Date matches
o In the example below, Profile 1 should have Profile 2 enroliment reflected

. Remember, the profile that we will be deleting at the end of this process should have the identifier “Delete or Duplicate”
o This will help with combining records together

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

Profile 1 (Keep)
Workspace #: 11975718

Yo

SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade &
Provider El Programa Hispano
Subcategory:

Start Date

End Date

Max enrollment 15

& SIGN UP ATTENDANCE E FORMS

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Primary
Student Status Contact Name

[J  Robert Lazenby Enrolled  Mary J. Blige
- Delete

[J  Robert Lazenby Enrolled  Mary J. Blige
R ERErie) (Rheen

Add student:

Primary Contact ~ Emergency Contact  Emergency Contact 1 Emergency Contact ~ Photo Release Granted ~ Enrollment Drop
Number 1 Name Relationship 1 Phone for 2025-2026 date date
222-222-2222 Damson Idris Brother 333-333-3333 Yes 10/06
222-222-2222 Damson Idris Brother 333-333-3333 Yes 10/06
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Step 5) Take Attendance For The Profile Being Kept

. The fifth step is to make sure that attendance for Profile 1 matches the attendance for Profile 2
o Remember Profile 2 will be the participant that we “Mark to be deleted” at the end of this process
. Make sure that attendance is captured and matches for Profile 1 until there is no more attendance recorded
. Once you have finished the first activity move on and do the same process until all enrolilment and attendance is copied

over to the main profile being kept (Profile 1)

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade @ * 2

% Provider, El Programa Hispano
Subcategory
Xﬂ Start Date
s&ggﬁ&(s)mqém End Date

Max enroliment 15

/ DETAILS/DETALLES & SIGN UP ATTENDANCE E FORMS
P e oo R ol V‘ _

Mark All as Present
Profile 1 (Keep) Oct 6, 2025 (Mon) Oct 8, 2025 (Wed)
Workspace #: 11975718 Disable attendance Disable attendance
Name Present Excused Unexcused Present Excused Unexcused
Robert Lazenby @ ®
Profile 2 (Delete)
Workspace #: 11719234 Robert Lazenby - Delete ® O @) O O @

0Old Profile




Step 6) Review Both Profiles One Last Time

Robert Lazenby &
Holder

Linked
(Pa

x’x Subcategory
Da

f Birth

e
SCHOOLS UNITING

NEIGHBORHOODS
Email (Custom)
/ DETAILS/DETALLES ENROLLMENT
Current Activities
Activity
Fall 2025 - Math through (Monday & 1st- 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

01/01

2018

° The sixth step is to review both profiles to make sure that all
enrollment is now reflected and copied over on the profile that you

| TREP SR g a
will be keeping (Profile 1)
Status Start date
Enrolled 10/02/2025
Enrolled 09/08/2025
| Profile 1 (Keep)
Status Start date
‘ Workspace #: 11975718
Enrolled 04/01/2025
Enrolled 10/01/2024

Robert Lazenby - Delete &
Linked Account Holder test parent (robert)
(Parent/Guardian):

X*X Subcategory: Grouptrail Schoo

Date of Birth 1/1/2018
SCHOOLS UNITING
RO Mobile Number

Email (Custom)

/' DETAILS/DETALLES ENROLLMENT

Current Activities

\Y

FILES/ARCHIVOS

Activity

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

*® MESSAGES/MENSAJES

Status

Enrolled

Enrolled

- X 8 2R

m

ORMS

Start date

10/02/2025

09/08/2025
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Step 7) Re-Attach Account Holders and Add New Account Holder

Robert Lazenby &

del

JoX(

—
SCHOOLS UNITING
NEIGHBORHOODS

Date of Birth

Mobile Number:

Ema

/ DETAILS/DETALLES ENROLLMENT

Current Grade Level 1st

Type of Parti

Workspace number:

Date of Birth
Gender.

f Other G

Primary lang

nclusive Identity

Student State ID # (SSID)

Profile 2 (Delete)
Workspace #: 11719234 -

0Old Profile

O

SCHOOLS UNITING
NEIGHBORHOODS

/' DETAILS/DETALLES

Current Grade Level

of Participant

Workspace number
Date of Birth
Gender:

f Other Gender, Specify

Primary language sp:
nclusive Identity

Student State ID # (SSID)

oken at home:

*® MESSAGES/MENSAJES

Robert Lazenby - Delete &

Linked Account Holder

ile Number:
Email (Custom)

ENROLLMENT

Grouptrail Schoo

E-LX 8 2R

E FORMS

test parent (robert)

& FILES/ARCHIVOS

The seventh step is to reattach the account holders
back to the profile you will be keeping (Profile 1)

Itis VERY IMPORTANT to also add and attach any
account holders that are listed in the profile that you
will be deleting (Profile 2) to the main profile you will
be keeping (Profile 1)

Profile 1 (Keep)

4 /o space #: 11975718

*® MESSAGES/MENSAJES E FORMS
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Step 8) Mark the Duplicated Profile To Be Deleted

. The last step is to mark the duplicated profile to be deleted (Profile 2)
. To mark the profile to be deleted, go to the “Forms” tab of the duplicated profile (Profile 2)
. Click the pencil icon next to the field called: Duplicate to be deleted
° Select the option “Yes-this record is duplicate”
° Once selected, make sure to hit both save buttons
o Click the save button next to “Yes-this record is duplicate”
o Then click the save button at the top or bottom of the page
Robert Lazenby - Delete @
% Linked Account Holder
(Parent/Guardian):
Profile 2 (Delete)
Workspace #: 11719234 ‘ xlx e
p : R —— Date of Birth:
N BORNOODS Mobile Numb
oDIle Number:
0Old Profile
Email (Custom):
# DETAILS/DETALLES ENROLLMENT

SUN Staff Only

test parent (robert)

Grouptrail School
1/1/2018

& FILES/ARCHIVOS ** MESSAGES/MENSAJES

Second “Save” button

Embedded SUN Staffoniy

Duplicate to be deleted: Yes-this record is duplicate

“»

Risk Factor (Yes or No):
Risk Factor Type:

FRN Service Provided
(Individual Counts):

Gender if different from
Registration Form:

- Cancel
.\0 First “Save” button
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Please Note: This process reviews how a user can
effectively and accurately search a participant or
activity in Grouptrail using dashboard trackers. This
process will also review the advanced search bar.




Groupliail )
Searching Participants by trackers (Step 1)

To effectively

search a e
participant upin - o (e

your Grouptrail N
account, go to o —

your Participant®

trackers and © wicmm

open the tracker

you would like to

locate a

participant
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Guoupbiail O
Once you have open your participant search i ng PartiCi pants by traCke rs (Step 2)

tracker search the participant you're
trying to find in the “Keyword” search
bar

Welgme Rob! = Participants —

ezl sl ¢ ke by b S\

following criterias in the “Keyword” R

search bar:

Different Name Combinations

You can search by a combination of 0 o=

name variables like: First name, Sl

Middle name, Preferred Name, last ptertiey = - - serons
name, first and last name, first three imtove = - wzone

characters, etc. o
SSID Number Raber e 7720 ) B . I
You can search by a student’s SSID testsudent
Number. Make sure the number is an

exact match

Test User 5/3

Test User 5/3/2024 2 = 3 61171985 = ar

Grouptrail Workspace Number

You can search a participant by their
uniqe workspace umber Thi
number can be found directly in a

profile of the student or in Grouptrail

Antares

reports like: the Missing Data Report Important Note:

Searching participants in your Participant Trackers allows you more searching options
Make sure the number is an exact and flexibility when it comes to finding participants or searching by names. You can
match also find participants by information that is associated with other fields on their profile

(like phone number, street address, etc.)

Users can also use a combination of the pinned tracker filters below the search bar to
add additional conditions to help find participants
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Grouptiail () Searching Activities by trackers (Step 1)

> Register For Fall SUN 2026 Activities Down Below!

Providers > All Activities Summer SUN 2026 (Example Tracker)

To effectively search an activity up in your
Grouptrail account, identify which activity
tracker your activity lives in. For this example, we
will find an activity from the “Fall SUN 2026”
tracker

Once found, open the corresponding activity
tracker
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Gl O gearching Activities by trackers (Step 2)

Once you have open your
activity tracker search the
activity you're trying to find
in the “Keyword” search bar

You can search an activity
by the following criterias in
the “Keyword” search bar:

Name of the activity
You can search by a
combination of name
variables like: EKT, P-3,
Basketball, first three
characters, etc.

Grouptrail Workspace
Number

You can search a activity by
their unique workspace
number. This number can
be found directly in a profile
of the activity.

Make sure the number is an
exact match

Providers > All Activities Fall SUN 2026 (Example Tracker)

Reports

Se mansgement

My Sites

My Account

3rd-4th Grades Enrichment Craft Club

Important Note:

Searching activities in your Activity Trackers allows you more searching
options and flexibility when it comes to finding activities or searching by
activity names

Users can also use a combination of the pinned tracker filters below the search
bar to add additional conditions to help find participants
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Groupliail )
Searching Account Holders by tracker (Step 1)

TO effe CtiVely R = | Account Holder (Parent/Guardian) —
@ me.
search an 3 T

account holder
in Grouptrail, go .
to your All e
Account D e
Holders Tracker
and open the
tracker

Important Note:

All general users in the system have access to all
Grouptrail Parent/Guardian Accounts created in the
system (also known as Account Holders).

This means that any user can locate and find if a
parent/guardian may have an account registered in
the system
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Groupiail ©

Once you have open your All Account
Holders tracker search the
parent/guardian account you're trying
to find in the “Keyword” search bar

You can search an account holder by
the following criterias in the
“Keyword” search bar:

Different Name Combinations

You can search by a combination of
name variables like: First name
and/or last name

Email Address

You can search for an account holder
by typing in a parent/guardian’s email
address

Important Note:

Searching for account holders in your All
Account Holder Tracker allows you more
searching options and flexibility when it

comes to finding accounts.

Users should keep in mind that account
holders may share the same name. Users
should always confirm if they have the

Searching Participants by trackers (Step 2)

Account Holder (Parent/Guardian)

+  Add New

~ All Account Holders - Search Account Holders Using the “Search Bar"

Chanelle Brown

Test test

Chanelle temp

mike_brown1355@grouptrail com

Year Validation

Los Mets2

Los Mets

Sabrina lonescu

Justin Yuen

robert.lazenby-+63@muitco.us

Account Holder

Testing Middlename

correct account for the parent/guardian by

their email address

Testing Middlename
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Gouptiail ) Searching Workspaces with All-System Search Bar

You may also search workspaces
with the all-system search bar at
the top of a user’s dashboard

only search workspaces (like

participants and activities) by iecome Rober S Home
their name

b A
The all-system search bar does B L § Wekamet Grupraivi (D)

not prov1de a user with ﬂeXIblhty Need Help? Review the following tools and resources down below:

when attempting to find Acies + IFyou need Grouptrail data support, please contact: yfsdatasupport@multco.us
workspaces in the system like + Navigating Your New V11 Dashboard

their dashboard trackers + Viiew the Multnomah County Grouptrail Training Handbook here

+ SUN Community Schools Grouptrail YouTube Training Videos here

+ Viiew the Grouptrail help articles for SUN Site staff here

The majority of the time the
all-system search will only U R
generate results with EXACT

matches

A user may also generate
system-wide results for specific

data categories like: account ) Important Note: )
holders It’s highly recommended that users first use their Trackers to

search either participants and/or activities

If a user cannot find an activity that may have been created but
does not fall into a seasonal tracker, it’s then recommended that
the user use the advanced search bar to find results



Please Note: This process reviews how a
user can quickly update a universal field
or tag in Grouptrail to multiple
workspaces (activities and/or
participants)




Groupliail )
Step 1) Batch Updating

Batch updating in Grouptrail

allows you to quickly add e —
information across multiple
workspaces for activities

RGN Y ACTIVITIES

and/or participants Providers> All Activities Summer SUN 24

EXE] Y PARTICIPANTS

Participants/Les participantes

Step 1) Select the tracker for
activities or participants that g —
you Would hke tO batCh update Participants/Les participantes

No grouping . W Batch update /|® Browse X Feature / More... ~
Once you have chosen the it o e
tracker you would like to batch e & e @ & e & @

Samantha Test 2 Test Grouptrail sister test test test sister
(test) (8/19) (8/16) Training Woman/Girl (through student (8/12)
update, find the batch update — Fuan (@75 |voonon
. 2nd 2nd 2nd 18/16 Updated Aug t form) Parent/Adul 3rd
icon located at the top of your - ] T T e -l
y Y Yesterday at 19 at 4:28 16at11:15 ond PM Updated Aug 12 at 2:42

10:21 AM PM AM 15 3t 3:03 PM

Updated Aug Updated Aug PM

traCker e . Tostos7 15a1318



Groupiail ©

Step 2) Batch Updating

Step 2) Follow the two batch
updating steps. First, select
the drop down menu to select
what you would like to batch
update

Second, select the
field/information you would
like to update across your
workspaces (participants or
activities)

Note: Linked Categories allow you to link an
activity or participant to another workspace
or even an account holder

The fields displayed in the dropdown menu
are also reflected on an activity or
participant details tab

i Batch update

Step 1: Select what you would like to do

I would like to

s
|

Step 2: Select which pages to update

Iwould like to... Checkall [l Uncheck all

Link categories
Add linked categories

Update tags
Provider
Enrollment Status
Gender
Current Grade Level
English Language Learner
Student lives with
Primary Method of Transportation
When/if possible you would like bus transportation
Artwork permission
Permission for student to use internet
Primary language spoken at home
Inclusive Identity
Accept behavioral expectations
Risk Factor

[School] Enrollment Status

t (through Participant form)
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Groupiail ©

Step 3) Batch Updating

Step 3) Once you have selected
a field, please select the correct
tag option you want to update
across your workspaces

Next, select the workspaces
(participants or activities) that
you would like to update the
information across

Lastly, select “Run Batch
Update” to apply the updated
information across your
workspaces

Note:

You can double check to see if your “batch update” was

successful by going to a workspace to see if the
information was added/updated

i Batch update

Step 1: Select what you would like to do

Risk Factor $

*Note this will clear any current tags assigned to these pages.

|
| *Unassigned s

No
*Unassigned

Step 2: Select which pages to update

aela Test 09/05

Grouptrail Training Participant 8/16

test (through Participant form

test student (robert;
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Please Note: This process reviews how to
create and link participants that are
manually created in the system and/or
adding additional account holders to an
existing student or adult record(s)




Guoupiail

Step 1) Manually creating a NEW account holder for an Existing

participant
[ T ok | R Vimanc | Sponih @
To createan =
account
holder, /| -
select
“Account @ MyAccount
Holder”

NOTE: Be sure not to “Create a Tracker” instead of clicking on “Add
a Workspace.” If you do, you can open up and edit the tracker you

created and delete it: . A
[ - | Update Your Search Filter Tracker

* Feature @ More... ~
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Guoupiail

Step 2) Manually creating a NEW account holder for an Existing
participant

Once you're in the “Account Holders”
Menu view, click the icon called: “Add
New” in the right hand corner to
locate the one-page creation form

H For testing: SUN UAT Database i P~ English | Russian | Vietnamese | Spanish (%)

@ Home
S . > All Account Holders - Search Account Holders Using the "Search Bar" _

NOTE: Be sure not to “Create a Tracker” instead of clicking on
“Account Holder”
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Guoupiail

Step 2) Manually creating a NEW account holder for an Existing

participant

1. Once you have selected the one-page
creation form, they’re only three fields
that need to be filled out in order to create
a Grouptrail for a Parent/Guardian

1) Account Holder First Name
2) Account Holder Last Name
3) Account Holder Email

When creating a Grouptrail account, be
sure to use the best email for the
parent/guardian

The account holder will need access to this
email in order to sign-in into their account
and register their student(s) for SUN
activities

This parent/guardian should be one of the
primary people responsible for signing up
their student’s for SUN activities

2) Once you have entered in the
parent/guardian accounts information,
select “Add Workspace”

Add new: Account Holder (Parent/Guardian)

Account first name Account last name

Bobby Jones

Account Email

robertlazenby+777 @muitco.us

Add workspace
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Guoupiail

Step 3) Manually creating a NEW account holder for an Existing

participant

1. Once you have selected, “Add
Workspace” you will receive a notification
referencing that the workspace has been
successfully created

DO NOT CLOSE OUT THIS WINDOW

2) You will NOW need to LINK the
parent/guardian account to their
student(s) profile

3) To do so, click the button “View
Workspace”

This process will allow the family to sign
into their Grouptrail account and have
access to their student(s) profiles as well as
request enrollment for SUN activities

Workspace added

Your workspace was created successfully.

Create another

Close
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Guoupiail

Step 4) Manually creating a NEW account holder for an Existing

participant

1. Once you have selected, “View
Workspace”, you're now looking at the
profile side of the account holder you just
created

2) To link student(s) to the parent/guardian
account, click the pencil icon on the right
hand side of the field called: Linked
Participants

Bobby Jones &

.0 O

SCHOOLS UNITING
NEIGHBORHOODS

7/ DETAILS/DETALLES
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Guoupiail

Step 5) Manually creating a NEW account holder for an Existing

participant
Bobby Jones &
1. Once you have selected the pencil icon,
use the search bar to type in the name of ny
the student(s) you would like to link to the m
NEIGHBORHOODS

parent/guardian account

2) Once you have found and added the

click “Save”

|

=

- / DETAILS/DETALLES
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Guoupiail

Step 6) Manually creating a NEW account holder for an Existing

participant

1. To confirm if you successfully added the
student(s) to the parent/guardian account,
go to the workspace of student(s) you
linked

2. Right below the workspace name of the
student, you will see a field called: Linked
Account Holder (Parent/Guardian)

3. To the right of that field should be the
name of the parent/guardian that you
have linked to the student(s) profile

4. You can view the account holders linked
to a student(s) account by clicking the
name(s) of the account holders attached

O

SCHOOLS UNITING
NEIGHBORHOODS

Jim Love &

920



Groupliail )
Linking multiple account holder(s) to a participant record

You may also link multiple account =~ == T
holders to a student or adult record by (& _
going to your participant tracker and ~ “*

selecting the participant

You can link existing or new account - ——— e
holders in the system to a student(s) e .
profile

At the top of the participant Samantha (test) @ -
record, click the pencil icon S i

underneath the field of 16X

Linked account holder Sogis e i

# DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS E Forms

Next, begin to search

the account hOlder by ﬁrst & Subcategory Grouptrail Schoo
last name that you would like to Samantha (test) @ sew
link to the participant record. e

Once done, make sure to click

Save “
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