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STUDENT DATA:  STUDENT LISTS 
 

Add Students to a List 
 

 
Figure 1 - Student Data Student List: You can repeatedly and easily add students to any existing 

list. 

Identify the list to which to 
add the selected students.

Check the checkboxes 
of the students you are 
selecting. 

Click ‘OK’ to 
perform the 
operation 

Click the ‘Add checked 
students to the list’ radio 
button 

 
Adding Students to an Existing List Students 

1. Go to the Student Data Student List screen 
2. Click the ‘Reset’ button to clear any left over search criteria. 
3. Enter whatever search criteria you wish in order to locate the students to add. 
4. Click the ‘Search’ button. 
5. When the search returns, click on the “Add checked students to list” radio button 

at the bottom of the screen (actually, this should be the default – but check). 
6. Click the checkboxes next to those students you wish to add to the list. 
7. Locate the name of the list you are adding to in the “List Names” drop down 

corresponding to the “Add checked students to list” radio button at the bottom of 
the screen. 

8. Click OK to add the checked students the list. 
 
This adds students to an existing list.  Now, every time you use the updated list, the 
students you just added will be included in the operation.  
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What if the List is a Shared List? 
If a list is a shared list, all users who share the list will see the new students who have 
been added to the list. 
  

Williams, Ann 
Williams, Beth 
Williams, Sam 
Williams, Vic 
 

 User  
   1 

 User  
   3 

Smith, Joe 
Smith, Kevin 
Smith, Meg 
Smith, Nan 
Smith, Steve 
Smith, Tom 

 User  
   2 
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