Add and Remove Student from Cohort

OverVIQW 3. The next screen will let you know that it’s completed successfully. Click Done.
This quick reference guide provides an overview of how to add or remove a Adding a Student to a Cohort Using Their Profile

student from a cohort. 4. Search for the student in the main Search Bar and go into their profile.
Adding a Student to a Cohort Using Search Bar 5. Click on the Actions button and select Student Cohort and then Add

1. Begin by searching for the task Add Student To Cohort in the main Search Bar. Academic Record to Cohort.

2. Inthe prompt, enter the following information and click OK.

o Student: Enter the student’s name or ID number.
o Student Cohort: Enter or select the cohort to add.
o Select Add Date: Select to add the cohort now or on a specific

6. Inthe prompt, enter the following information and click OK.

o Student: This should populate with the student’s name.

o Student Cohort: Enter or select the cohort to add.

o Select Add Date: Select to add the cohort now or on a specific
date.
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7. The next screen will let you know that it’s completed successfully. Click Done.

Removing a Student from a Cohort Using Search Bar
8. Begin by searching for the task Remove Student from Cohort in the main
Search Bar.

9. Inthe prompt, enter the following information and click OK.

o Student: Enter the student’s name or ID number.

o Student Cohort: Enter or select the cohort to remove.

o Select Remove Date: Select to remove the cohort now or on a
specific date.
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10. The next screen will let you know that it’s completed successfully. Click Done.

Removing a Student from a Cohort Using Their Profile
11. Search for the student in the main Search Bar and go into their profile.

12. Click on the Actions button and select Student Cohort and then Remove
Academic Record from Cohort.
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14. The next screen will let you know that it's completed successfully. Click Done.

13. In the prompt, enter the following information and click OK.

o Student: This should populate with the student’s name.
o Student Cohort: Enter or select the cohort to remove.
o Select Remove Date: Select to remove the cohort now or on a
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