Checklist for Setting up Afterschool Program into KCC
	Completed
	Task

	
	Set up “New Afterschool Program”

Click on Site Mgmt./Select site/Click on New Afterschool Program

Note: Each site has ONLY one program with this exception rule if offering adult only in program, early childhood, or if tracking program entirely apart from CCLC

	
	Promote Students to new school year

Click on Student Mgmt./click on batch data entry/select “Grade Level Promotion”

Note: If students need to move to a new sight, select target site at top of screen

	
	Set up Schedule

Click on Afterschool Program/select site/click on Schedule/edit

	
	Enrollment
Click on Afterschool Program

New students will need an Enrollment form filled out 

Returning students-Click on Roster/click on blue link “enroll student”

MAKE SURE TO CHANGE THE DATE!!

	
	Set up Activities
Click on Afterschool Program

Note: This is a 3 step process

a. Add new activity

b. Schedule activity

c. Add students to activity roster

MAKE SURE TO CHANGE THE DATE ON THE ACTIVITY ROSTER!!!

	
	Attendance

Click on Afterschool Program/attendance

Click on the blue link “All Attend”

Change the week to the week you are working on

Click on “Edit”


