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1. Go to the Site Map using the tab on the bottom of the Home page. 

 

 
 
2. Click on the Children In Other Centres button listed under Rolls on the left hand side of the screen. 

 

 
 
3. Click on the Enter Edit Mode button. 
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4. Use the dropdown selector above Accounts to select the account for which you want to add a child at 

another centre. 

 

 
 

5. The screen will now display all roll dates entered for that family. There are two options for entering the 

number of children in another centre from here. If you know the Start and End date for the entry then you 

can use the Date From and Date To dropdowns tool provided at the top of the screen. These are also 
based on the dates that the roll has been generated.  

Type in the number of children at another centre then click on the Apply button to apply the changes. If 

you use the last roll date in the Date To dropdown then when the roll is duplicated in the future, the 
number of children in another centre will also be duplicated. It is also possible to populate the column data 

individually by clicking in the field and typing in the number. 
 

  


