
Menu → Settings → School Terms Adding Term
Dates

Open First Tab Titled “Years” → Add an
Academic Year Under “Name” → Fill in
Start Date → Fill in End Date → Add →
“Make Active”

Open Second Tab Titled “Terms” →
Add Term Under “Name” → Start
Date → End Date → Term Number
→ Year → Add

Open Third Tab Titled “Half Terms” →
Select Term  → Name Half Term → Start
Date → End Date → Half Term Number →
Year → Add

Open Fourth Tab Titled “Holidays”
→ Name Holiday → Start Date →
Add
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