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To start a new school relationship on a record 

 

Go to person details – organisation relationship 

 

 

On the next screen, click  at the bottom of the screen  

 

Press ‘Find’ to find & select the school, choose relationship as ‘School’, under ‘from’ choose the start date 

of school, click save to update the school 
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To end a school relationship on a record 

 

Within organisation relationship, click on the edit pencil next to the school that needs to be ended 

 

On the next screen, under ‘to’ select the end date, then select an end reason from the drop down menu, 

press save to end the relationship 

 

 

 

 

 


