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This document is for HGEC staff that adds ministry designations to children. 

In the School View 

Finding a Student 

1. Click the Student TT, find the student 

 

2. Click the Membership ST, then Programs sub-side tab. 

3. Change the Dictionary to Student Designations 

 

4. Change the field set to Default Fields (Student Designations) 

 

If a student has no designations, this area will have NO RECORDS.  However if the student has current or past 

designations, the screen will contain SOME RECORDS. 
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Adding Designations (Primary or Secondary) 

Designations are added one at a time.  Repeat this process as many times as necessary 

 

Click Options, then ADD, there are SIX steps to add the designation to the student. 
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Changing Designations 

Case 1.  Student has an “H” designation, but “G” will be added and “H” will be the secondary designation. 

Step 1. Edit the “H” record to uncheck the primary box 

Step 2.  Add the “G” designation (see Adding Designations) 

 

Case 2.  Student has an “H” designation that will end and “G” will be the new designation (i.e. removing the 

“H” designation 

Step 1.  Add the “G” designation and mark it as primary.  The software will automatically end date the “H” 

designation and mark the “H” designation as not primary 

 

Ending (Removing) Designations 

Edit each record that is NOT END DATED (only one in this case) 

 

 

 


