
Deleting and adding people to lists

Go to the ”Applications”,  “list of students/ applicants”.
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In this example we select “test_list”

By clicking on the magnifyingglass, you  will see a list of all students contained in “test_list”



By clicking on the recycle bin, 
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You will be presented by a confirmation email, concerning the deletion of the field.

Another way to do this is trough the toolbox of the student:



Select the student you want to edit, click on his/her name.
On the following screen, select “Toolbox”

You’ll see in this example this person is only in 1 lists: “test_list”

By pressing the recyclebin-icon next  to the list, you can delete the person from a certain list. 
(again, with the confirmation box)
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In the same way you can add a certain person to a list. Click “Add new list”

And the following screen (selection of lists in this case) appears.



Select the list you want the student to be added to, and again, the confirmationbox will appear.

Once you added a person to a certain list, they will receive all updates/news/etc. intended for 
this list
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