
BIS Help Guides

How to archive a student once they have left
school

When a student leaves school, we have to manually archive them on Managebac, so that they do
not show up any longer. Here is how to do it.
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Step 1 — Visit the BIS Managebac page

Visit
https://bavarianis.managebac.com



Enter your username and password

Click on 'Sign in'

If you cannot remember your
password, please click on 'Forgot
your password'.



Step 2 — Visit the 'Users' page

Click on the 'Users' tab
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Step 3 — Search for student to archive

Click on the 'Students' tab

Type the student's name who you
want to archive in the 'Search' box



Click 'Search' when ready

Step 4 — Archive the student

Click on the blue arrow pointing
down, for the student you are
interested in



Do NOT, under any circumstances,
click the 'delete' icon, as this will
result in unrecoverable data loss
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Step 5 — Check process has been successful

You will know a student has been
archived, as a box icon shows next
to their name



Repeat the process for other
students. If there are more than 5
students who need to be archived,
contact the Managebac coordinator
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