LinkB5GUIDES

Find Your Classroom ID in LinkB5
For Regional Leads, Multi-Site Administrators, and Single Site Administrators
(including Family Day Home Providers)

Steps for Single-Site Administrators, including Family Day Home Providers

Single-Site Administrators can find a Classroom ID two ways: on your Dashboard or
downloading a Report.

Find Your Classroom ID on Site Dashboard

1. Onvyour Dashboard, scroll down to your list of Classrooms. The Classroom ID is in the

first column.
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Finding Classroom ID on a Downloaded Report

1. Atthe top of your Dashboard, click on the Reports tab.
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2. Select either “CLASS Export (Observation Type by Tabs)” or “CLASS Export (Classrooms
Combined)” from the Report drop-down.
3. The current School Year(s) drop-down will automatically select the current school year.

4. Click on “Export”
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5. Open the report. Classroom ID is in Column G and labeled “Classroom ID”.

A B Cc D
|'0bservat|on | Region Name FIPSILocahty SiteID

E

SiteName  SiteType

|Classroom ID I lassroom Ni’

2 43853 Region1-S5S0151063 - Floyd 96 Rainbow Adw Center 2342 venture Ac
3 23867 Region 1-S0151191 - Wast 8175 Test555 (Tesi Center %5093 istic Angel:
P IRGINIA DEPARTMENT OF
ll""lU AAIIA | oot EUMAN DEVELOPMENT (:6 Virginia Early Childhood Foundation Aﬂ EDUCA TION




LinkB5GUIDES

Steps for Multi-Site Administrators

Multi-Site Administrators can find a Classroom ID two ways: on your Multi-Site Dashboard or

downloading a Report.

Finding Classroom ID on Multi-Site Dashboard

1. On your Multi-Site Dashboard, scroll down to your list of Sites. Click on the Site Name

to navigate to the Site Dashboard.
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2. On the Site Dashboard, scroll down to the list of Classrooms. The Classroom ID is in the

first column.
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3. Repeat for each Site to see their list of Classroom IDs.
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Finding Classroom ID on a Downloaded Report

1. At the top of your Dashboard, click on the Reports tab.
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2. Select either “CLASS Export (Observation Type by Tabs)” or “CLASS Export (Classrooms
Combined)” from the Report drop-down.

3. Select “All Sites” to download all sites OR select a specific site from the “What site
would you like to export data for?” drop-down.

4. The current School Year(s) drop-down will automatically select the current school year.

5. Click on “Export.”
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6. Open the report. Classroom ID is in Column G and labeled “Classroom ID”.
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Steps for Regional Leads:

Regional Leads can find Classroom IDs for any site in their region using two methods: on your
Dashboard or downloading a Report.

Finding Classroom ID on Region Dashboard

1. Onyour Region Dashboard, scroll down to the list of sites. Click on the Site Name to
navigate to the Site Dashboard.
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2. On the Site Dashboard, scroll down to the list of Classrooms. The Classroom ID is in the
first column.
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Finding Classroom ID on a Downloaded Report

1. At the top of your Dashboard, click on the Reports tab. Choose “Regional-Level
Classroom List” from the dropdown menu.
2. Click on “Export” to download the report.
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3. Open the report. Classroom ID is in Column L and labeled “Classroom ID”.
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3 2024-2025 Fall 26 Region 5 - Sot Center 51710 - Norfo 4948 ABC Express |Incomplete  Leo Harper DAD2869
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5 2024-2025 Fall 26 Region 5 - Sot Center 51710 - Norfo 7800 ABC Express |Incomplete Caleb Ethan B1721B4

Need Technical Help? Contact LinkB5 Support Team

e Live Chat: Available on the LInkB5 website
e Phone: 1-833-554-6525
e Email: linkb5support@virginia.edu
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