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Adding a VQB5 Student/Child List Guide 
For Site Administrators at Public Schools, including Mul8-Site Administrators 
 
Student/Child lists (previously called Classroom Lists) are required for all VQB5 eligible 
classrooms. The due date for Student/Child list compleCon is December 22. There are two ways 
to add a Student/Child list to a LinkB5 Classroom: individually and through a bulk upload. This 
guide focuses on adding Students/Children individually. Please see LinkB5 Resources for 
addiConal assistance on using the bulk upload feature. 
 
If your Site is a public school that par3cipates in VALLSS and/or VKRP, your Division may 
upload your Student/Child list on your behalf. For quesCons, please contact your VALLSS 
Division RepresentaCve, VKRP Division Contact, or someone with a Division role. See the 
“Finding your Division Contacts” secCon at the end of this guide for help locaCng your contacts. 
 
Add a Student/Child 
 
Navigate to the Classroom 

1. Select “Management” from the left-hand navigation.  
2. Select “Site” to view your list of Classrooms.  

 

3. From the list of Classrooms, select the Classroom.  

 
 



 

 
2 of 8 

Review and manage the list of Students/Children 
 

1. Review the list of Students/Children to make sure all Students/Children in the 
Classroom are displayed. 

2. If you need to add a Student/Child, click “Add Student/Child.” 
 

 
3. Fill out all informaCon and click “Next” to create the Student/Child. 
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4. To prevent duplicate Students/Children, VAConnects will first search existing 
Students/Children. 

 
a. If a Student/Child with the exact same information already exists in VAConnects, 

review the pop-up and click “Transfer” to move the Student/Child into the 
classroom. 

 
b. Click “Close” to exit or “Add Another” to add another Student/Child. 
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c. If a Student/Child with similar information already exists in VAConnects, a 
request will be sent to a VAConnects Administrator for review within 48 hours. 
You will be notified if the request is denied. For example, if the VAConnects 
Administrator needs more information to process the request, your request may 
be denied. If the request is approved, the student will appear in the classroom. 
 
Review the pop-up and click “Close” to exit or “Add Another” to add another 
Student/Child. 

 
d. If the Student/Child does not match with an existing Student/Child, review the 

pop-up and click “Confirm” to create the Student/Child.  
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e. Click “Close” to exit or “Add Another” to add another Student/Child. 

 
 
Remove a Student/Child from a Classroom or Site 
 
To remove a Student/Child from your Student/Child List, remove them from the Classroom. 
AYer they are removed from the Classroom, no further acCon is needed. 

 
1. From the Classroom, click the Menu next to the Student/Child’s name. 
2. Click “Remove from Classroom.” 
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3. Review the confirmaCon message and click “Yes, Remove” to confirm removing the 
Student/Child from the Classroom. 

 
 
Adding Students/Children via Bulk Upload  
 
Please see LinkB5 Resources for addiConal assistance on using the bulk upload feature. 
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Finding your Division Contacts 
 
If your Site is a public school that parCcipates in VALLSS and/or VKRP and you are unsure if your 
Division will upload your Students/Children on your behalf, please contact your VALLSS Division 
RepresentaCve, VKRP Division Contact, or someone with a Division Role. 
 

1. To find contact informaCon for your Division contacts, select the Classroom name. 

 
 

2. Select “Contacts” from the pop-up window and scroll to find your VALLSS Division 
RepresentaCve, VKRP Division Contact and/or someone with a Division Role. 
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Need Technical Help? Contact the LinkB5 Support Team   
• Live Chat: Available on the VAConnects website  
• Phone: 1-833-554-6525 
• Email: linkb5support@virginia.edu 
• LinkB5 Resources: https://resources.linkb5.virginia.edu/ 
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