
How to enter a new school into the SMP system (Only after Approval from your Regional Coordinator and the 

Director of ChildHope) 

Under the “Schools” list of the homepage, click on the “  tab. This will lead you to the “School Details” 

 

Determine what the next school code will be in your system.  This can be done by the scrolling through the arrow 

buttons on the top of the “School Detail” page until you get to the end of the list of schools.  

Now you will want to set up a new school, Click on the new record button .  It will pop up a new window.  

 You will need to fill complete this form to set up the new school including the School Description.   The school number 

will be the 2-digit school code.  

   

You will notice this is the “Detail” page.   You will also want to fill out the Payments page (see next page) 



 

Once everything is entered, you will select “Save” and you can begin the process of entering “New Case histories”.  


