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The order of portraits in panels is determined by their sorting order. Portraits are usually sorted
alphabetically, by last name. However, you will want to break alphabetically order if you want
teachers to appear at the front of their homerooms. This is done by assigning a priority to the
members of your school. Portraits with a higher priority will appear in front of portraits with a lower
priority. Generally, we recommend that students are assigned a priority of 5, teachers 3, and
assistant or student teachers 4. (Leave priority 1 for the Principal and 2 for the Admin staff.)

Teachers also have to be assigned to their own class group (homeroom and/or teacher group), so
they are categorized with their students.

Assigning Priority to Your Portraits

In the Portraits tab, click the "select all" box (top left) - all your portraits will be selected. Next, click 
Edit.
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Scroll to the bottom and click Add a new field.
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Select Priority from the drop down menu/

Below the Priority field, type "5" - this will add a priority ranking of 5 to all portraits.
(Recall: 5 is the suggested value for all students, so we're tagging everyone at first with this priority
to save time.)
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Now that everyone in your database has a priority, you can change the priority for everyone who
isn't a student.
Find your teachers' portraits, and select the checkbox next to their name. Choose Edit.
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Change their priority to 3.
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Continue to add priorities to other portraits, such as the office staff (2), support staff (4) and
principal (1).
Note: individual priorities can be edited by clicking directly on the Priority column in the grid view -
you can skip the batch Edit process and directly type in the column.

Last, ensure that your teachers are assigned to the same Teacher, Homeroom and/or Grade as
their students.
If they are not in the same groups at the students, they may be excluded from the panel (eg.
Create a panel with everyone 3assigned to Homeroom 2, or Teacher Smith, but Mrs. Smith isn't
assigned to this homeroom or teacher group... so she won't show up with her students).

After all portraits have a priority, you can flow your panels sorted first by priority, then by last name.
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