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ADDING INSTRUCTIONAL 
TIME FOR PRIOR DATES



Disclaimer
• Any instructional time added for prior dates must be 

supported by documentation. For example sign-in sheets, 
tutorial attendance, etc.

• This documentation must be kept by the campus in a 
HB4545 binder.



1. Log in to Tango Trends.



2. Access the HB4545 module by clicking 
on the gears and selecting “HB 4545”.



3. Select the student(s) for whom you will add 
prior instruction by clicking on their row 
numbers.



4. Click on the Add Activity button at the 
bottom of the window.



5. Enter the required information and click 
“Save”.

• Date/s 

• You cannot select dates from multiple 
months. Choose dates from only one 
month at a time.

• Start & End Time

• Subject

• Modality

• Instructional Activity

• Notes (Optional)



REMOVING TIMES 
ENTERED BY ERROR



1. Log in to Tango Trends.



2. Access the HB4545 module by clicking 
on the gears and selecting “HB 4545”.



3. Click on the “Instruction” Tab. 



4. From the drop-down menu, select 
“Closed”.



5. Search for student(s) using on of the 
available fields/filters.



6. Find the unique row containing the instruction that 
was entered in error by looking for the Activity Date, 
Start Time and End Time.



7. Select the row number of the 
instruction that was entered in error. 



8. From the bottom left, click on the 
“Delete” button. 



Please call the A.R.E. + GT department if you 
have any questions.

Beatriz Hernandez, Director

Elementary

Hadassah Hernandez, Coordinator hmhernandez@bisd.us/ #2807

Joanna Villarreal, Coordinator joannav@bisd.us/ #2789

Middle School

Debra Jenney, Coordinator djenney@bisd.us/ #2803

High School

Sj. Garza, Coordinator sanjgarza@bisd.us/ #2802


