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Viewing and Editing a Contact’s Primary Language 
and Telephone Number  
Version 1.0 ● Created January 18, 2008 

This job aid was written to help schools maintain their Zangle databases so that the Connect-ED system would 
call each student’s correct contact at the correct telephone number in the correct language. The first part of 
this job aid shows how a report can be run to display this pertinent information that is currently entered in 
Zangle. The second part of this job aid provides directions for editing the primary contact’s Primary Language. 
The third part of this job aid provides directions for editing the primary contact’s telephone number. 

VIEWING CURRENT CONTACT’S PRIMARY LANGUAGE AND PHONE NUMBER 
A query can be run to view an alphabetical list of all of the students at your school with their primary contacts, 
contact’s Primary Language, and contact’s primary telephone number.  

Follow the steps below and on the following pages to view a list of students, primary contacts, phone numbers, 
and Primary Languages. 

Open Zangle. Click Enrollment. Click Reports. Select Student Query Writer. 

 

Click *Connect-ED Contact Telephone Number and Primary Language. A 

Click Display. 

The report opens in a new window. 
B 
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After reviewing this report to confirm 
that the information is correct, click the 
X to close it. 

You will return to the previous window. 

C 

Click *Connect-ED Contact Telephone Number and Primary Language. D 

Click Print. 

The report prints to the default printer. 
E 
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EDITING A CONTACT’S PRIMARY LANGUAGE 

Follow the steps below and on the following pages to edit a contact’s Primary Language. 

• Open Zangle. Click Enrollment. Click Student Editor. 

 
 

 

Click Find or List and display the student’s record that needs to be changed. A 

Click the Contacts tab. 
 

B 

Click Edit. 
 

C 
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Click Edit. 
 

D 

Notice that the primary contact is 
selected by default. If you need to 
edit a different contact, click that 
contact before executing Step D. 

 

Click the General tab. 
 E 

From the Primary Language drop-
down menu, choose the correct 
language for this contact. 
 

F 
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Click Save. 
 

G 
Click Done. 
 

H 

Click Done. 
 I 

The contact at the top of the list should be a 
contact that lives with the student and will be the 
one called by Connect-ED. To order the contacts, 
click and hold the gray box to the left of a contact 
name and drag it higher or lower in the list. 
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EDITING A PHONE NUMBER 

Follow the steps below and on the following pages to edit a contact’s telephone number. 

• Open Zangle. Click Enrollment. Click Student Editor. 

 
 

 

Click Find or List and display the student’s record that needs to be changed. 
 A 

Click the Contacts tab. 
 

B 

Click Edit. 
 

C 
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Click Edit. 
 

D 

Notice that the primary contact is 
selected by default. If you need to 
edit a different contact, click that 
contact before executing Step D. 

 

Click the Phones tab. 
 

E 

Click the phone number you wish to edit. 
 F 

Click Edit. 
 

G 
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Click Save. 
 J 

Simply click in the Phone Number field and type the correct telephone number.  
 

H 

From the Description drop-
down menu, choose the 
correct description. 
 

I 

The phone numbers should be in the order that 
they should be called. To order the numbers, 
click and hold the gray box to the left of a 
phone number and drag it up or down. 

 

Click Done. 
 K 
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Click Done. 
 L 


