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Logging into SASIxp and CLASSxp

You should have two icons on your desktop:  one that says SASIxp and one that says CLASSxp.  SASIxp allows teachers to look up information about students he/she does not teach.  CLASSxp allows teachers to take attendance and view student information of students he/she does teach.  You will log into both programs the same way.  Your username and password for these should be the same as your network username and password.  If you have a problem logging in, please see your school’s technology contact person.                            

Log Into CLASSxp To Take Attendance and View Your Students

1. Left double click the CLASSxp icon on the desktop.  The Welcome window should display prompting you to enter your username and password.   (You must be connected to the network.) 
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2. In the User ID field, key your username, and then tab to or click in the Password field.

3. In the Password field, key your password (asterisks will appear instead of your password for security reasons).

4. Left click the Login button of press enter.

5. The Class Selection window will appear with a list of your classes.  You should also see today’s date, your name, and the current term.  If the term is not correct, change it by left clicking the down arrow once.  Then click on the correct term.
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6. Choose a class by double-clicking the class or click the class once and then press enter.  Your Seating Chart window and the Class Information window for the class chosen will appear.

· Pictures of the students will be available in the future. 
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Acknowledging Entering and Leaving Students

When a student is added to your class or removed from your class, you will automatically get an Entering/Leaving Student window when you log in and choose that class.  These windows can also be obtained by clicking on Class on the menu bar and then clicking on Show students Entering or Show Students Leaving.  You must acknowledge these students to update your class roster.


Entering Students

1.
Click on the student’s name in the Entering Student window.  The student will be marked with a dot and added to the Students Out of Chart section of the Student List window.  

2.
Click Class on the menu bar then click Show Student List.  The Student List window will appear.

3.
Add student to the class Seating Chart.  You can click, hold, drag and drop each student’s name in the seating chart or in the Students in Charts section of the Student List window.

Leaving Students

1.
Click on the student’s name in the Leaving Student window. 

The student will be marked with a dot. 

2.
Close the window and the System removes the student from the 

Seating Chart and Student List.

· If a student has been inactivated for a future date, you must answer No to the question “ Do you want this student’s dropped classes in grading?” so that the system recognize when the date actually occurs and displays the Student Leaving window correctly.

Selecting Another Class

When the Class Information window is open, select another class by clicking on the down arrow at the Select Class field in the Class Information window and a pop-up list of your classes will display.  Left click on the class of your choice.  You can only open one class at a time.

· If more than one window is open, the active window is the one with the blue title bar.  Inactive windows will have a gray title bar. To activate a window, click anywhere in the window.

· To move windows around, left click in the title bar of the window and hold while dragging to the new position.
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Security Options

There are three security function icons at the bottom left corner of the CLASSxp window. 
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1.
The lock keeps others from changing information when it is clicked (activated).  You are still able to see information on your computer screen.  The password is required to unlock.  Click the lock again and a screen prompting for your password will appear.  Type your SASIxp password and then click OK to reactivate the screen.    
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2.
Next, there is a computer screen icon button, which locks the computer screen.  After clicking on the icon, a screen covers the current screen display with a window that prompts you for your password. Type your SASIxp password and click OK to reopen the screen. 

[image: image11.wmf]3.
Finally, there is a funnel that indicates that you will only be able to enter attendance and view information on students assigned to your classes in CLASSxp.

Closing in CLASSxp


Knowing how to close your work is just as important as knowing how to open it.  Understanding the following closing procedures will save you time and assure proper exiting.

Close a Class

Left click on Class in the menu bar of CLASSxp, then left click on Close Class from the drop-down menu.  This will take you back to your list of classes.

· Most windows can be closed with the x in the top right corner of the window when it is black.  The Seating Chart window can only be closed using the above procedure.

Logout of CLASSxp 

Left click on Class in the menu bar of CLASSxp, then left click on Logout from the drop down menu.  This will take you back to the Welcome window.

Quitting CLASSxp 

Left click File from the CLASSxp menu bar, then left click Quit and you will exit completely from the SASIxp system and return to your desktop (or click the x in the top right corner of the CLASSxp window when it is black).

Taking Attendance

Entering attendance information correctly will be one of the most important tasks that you will perform in CLASSxp.  

Attendance Taking Steps

1.
Make sure you have the correct class displayed (check the name of the class in the title bar of the window).   If not, select the correct class using the Class Information window.  Left click the down arrow in the Select Class field.  A pop-up list of your classes will display.  Left click the correct class and the Seating Chart and Class Information windows will display.

2. Activate the Seating Chart window by clicking anywhere in the window.  The title bar should be blue to indicate that it is activated.

3. [image: image12.wmf]Left click Class from the CLASSxp menu bar and then left click Take Attendance.  Your main menu bar will change to:  Take Attendance – Click here when finished (Current Date).  You are now in the attendance mode.

4. You have two attendance marking options (tardy or absent).  Left click on a student until the appropriate attendance code displays.  As the attendance marks are made for the students the totals change in the Class Information window.

5. When you are finished taking attendance, click the phrase:  Take Attendance – Click here when finished (Current Date) and the main menu bar will return.  The system updates the SASIxp attendance file.
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· You can use the Take Attendance function as many times as necessary during the designated attendance period set by your school to modify attendance status or correct errors.  You can only take the current day’s attendance.  You cannot go back to yesterday’s attendance and make a change.  Any changes will need to be given to the Attendance Office.

· If the office has entered an attendance code for a student in your attendance class, you will not be able to change it.

· You must go through the Taking Attendance steps even if you have no absent or tardy students.  A report will be run at the end of each day that shows teachers who have not taken attendance.
Individual Student Attendance

1.
To view period attendance records for individual students, highlight a student in the Seating Chart by left clicking once on the student.

2.
Right click on a student and you will get a list of the student information forms that are available.  Click Attendance.

· The individual Student Attendance contains year-to-date attendance data.  Three pages of data are available for review (Show Full Year, Days of Activity, Reason Totals, and Type Totals).

Class Attendance Information

To access this option, click Class on the CLASSxp menu bar, then click Show Class Attendance.  You are able to view up to 54 days of attendance data for the students in the open class (N/E means not enrolled).
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Printing Class Attendance

To access this option, click Class on the CLASSxp menu bar, and then click Print Report, and then Class Attendance.  The Report Interface window will open.  Review report options a make changes as needed.  Click Print and the Print window will display.  Select print setup options and then click OK.

You can also print the Class Attendance window of information by clicking File in CLASSxp menu bar and then click Print.  The Print Selection window will display.  Choose setup options and click OK.  The Print window will display.  Select print setup options and then click OK to print. 

Seating Charts

The initial seating charts for each of your classes are set as alphabetized and cannot be changed. However you are able to create and customize seating charts that will be more ideal for managing your classroom.  You can have up to 7 seating charts at one time for each class.  **Please note that seating charts will be erased if new classes are created during the semester which requires the registrar to “create new classes” in SASI.

Steps to Creating Seating Charts

1. Open the class for which you would like to create a seating chart.

2. Left click Class on the CLASSxp menu bar, then left click Seating Chart…  The Seating Charts window will open.

3. Name your seating chart in the Chart Name field (Example:  Prealgebra Pd 1).  You are limited to 15 characters for your name.  

4. Click Add.  You should see an empty seating chart grid in which you will place your students.
· You can change the size of the seating chart grid by clicking Class 

on the CLASSxp menu bar, then left clicking Preferences, and then left click Class.  The Class Preferences window will display.  Click in the field for rows and then type in the number of rows.  Click in the field for columns and then type in the number of columns that you need, and then click Save.  You will see the new seating chart grid. 

5. Click on Student List in the Seating Charts window.  A list of the students assigned to the class will appear.  This window is divided into two parts.  The students will be listed in the Students Out of Chart section. The other section is titled Students in Charts. 
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6. In the Student List, click and hold until you see a broken border appear around the name then drag and drop each student to the desired space in the seating chart.  You are also able to move the students around in the seating chart.  You can switch students’ seats by dragging and dropping a student into a space already occupied by a student.  The students’ names 

will switch spaces.

· To remove students from the Seating Chart, open the Student List window and drag and drop students in the Out of Chart section.  Those students will disappear from the Seating Chart window.
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Switching Between Seating Charts

Left click Class on the CLASSxp menu bar.  In the drop down menu that appears, left click Use Seating Chart.  A pop-up list of available seating charts will appear for the current class that is open.  Click the seating chart of your choice.  A check mark will appear beside the seating chart in use.

· When you close the CLASSxp, the system saves the last Seating Chart used as the default-seating chart to open when accessing the class again.

Other Seating Chart Options 

Because you may have changes to your seating charts during the school year, the following options allow you to manage these needs.

Remove

Open the Seating Charts window.  Highlight the Seating Chart name that you want to remove by clicking the name in the list. It will appear in the Chart Name field.  Click Remove.  You will be prompted with “Remove this Seating Chart?”  Click OK.  The name will be deleted from the Seating Charts list.


Change

Open the Seating Charts window.  Highlight the Seating Chart name that you want to change by clicking the name in the list.  It will appear in the Chart Name field. Click Change. Start typing new name.  It will replace the old name.  Click Change and the new name will replace the old in the list.


Duplicate

Open the Seating Chart window. Highlight the Seating Chart name that you want to duplicate.  Clicking Duplicate at this point will create a seating chart identical to the original with the same name.  Use the Change procedure above to rename the new seating chart

· Resizing – After students have been added, you can easily resize to a larger grid.  To resize to a smaller grid, you cannot have a student in any seat you will be removing.

Accessing Student and Class Information

We suggest either the method of right-clicking on the student to access available information when you are in CLASSxp.  But, please keep in mind, you can use your menu bar to find information for a student or class.  Available options in each menu will be black and unavailable options will be grayed out.  

· You only have access to the students that are assigned to your classes.  When you have a class opened, you can only access the information for the students that are in the class.  You will not be able to get to other students in your other classes unless you open the class.  You are totally restricted from other students assigned to other teachers unless you teach the same students.  You can only open one class at a time.

· Right click once on a student, you will get a list of student information forms that are available for viewing (Phone and Home Language are not available here.).
· Displaying Multiple Students - You can display data forms for multiple students by holding down the shift key and highlighting students, then click on the data form of your choice under Personal or Performance from the CLASSxp menu bar.

Student Demographics

Double click on a student in the Seating Chart and the Demographics window, which has been assigned as the default for this action will display.  There are three pages that make up this window.  OR you can right click on a student and you will get a list of student information forms, and then click Demographics.
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Using the arrows at the bottom center of the window you can move back and forth through your students in the opened class.  You can also use the find button between the arrows to locate a student in the class.  
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Student Classes

Right click on a student and you will get a list of student information forms and then click Class Schedule.  
· Using the arrows at the bottom center of the window you can moveback and forth through your students in the opened class.  You can also use the Find button between the arrows to locate a student in the class.  The Find window can also be accessed by clicking on Data in the CLASSxp toolbar menu, and then left clicking Find Student.

· You have three pages of information.  Click the down black arrow at the bottom of the window to access Other Info and History.

· In the Display Classes for Term field, use the down arrow to select the correct term.

[image: image19.wmf]
Parent/Guardian

Right click on a student and you will get a list of student information forms and then click Parent Guardian.

· You are able to move through the information for 2 parents or 

guardians by using the black arrow on the right border or clicking on the numbers 1 and 2.  Also there are two pages of information available for each parent /guardian by clicking on the black arrow at the bottom left corner of the window.

· Using the arrows at the bottom center of the window you can move 

back and forth through your students in the opened class.  You can also use the Find button between the arrows to locate a student in 

the class.  The Find window can also be accessed by clicking on Data in the CLASSxp toolbar menu, and then clicking Find Student.

[image: image20.wmf]
Phone Number

Highlight a student in the seating chart by clicking once, and then click on the Phone icon button in Toolbar #1 along the left border of the CLASSxp window. 

· The Find window can be accessed by clicking on Data in CLASSxp

 menu bar and then click Find Phone.


Emergency

Right click on a student and you will get a list of student information forms, click Emergency.

· Using the arrows at the bottom center of the window you can move 

back and forth through your students in the opened class.  You can also use the Find button between the two arrows to locate a student in the class.  


Full Student Data

Right click on a student and choose Full Student Data.  This will open all student information windows that are available from the Personal and Performance menus.  To bring a window to the front, click on its edge or click in the title bar, hold, drag, and drop in the new location.





Student Performance Forms

You can access these forms by right clicking on a student or a group of students then click on the form from the pop-up list.    


Student Progress 

You can view progress records for individual students.  By selecting a student and the Student Progress form will allow you to see all marks that have been entered by all of the student’s teachers.  There are two pages of information.  This form is only available for viewing.


Student Course History

By selecting a student and the Course History form, you can view Course History records for individual students.  You will be able to view all courses that a student has taken to-date.  There are four pages of information available.  This form is only available for viewing.

Student Test Scores

You will be able to view Standardize Testing history with scores and rankings for each student.  Click on a row to get detail information about a particular test.  This form is only available for viewing.
Printing from CLASSxp

There are three reports available for printing from the Class option on the CLASSxp menu bar.

1. Click on Class in the CLASSxp menu bar.

2. Select Print Report.

3. Choose report to print: Class Roster, Seating Chart, or Class Attendance.

(Class Roster and Seating Chart are not available)

4. The Report Interface window opens.  Review and make changes to fields as needed then click Print.


You can also print a copy of any data form or window available in SASIxp Classroom.

1. Click File from the CLASSxp menu bar.

2. Select Print.  The Print Selection window will appear.

3. Select the option Window if what you see in the displayed window or form is fine or An Expanded Table if what you need exceeds the displayed window or form.

4. Click OK and the Print window will open.

5. Select print setup options.

6. Click OK to print.

SASIxp

The SASIxp icon will allow you to find and view information for students that are not assigned to your classes as well as the students in your classes.

Steps to Login SASIxp
1. Left double click the SASIxp icon on the desktop.  The welcome 


window will display.

2. Enter your User ID and Password and press Enter.

· You will see the same icons buttons in Toolbar #1 that you saw in

CLASSxp.  These represent the forms available to you while finding students.  Your main toolbar is shorter than the one you have in CLASSxp.
Looking Up Students You Do Not Teach
1. Click the Student or Classes icon button in Toolbar #1 and you will get an empty form.

2. Type the student name in the appropriate field
3. Click the Find button in the lower right corner of the form window.
· Using the arrows at the bottom center of the window you can move 

back and forth through your students in the opened class.  You can also use the Find button between the arrows to locate a student in the class.  The Find window can also be accessed by clicking on Data in the CLASSxp toolbar menu, then left click Find Student.

· You can also access Find by clicking Data in the SASIxp menu bar then click Find Student.  An empty form will replace the previous one.  Fill in the new student name and click Find.
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Welcome Window 





Student Demographic Window 





Student Pictures (Optional)





List of classes





Class Selection Window 





Totals change to reflect the attendance for the day.





These buttons allow you to find students in the opened class.





Taking Attendance Mode





Creating a Seating Chart 





Click here to change the term.





Title Bar





All students are in the Student In Chart Section





Seating Chart and Class Information Window





Creating a Seating Chart 





Three Pages of Information





The main menu toolbar is back.





Taking Attendance 





Class Attendance  





Class Schedules Window








Pop-up list of classes to choose from





Selecting Classes 





Student List





Class Selection Window 





Select Term





Three pages of information





Parent/Guardian Window 





TIP:


Hold down Alt while clicking the         on a cascading window to close all windows at once.





Emergency Window 





Full Student Data Window 











Report Interface Window 





Cascading Student Data Forms
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