CLASSxp Attendance
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Log in at the Novell Screen:

· Enter your User Name: .first initial last name.teachers.hardaway.high.mcsd(example: .kward.teachers.hardaway.high.mcsd)

· Enter your Password:  kward
(your first initial and last name – we will change this later)
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Using CLASSxp for Attendance  (Refer to the SASIxp CLASSROOMxp manual page 18-20)
** YOU MUST DO THIS DAILY EVEN IF THERE ARE NO ABSENCES**

· Double click on the CLASSxp icon
· Enter your User Name:  1st initial last name (ex:  kward)
· Enter  your Password:  1st initial last name (ex:  kward)  ( at some point, you may change this password using the change password option)
At this point, you may see a message window pop up concerning Students Entering or Students Leaving – if this happens you must acknowledge these changes by clicking on their names
· Double click on the class you are taking attendance for
· From the Class drop-down menu (at the top) select Take Attendance
· Click the absent student’s block to begin cycling through the list of reason codes until the appropriate attendance code displays (UNV)
· Repeat with all absent students
· When you are finished, click the Taking Attendance message at the top of the screen
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