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	QUICK GUIDE

Daily Homeroom Attendance
Using the Staff View
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Technology & Information Management


( Log-In to the Fall River X2 website by typing in the address 
www.fallriverschools.org/x2support.cfm  
(do not share your password or use the automatic save feature       
(change password often using Set Preferences  • You must use Mozilla as your internet browser, if you are using an Apple computer.

( Click the Attendance Tab on your homepage, then the Daily Side-Tab
( the screen should now show the students in your homeroom.
(  The Class Side-Tab is for schools using daily period attendance.
( Mark students Absent in the classroom attendance window

(Each school will determine the timeframe for teachers to complete attendance in their classroom
(You may change a student from Absent to Present, if they arrive late ONLY if you have not posted your attendance

( Last Step – Post Your Attendance!

(Click the POST button (Save) in bottom left hand corner when you are certain your attendance is accurate.

(Teachers can only post ONCE per day. Any tardy student, errors, or changes must be made by the office after you click Post.
(You cannot make any changes after you post.  The system will allow you to make changes on the screen, but there will be no active Post button so they will not be saved.
( If all students are present, you must still post your attendance.

( Log-Off the X2 system

(Click the Log Off link in the top right corner.    (Do not leave your X2 session active unless you plan to use other features.

Helpful Information
( Each week, the main office should print out a paper copy of all classroom attendance lists to use when:
-a teacher is absent    -first period class is an elective class    -internet/X2 is not working

( Substitute teachers need to be given a paper attendance sheet each day.  This sheet needs to be returned to the main office for entry into X2.
( Per the direction of the superintendent, no staff member should log-in and use the X2 account of any other staff member.  If a teacher has problems with his/her account, administrators have the ability to assist them, through their own administrator account. 

( Notify your principal or attendance manager of any issues involving passwords or log-in IDs.  Paswords can only be reset by the SIMS Office at this time.

•Update: June, 4, 2007
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All attendance defaults to present.  Click on only students that are absent.   You may change back and forth between absent and present as needed as long as you have not posted.





Daily Tab is the Homeroom Attendance





There is an internal time-out feature on your computer and X2 that will disable your session after a certain time period.     Do not start step ( until you are ready to do your attendance to insure that your session is still active.   In the event your session is timed out you will need to log back in to X2.











After posting, look for a green message box to pop-up stating you have saved/posted  # attendance records.  


This message shows the user that attendance was sent to the office.








Click POST to officially submit your attendance to the main office.    You may post once per day and any changes, errors after posting must be sent to the main office for corrections.





End all X2 sessions using the Log-Off link.  Do not click the red X for your internet browser.





You have updated 5 attendance records.


OK





After posting, look for the green box message stating you have updated attendance records.


If you do not get a message, you may have timed-out your session.  Log back in an redo the attendance to insure it is posted correctly. 





Check with your building principal about the time frame for posting attendance














