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The teacher signs in ClassXP and sees this 
window.   
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The next screen is where the teacher can take 
attendance or view other information about the 
student. 
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TO TAKE ATTENDANCE 
 
 
From menu select Class, Take Attendance and 
tag students with appropriate absence.  When 
complete, a message at the top reminds the 
teacher to “Take Attendance – Click when 
finished.”  Corrections to attendance are made 
in Period or Daily Attendance. 
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A message box will display when students 
are entering or leaving a class.  Before the 
student appears in the roster the teacher 
must click on the student just like the 
message says.  It will appear each time the 
class is opened until the teacher accepts 
the student. 
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 The following can be viewed by clicking on a 
student and selecting PERSONAL from the 
menu: 

 
• Demographic 
• Class Schedule 
• Period Attendance 
• Parent/Guardian 
• Emergency 
• Health 
• Discipline 
• Full Student Data (opens all the above) 

 
Several reports are available.  Click in 
demographic and select STUDENT from the 
menu.  Teachers can run a student directory, 
labels, birthday list and roster. 
 
This report produces a class roster. 
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Another example:  Labels 
 

 
 
 
 
Results: 
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Other reports are located in period or daily 
attendance.  Using period as the example, click 
in period attendance and select PERIOD 
ATTENDANCE from the menu to view period by 
student and a monthly attendance report. 
 
Another report is located from the menu using 
CLASS and then REPORTS.  It produces a Class 
Attendance Report. 
 

 
 
Report looks like this: 
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To enter class grades:  Teachers select 
PERFORMANCE from the menu and select CLASS 
GRADES.  They can also look at an individual 
student if they select STUDENT GRADES. 
 

 
 
Course History:  Under PERFORMANCE, teachers 
can select Student Course History and view. 
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Run the Update Seats procedure for occasional 
changes as needed. 
 

 
• Use update option when teachers indicate a 

student is missing on their roster. 
• Use the create option when a section is 

changed. 
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HOW TO CHECK TEACHERS THAT HAVE NOT TAKEN 
ATTENDANCE 
 
A report is located in Class Attendance.  Select Class Attendance 
from the menu and the report is there.   As a note, this report will not 
work properly sometimes by duplicating teachers or reporting 
teachers that really have taken attendance.  To check that, go to 
Sections.  Open a section and make sure the Excl Att is blank.  If 
teachers don’t take attendance in a certain class, there must be a Y 
selected. 
 
 


