Teacher Guide

This guide is designed to show teachers the primary tasks they will be using in ASAP on a regular basis.

There may be other rights that schools assigns to teachers, and there are other ways to accomplish some of these functions. These

instructions are a simple set of steps to help teachers be comfortable logging into the system, understand what they can do when

they log in, how to take attendance, print attendance reports and send emails to students.

Logging in

L&
Make sure 1 app.asapconnected.com in the address bar on any internet browser. ——
Type your 2 company ID, 3 Username and 4 Password. Your school administrative ot ot St 4 e D

staff will provide you with the information for steps 2-4. Click 5 Login.

Employee Detail Screen

org ID:

Username

Password:

ASAP Online Registrati.. | J All New Cases (3 Latest Headlines

(][] [e] [+]

Log/in

Forgot your login info? | Need help?

This is the screen that a teacher will see when logging into ASA

Regisiraton + Management

the registration system to take attendance. A teacher will

always be able to get back to this screen by clicking Home——p=* >~ ==

Home

From this screen, a teacher can reset his/her password by Students ¥ Go
selecting 1 Edit My Settings and resetting the password. Quick Enrol Groups
Session Enroll Subjects:
After School Enroll
A teacher can also 2 select a current class from the Schedule or| own P
the Group Classes tab. & el View By [oste e - —
Private Lessons
From: | s/26/2015 B To| szrr2015 =
Find
Day Date Start End Name Location Room
Tools IE ie 11:30 PM candle making 1972 5
Get He\p [ 11:30 PM gandle making 1972

Employee Detail

Solusions

Jean-Benoit Dunckel
Instructor Edit

Time Period: | All Actve v

Edit My Settings

Take Attendance (single class)
Teachers may navigate to the Class Attendance screen several ways. Each
path will end at the same page.

Method 1 from the staff details page, select Go to the right of Take
attendance for Group Classes (this takes you directly to the take
attendance page). From here, skip ahead to step 4 (next page).

Method 2 from the staff details page, from either the Schedule or Group
Classes tab, select a class name. Either of these methods will take the
teacher to the class details page for the class where they want to take
attendance.

Take attendance for: | Private Lessons v | Go Email Your Students
View Reports: | Report Options v Go
schedule Group Classes New Students  \ Notes &Files '\ Hours

Show Current

Event Class Code Date Time Status
Elementary Drawin: ELEMO1.FAIRFA15  9/8/2015-12/1/2015 03:30 PM - 04:30 PM Active
Elementary Drawing - Fall 2015 ROOFTOP.FALL15 9/10/2015 - 10/8/2015 03:30 PM - 04:30 PM Active
Elementary Drawing ELEMO01.NERQ3.FA15 9/10/2015 - 12/3/2015 03:30 PM - 04:30 PM Active

Take attendance for- | Group Classes v | Go a\\ Your Students

View Reports: | Report Options v[Ge
Schedule Group Classes New Students '\ Notes&Files '\ Hours
Show Current v
Event Class Code Date Time Status
Elementary Drawing 1.FAIRFA15  9/8/2015-12/1/2015 03:30 PM - 04:30 PM Active
Elementary Drawing - Fall 2015} OPFALL15  9/10/2015- 10/8/2015 03:30 PM - 04:30 PM Active
Elementary Drawing 1.NERO3.FA15 9/10/2015 - 12/3/2015 03:30 PM - 04:30 PM Active

Take attendance for: | Group Classes V| Go

View Reports: | Report Options v | Go

Email Your Students




From the Class Details screen, select the 3 Attendance Options dropdown

and click take Attendance.

You will be taken to the attendance screen. This screen will give you the

current and immediately upcoming dates. If you need to take attendance

for historical dates, select an earlier 4 date range here. Click the 5 arrow to

the left of the class title to view the students for this class.

Select the 6 date for which you are taking attendance, select the 7 present
tick to select all students for the specified date, select 8 time in and time
out (optional) if you want to include these in the record. Remove the 9
present tick for any students who were not present. Edit the 10 time in or
time out if these need to be edited for individual students. Add a 11 note
to the attendance record, if desired (not common). When finished, click

either 12 save button.

You will see a 13 message that will confirm that you saved the attendance.

Take attendance 3
print attendance she

20th Century American Literature--The South
F0CAMERNOV
When:  Wednesday 09:00 Al - 10:50 AM Capacity 3
] 1112013 - 1213112013
T 2013 - Enrolled 5
2013
— = Wwnere Library Conference Room 1, Western Media Pending 4
:* Arts Center and Museum Headquarters Dropped. 1
Who:  fitzgerald, . scoft
Ages:  0-0
Status:  Active - Visible
Fees:  Regular Participant: $5.00 + 6 montnly
payments of $8.00 beqining 9/30/2013
| want to- [Select <]
ClassRoster | Demographics | Questions ' Grades/Credits
View: | Enrolled and Pending ~ | [Attendance Options -
Attendance Options

18 &

Repeat these steps for all classes for which you want to take attendance.

Take Attendance from Find | Class Attendance (multiple classes on a page)

FirstName Phone Enroliment Date
Print check-in sheets
1/15/2013
Kate 408-555-1212 | print attendance report 1221 P10
Print full detail
1152015
loan Transfer Email 0259 312:20 P10
Search ‘ 12/1/2013 B |12/24/2013 gerald, f. scott
by 4
Status: | Enrolled )
Select left arrow to display class roster and take attendance
5 { Class Time Class Date_Dates Instructor
B Iy American Literature--The  Wednesday Hitzqerald &
3 S 09:00 AM t0 10:50  12/18/2013 [12/18/2013 - _?t_—
20CAMERNOV am ol
Attendance
Search — —
by [1217203 & [12724r2013 E | fitzgerald, f. scatt -
Status: | Enrolled >
Select left arrow to display class roster and take attendance
Class Name Class Time Class Date_Dates Instructor |
20th Century American Literature--The ~ Wednesday fitzqerald £
+ South 09:00 AM to 10:50  12/18/2013 12/18/2013 —‘;‘t—;
20CAMERNOV AM 0t 12
—
12/18/2013 titute Present
[ Time In [#]Time Out
Student Status preseat 2 L]
[ 9:00 am O [ 10:50 am — O
Austen, Kste Enrolled [ 900 am o] [10:50 am | 10 |© 11
Crawford. Joan  Enrolled 9:00 AM [©] [10:50 am ©
haris,xaner  Envelled  [] [ g [c] [ (c]
pierce, veda Enrolled 9:00 AM ] [ 10:50 am (]
Shepard, Jack  Enrolled [ 900 am (o] [ 1050 am (]
Print Attendance Report
Print Attendance Sheets
Print Check In Sheets
e ———
TrT— T T ~
Shepard Jack  Enrolled [ 9:00 am (©] 10:50 AM ©

Attendance saved successfully.

Print Attendance Reporf

=

This is very similar to the instructions for taking attendance above. The difference is that instead of navigating from the Take
Attendance option on the Class Details page, you get here by selecting 1 Find | Class Attendance. This page allows a teacher to take

attendance for any active class that he/she is associated with.

From this page, follow steps 3-11 above for each class for which
you are taking attendance.

Quick Enroll

Conference Enroll
After School Enroll

Drop In

Resenvations
Private Lessons

Eind

Activities

After School
Programs
Classes

Class Attendance
Companies
Conferences

Couce:

Western Media Arts Center and Museum
Time Period: Al Active - 0 “
Attendance
Search E— ~ || 1212013 & | 1212472013 T | fitzgerald, f. scott -
Status: | Enrolled =
Select left arrow to display class roster and take attendance.
Class Name Class Time Class Date _Dates Instructor
20th Century American Literature-The  Tussday Hitzqerald 1.
» South 09:00 AM to 10:50 12/24/2013 [12/24/2013 hd Jét_—
20CAMERNOVOL AM scof
Monday
Controversy in Cinema : y o = . fitzgerald f.
e g'lhinn Phto03:00  12/33/2013 12/23/2013 =
20th Century American Literature--Th
» South 09:00 AM t0 10:50  12/18/2013 [12/18/2013 = Z‘(téttm'd L
20CAMERNOV AM scott
20th Century American Literature--The  Wednesday —
> South 09:00 AM to 10:50  12/18/2013 [12/18/2013 g e
20CAMERNOV AM e
20th Century American Literature--Th
09:00 AM 0 10:50  12/18/2013 [12/18/2013 = Z‘:ét:'a'd L
1 20CAMERNOV AM seott
Wednesday
Coca-Cola - . . . . fitzgerald 1,
COCACOLADOL EIAQMHH AM to 10:50 12/18/2013 [12/18/2013 e




Other options on the Class Details page

In addition to taking attendance, there are several other things you can do on the Class Details page.

You can see a 1 snapshot of details about the class, including where and
when it is happening and the capacity and number of students enrolled.

You can also choose to 2 print attendance sheets, check-in sheets, an
attendance report and full (student) details for the class. When you
choose these, you will see a popup screen that you will be able to print.

Grades and Credits (may not be available at some schools)

Use these instructions to give grades and credits to students in your classes.

From the Class Details page select 1 Grades/Credits. Enter the 2 final grade
and 3 credits (optional) to apply for each student.

Select 4 pass or 5 fail for each student. When finished, click 6 Save.

You will see a 7 message confirming that you successfully saved the grades
and credits you just entered.

Email students in a class (may not be available at some schools)

Use these instructions to give grades and credits to students in your classes.

From the class details page, select 1 Email all students from the | want to
dropdown.

20th Century American Literature--The South

20CAMERNOV

-

.

When

Where:

== ..

Wednesday 09:00 AM - 10:50 AW
1M1/2013 - 12/31/2013

2013

Library Conference Room 1, Western Media
Arts Center and Museum Headquarters
fitzgerald, f. scott

Additional Instructor: Daisy Adair

| want to: | Select

Class Roster

Ages 0-0
Status:  Active - Visible
Fees Regular Participant: $5.00 + 6 monthly
payments of $8.00 beqining 9/30/2013
Demographics Questions Grades/Credits

Capacity:
Enrolled
Pending
Dropped

- s 0o

View: [ Enralled and Pending v |

Attendance Options

Attendance Options

Take attendance
Phone Transfer Email | Print attendance sheets
Print check-in sheets

LastName FirstName
lAusten Kate 408-555-1212  Transfer Emal | bt attendance report
Print full detail
o loan Liansics Email
Class Roster Demographics ' Questions | Grades/Credits
Assign grades s to stud
ool su;~Eser
Last Name First Name Final Grade  Credits To Apply . P25 Fail
PPY Completed
Austen Kate A @ Clear
Crawford Joan A ® Clear
harris xander B @ Clear
pierce veda A ® Clear
Shepard Jack A @ Clear
E Save
Shepard Jack n B Cled
Save
Data saved successfully.
Class Detail )
Time Period: Al Active .G
20th Century American Literature--The South
20CAMERNOV
W W 7 1050 AN
I When: 1’?‘1”'061?3:”['31["["0‘1"1 10:50 AM Capacily 3
= ) sors Enrolled: 5
2013
—— = \Where Library Conference Room 1, Western Wedia PTG 9
= Arts Genter and Museum Headquarters Dropped 1

Ages
Statu
Fees

fitzgerald, f. scott
Additional Instructor: Daisy Adair

0-0
s: Active - Visible

Regular Participant $5.00 + 6 monthly
ayments of $2.00 beqining 9/30/2013

I'want to: | select -
Select
View links to online registration
Class Rq View class media Grades/Credits
1 Manage instructors
View: [g| View dass instances _—
L amcel this class Attendance Options |
[ Emsil all students 1
RENH
LastName FirstName. Phone Transfer Email Enroliment Date
1/15/2013
Austen Kate 4085554212 Trasfer Email frbEne
1/15/2013
—




You will see a list of students in the class that will be sent this email. To delete a Send EmailSMS

Time Feriog: A1lazie y "
student from this list, click the 2 recycle bin to the right of the name. Click 3 Next
Step - Compose.

Recipient List
oaiwfead Jein 4 ; Lipsen Pegoy Jenes Quingy
Clear Al Recipients.

Step 1- Select Recipients

Fiters - Add Recipients By: | Select Fiter

Add Individual

‘Add Recipient
Recipient: Use Search

Next Step _ Compase

Use this wizard to send emails to selected students using class rosters. student groups, or individual student:

Again, if you need to clear any students from the recipient list, click the 4 recy-

cle bin to the right of the student name. Make sure 5 New Email is selected as e o OWQIYZIE Coar Al Recigens
Email Type. Type your 6 Email address as the from address. Type the 7 subject EFT:‘M‘TVPE waf@m‘m‘b - IEI

and 8 body message for your email. If you need to go back to the recipient list, Surect welcome o lase

click 9 Previous Step - Recipients. If you are ready to send your email, click 10 e °

Next Step - Preview & Send. =

if you are receiving this email, it means that you are registered for my upcoming class!
i want to welcome you all. i look forward to meeting you soon.

scotf

Words: 29 Characters: 147

./ Design | ¢»HTML @, Preview

[<]

[ Previous Step-Recipients | [ NextStep - Preview & send

Again, you have another opportunity to 11 delete students from Send Email/SMS e
the recipient list by clicking the recycle bin to the right of the

student name(s). If you need to add a recipient to the list, type the
recipient name in the 12 Add Recipient text box and click Add

Use this wizard to send emails to selected students using class rosters, student groups, or individual students

Recipient List :

L. ) g:;:t?elsg Je:isn ¢ ; Lipsen Peggy @ ; Jenes Quingy # ; E
Recipient. If you want to send a copy to yourself, click 13 Copy to Clear All Recipients

. B ) ) . . Step 3 - Preview and Send
Sender. If you need to edit anything in your email, click 14 Previous Add Recipient [ Add Recipient |
Step - Compose. If you are ready to send the email, click 15 Send
Mail. You will be brought to a page that confirms that the emails From: email@email abc

Recipients: Jeiggi@email abc, PegLip@email abc, Quilen@email abc

were sent.

Message: welcome 1o class!

if you are receiving this email, it means that you are registered for my upcoming class! i want to welcome you all

look forward to meeting you soon
EDC py to send
m -
Previous Step - Compose Send Mail
1

—scott




