HOW2 X2 @ BARNSTABLE PUBLIC SCHOOLS

www.x2dev.net/barnstable

How to review Class Cuts Don't forget:
There are X2 manuals,

Quick Start cards, and
Online Help for most tasks
if you need more help.

There is a function within X2 which reconciles daily attendance to
period attendance.

Note: When teachers take attendance, they see the daily attendance
for each student (except for the first period of the day, before TGA).

To get a list of all class cuts (i.e. where a student has been marked absent for a period even
through they were marked present in TGA):

Quick tip: Students are
assumed to be present so
codes are only shown where
e Under the filter menu select ‘class cut’. they are absent.

e Choose the Attendance top tab and the Class Office side tab.

e To view or sort by house, click on the colum
‘Student’s House'.
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There are further steps required in order to print cut slips / student timetables. At this point it
may be useful to have two screens open so that you can see the list of students you are
interested in. e

Student | Staff
To do that right click over the tab you wish Help i Ll By B
to see (either Student for Schedules or
Attendance for cut slips) and then select
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™ How to print Student Schedules / Class Cut Slips

To print a student schedule:

Select the Student top tab.

Find the student you whose schedule you want to print.

Select the student and choose the Schedule Side Tab to display

the student schedule.

/Quick Tip:

By using ‘Ctrl F*
you can search
the list of
students for a
name

N

~
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From the report menu choose the format of schedule you want printed.
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To print cut slips
¢ Click on the Attendance top tab
e Click on the Class History side tab
e Select the filter for your house from the filter menu (you will then be prompted to enter

the date (you can just type: t for today’s date). You will then see listed the class
absences only on that date and for that house.
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¢ Now select the student for whom you wish to generate cut slips by checking the box
next to their name.

¢ From the options menu select ‘Show Selected’. You will then see a list of students for
whom cut slips will be generated.

e Under Reports choose Quick report, and select the saved report entitled Class
Absences by Student. NOTE: Click FINISH (not next)
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