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Steps to Access Your Class in TE

When teachers are assigned to a Class in TE, they can manage Enrollment and Attendance, view Tests

taken by students enrolled in their class, generate Reports about their students and track progress.

Access: TE > Organization > Classes > Instances > Class Instance

Step

1_ AU Organization
pr— e From the Menu Bar at the top,
onsortia
Agencies . . .
o Click Organization.
Classes Y  Definitions .
o Instances o Click Classes.
Access Groups o Click Instances.
Authentication Settings
Personnel »
2 EE@ view Organizatio | Reports Help
e A tabbed page opens to display your
4308 - Rolling Hills At School (RHAS)| = [s0rt 31] X
S s om| o momow |0 S o G o e Class(s) in the current program year.
01 - RHAS: North Campus Low Intermediate ABE ls (ABE), HSE
01 - RHAS: North Campus 1001 ABE Intermediate B B Skills (ABE)
3. E View Organization .
e If needed, filter for your Class.
e In the Class ID column header,
o Click the Filter icon.
o Enter your Class ID.
o Click OK.
4 K@ view organization Reports Help
’ e From the filtered list,
‘4505 - Rolling Hills Adult School (RHAS)| ¥
Class Class. . .
L A A A o Double-click to open your Class.
5 E3 view oOrganization Reports T .
’ Clas nstances e A new tabbed page opens to display your Class
‘ T 96 @ 106 R . . . .
P - information with a split screen.
ot o Navigator at left.

o Class Instance record at right.

Class Instance

e Use the class Navigator to,

Class Start Date: 172017 Class End Date: 6/30/2018

NSNS, S o Record Attendance for students enrolled
i in your class.

it P o Enroll new students in your class.
e Mhcrpies iiadibin:  swmses View Tests taken by students enrolled in
i S el NUU— your class.

© 2024 CASAS. All rights reserved. 1



