Access ACS Login and Roster Management Instructions

1. To sign into Access ACS login screen by doing one of the following:
a. Inan Internet Explorer address line field, type in the link:
https://secure.accessacs.com/access/memberlogin.aspx?sn=94756

i. Be sure to save as a favorite to avoid having to type it in each time.
b. www.acac.net then click on the following:
i. growth
ii. facilitator tools
iii. under Managing Rosters, click Sign in and the following screen will be displayed.
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Need a login? Click here
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2. Once you sign in (user name or email address and password), you will be brought to your dashboard.
a. To look at your roster, click on the name of your growth group in the My Groups section.

3. To enter attendance for your growth group:

a. Select Mark Attendance from the "I want to.." drop down list associated with your growth group.
b. Click Go.
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4. You will be brought to your roster screen where you should:
a. Besure fo select the date your growth group met by clicking on the calendar.
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b. Mark selected list should be present (this is the default).

c. Deselect those who were not present by clicking the box beside their name. Those marked with a check mark
will be marked as present.

Small Group Markings for 6/26/2011

Hame &

lohn Doe
Suzie Smith
Diane Sawyer
Larry Jones
Kelly Karson
Mary Miller

Updated July 1, 2011



Access ACS Login and Roster Management Instructions

d. Enter any visitors (or anything else you want to communicate to us) in the Visitors box, then click Submit. Be
sure to be clear about adding or removing people from your roster.

Visitors

Enter the names of the non-enrolled members and vizitors.

Visitors' Names: (zeparate each name with a 2emi-colon)
Tony Thomas vizited today but not 2ure if he will join. Jean Jones vizited az well, pleaze add to roster.

o [ s | B
e. A little box will pop up in the lower right hand corner of your screen indicating your attendance has been
marked.

Updated July 1, 2011



