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1 LOG IN TO MYNASSAU 

1.1 HOVER OVER MY NASSAU ON THE NPC HOME PAGE (WWW.NASSAUCHURCH.ORG), CLICK 

SIGN-IN 

 

Sign in Screen:  

 

User Name:  

_________________________ 

Password:  

_________________________ 
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2 UNDER “MY GROUPS” FIND “MY CLASSES” 
 

 

 

 

 

 

 

 

 

 

2.1  “SEND A MESSAGE” TO CREATE AN EMAIL TO THE MEMBERS OF THIS GROUP.   
 

Give your email a meaningful 
subject line 

Type out your message 

Check the box at the bottom 
“Send this message to the 
parents of children.” 

Click “Send Message” 

If you decide not to send this 
message, click “Back” 

 

 

 

If you want to send an attachment – to NOT type your message here.  

• Check the box at the bottom “Send this message to the parents of children.” 
• Click the “Use E-mail Client” button to transfer email addresses to a new email in your own 

email client. 
• Proceed to create the email and send as you usually would.  

Choose Action 
Item (samples 

below) from drop 
down list, click 

“Go” 
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2.2 PRINT DIRECTORY  

Choose the kind of directory and click “View Directory” 

Opens a new tab in your internet browser, you can print from there.  

Individual Directory: 

 

Family Directory: 

 

Use the back-arrow button in your internet browser to get back to My Nassau. 
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2.3 MARK ATTENDANCE 

 

Select the date of the class – and click “Go” The list of students & teachers registered in the class will 
appear: 

 

 

 

Click the check box next to the names of all the students & teachers that were present, add any new 
students, teachers in the Comment Box and click the “Submit” button. 
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3 TO VIEW A GROUP ROSTER,  

3.1 CLICK ON THE CLASS NAME UNDER “MY GROUPS: MY CLASSES” 

 

Roster: 

 

3.2 CLICK ON A PARTICIPANT’S NAME TO SEE MORE INFORMATION ABOUT THEM: 

 

Click “View More” to find parent names and contact information: 
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