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Starting WebPams Gradebook: WebPams Version

Using your favorite browser, go to the address given. At the start page, select the correct School, then Year. Enter your
User ID and Password, then click Sign In.

“{% Important for Web Gradebook: Save often and Logout when done! If stopping Web Gradebook for a moment
to do some other task, be sure to save first!

Main Screen for WebPams — 3 sections — Menu Items, Messages from Edgear, Stats for district enrollment and
ethnicity breakdown

EDgear pams for override 1112 ESlcomelDyerikic) 2 9O

EOC Scales & Imports - 04/01/2011 - Enrollment by grade as of 07/18/11

Coordinators, Principals,Testing Coordinators - EDgear has worked with LADOE to have the ability to

b ML import EOC results into JPAMS test file and teacher Gradebooks. We have added an update to
support EOC honors scale conversions as well. ong as a course is marked with an "A” in the
Loaders onors field of the course file and you have honors scales entered the correct scale will be used on
P he field of th file d h he e d the Il 1l b d
b 3 Count import.
b ¢ iterfaces Corporal Punishment Form - 02/23/2011
b i Leters

Principals.Discipl CWA and Secretaries - JPAMS now has the LA Corporal Punishment Form
included in th e Posting Program. Once you have entered the discipline referral and saved
vou can go to Letters -> Corporal

Admin page.

Punishment Form. You must enter a SIS Incident Code on the

IPAMS Support - 02/01/2011

All - Attention: Need two experienced JPAMS persons for client support in our Shreveport Office. For|
details call Will. (318) 868-8000

OCR Report - 11/15/2010

Coordinators,Principals, and Secretaries - The Federal OCR Part 2 program has been updated to use
the new format. You can now generate updated OCR Federal export files. Go to the SBLC Command
Center and select the OCR Menu. Then select OCR Statistics (Part IT) menu item.

EEOC Report - 11/11/2010

=}

Coordinators,Principals, and Secretaries - The EEOC program has been updated to use the new
X ‘an now generate updated EEOC Federal export files. Go to the HR Command Center and|
select the Reports Menu. Then select #11 EEOC Report menu item.

EOC Rosters - 11/10/2010

and Secretaries - The EOC Roster program has been updated to use the new
format. You can now generate updated EOC section files. Go to the Grades Command Center and

9 Attendance select the Testing Menu. Then select the End of Course File Creation menu item.

T orades Principals, Counselors, and Secretaries - A new enhancement for Discipline Posting is available.

- Enhancement for Autematic Behavior Points System. Now users can control the point values for
— automatic point loss for spacific discipline infractions. To set up point values click the POINTS

Principals, aries, Coaches - The new LHSAA ility requirements monitoring software will
be available this year at the start of school. It can be executed from the Student Master command

center or the SBLC (Schoal Building Level Committee) command center.
5
- "SBLC New Race/Ethnic Codes - 07/14/2009
£ Scheduling Principals, Counselors, Secretaries - The new State required changes for ethnicity and race have

been completed and are now available in JPAMSI

B special Education

WebPams Gradebook

Click on WebGradebook to open the gradebook.

- * Gradebook
* WebGradebook

) M Post Discipline
District : [027 =] * Lesson Plan Review

School : 004 | * Lezzon Book

Setup Box appears — make changes, if necessary, and click OK.

Grade Book Setup
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At the bottom of the screen, choose Year; Teacher, if necessary; Course; Marking Period

o o Q@

Year: Teacher : [ABSHIRE PATRICIA B | w | Course : [SELECTION REQURED | w] ';:rri‘;iz-"; [sELECTION REQURED [+ ]

|IElgear - Scftware that Empowers Educatora.

Toolbar Icons

Tooltips are available for each icon. Just hold your mouse pointer (without clicking) over each icon and an explanation will
appear.

1 2 3 4 5 6 7 8 9
M S -
B .A.[- ©@-%X- ¢ &
Assignments Grades Reports Show Me Admin Attendance Discipline Seating Chart Save
| |sino | studentname | Grage | Final_[ 1 |2 |2 |4 s B Iz |
1. Assignments: Click to display the dropdown 2. Grades: This menu allows you to use grades
menu to access the New item which creates a features.
New Assignment for the class section. Once |
an assignment is created, you can use the 1 DropiRestore Grade 4

Edit item to make changes or the Remove
item to remove or delete an assignment.

H Restore All Dropped Grades

Duplicate Grade

5 —
Q 'l A - |_| - @ 1 Drop LowestHighest
Assignments Grades Reports Show | i |
PR 1 LockiUnlock
Arrange b i
User Selection i
i 3
Hew Alphabetical n P -
Edit Date Due d
T Date Assigned
Category .F Recale Assignment Grades
Categories
’ i Show Grade Calculation
Sylabus
Lesson Plan Review "
3. Reports: Creates reports, logs, charts, etc. 4. Show Me: Allows you to see Empty Grades,

LEP students, Special Ed Student, 504

The Grade Summary Charts create different types Students, and Health Condition students.

charts dealing with assignments.

Print Grade Log

Print Attendance Log EI'I'Ip‘L":.f Grﬂ dE‘E
Aftendance Roll Book
Activity Attendance LE P
Curriculum GLEs Monitor SPED
Curriculum Checklist
Assignment Report
204

Assignment Statistics

Category Statistics

Health Condition

Grade Summary Charts B

Selected Student 3

Student (Bar)

Selected Assignment B
Grade Book Report Student (30 Bar)
All Assignments b

Term Grades Report k Student (Pie}

Final Grade b

Detailed Progress Report Student (30 Pie)

View Student Permissions Student (Ling)

The remainder of the items all give the same type of
graphs dealing with the Selected Assignments, All
Assignments, and Final Grade.
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5. Admin: Allows administrators to preform 6. Attendance: Allows teachers to complete
tasks. daily attendance.
} - q&?
Admin Attendance
Setup
7. Discipline: Allows teachers to complete their 8. Seating Chart: Creates a seating chart for the
sections of the Behavioral Form. students in each class.

9. Save: A veryimportant item used to save grades entered on each assignment. This is a must to save
the grades — whether new grades or changes to existing grades.

Setting up Non Weighted Categories

Use categories to organize your gradebook, but is not mandatory. The categories creates items used as defaults and can
be changed when entering a new assignment. This feature allows you to choose specific colors for the different types of
assignments given in a class. (i.e. Test, Quiz, Term Paper, etc.) These categories will appear in the Assignment Type
drop-down box when you create a new assignment.

1. To create categories, click on Assignments on the Menu Bar and choose Categories from the drop-down menu.

Category Grade Type Default Max Value || Wieight | Color
|~

Assignments. Numerical Grade 100 (]

Comp.Curriculum  Numerical Grade 100 ]

Constructed Respo Numerical Grade 25 (]

Homework Numerical Grade 100 ]

Lesson Plans. Numerical Grade ] (]

Literacy Strategy ~ NMumerical Grade 100 ol

Pretest Numerical Grade 100 ]

[[TTTIITTE

Projects Numerical Grade 60 ol )

2. Click on Blank line to create a new category completing the Name of the category (i.e. Tests, Exams, Homework,
etc). Select the Grade Type. Enter the default Maximum Value (this can be changed when creating an
assignment) of points. Select a Color for the assignment type. When done, click Save (green box) to save the
assignment category. Continue using the blank line to add additional assignments.

Setting up Weighted Categories

This feature allows you to set categories that are based on percentages of the total grade. When a user creates
assignments with weighted categories, no non-weighted categories can be used in combination with these weighted
categories within a class section.

1. Use the same steps as the Non-Weighted Categories above.
2. Inthe Weight field, enter the percentage that this category will use.
3. When done setting up weighted categories, click Save (green box).

4 )

Important Note about Categories and Weights: All categories created in WebGradebook show for all classes. A
user can have categories that are non-weighted for some classes and also have weighted categories for others.

The user needs to remember that if a weighted category is used on an assignment in a particular class, then all
assignments in that class must be of a weighted category type. The gradebook will not calculate weighted and non-
weighted assignments in the same class.

J




Entering Assignment Grades
1. Click Assignments then New.

2. Enter a title for the assignment in the
Assignment Title field.

3. Click the drop down arrow in the Category

Assignment Title : |

Category : |(Nnne}

Grade Post Type :

Curriculum Unit |

Curriculum Topic : |

|

[~)

|Numerica\ Grade |vJ
|

|

|

Curriculum GLE(s) |

field to pick the category of the assignment.

[ pesignated Unit Test

Bonus Points : l:l Weight :

w |18 |w 2011 vEJ

[ Do ot Show In Gradebook

(=] [efeott 2] 3@

Prerequisite(s) : | |

a. NOTE: All assignments within a e e o
given class section must be the Date Assigned: |00
same type - either all are non-
weighted or all weighted.

Date Due Jul

Click the drop down arrow in the Grade
Post Type to identify the assignment as a
Numerical Grade, SNU / OSNU Numeric,
or SNU / OSNU Letter grade. If categories
were created, this item is entered for the
category. =

Objective(s) J Lesson Plan J Homework J Modilicationts]J Instructional J EvallAssess J

Copy To Other Sections J Save J

If a weighted Assignment Type category
was chosen, the Weight Value will be displayed.

30 <—

Based on the Assignment Type category chosen, a default Maximum Value (Points possible) will be displayed.
If the user wishes to change the Maximum Value, click in the field, backspace out the existing value, and enter
the desired amount. If there are Bonus Points possible, enter them in the Bonus Points field. Enter the Date
Assigned and Date Due fields.

Weight Value:

If you wish to copy the assignment to other classes, click the Copy to Other Sections button, or if not, click Save
to enter the assignment to this section only.

A new column for the assignment will now be displayed in the grade book. Double click in the first cell, then begin
to type the grade for the assignment. To move to the next cell, simply tap the ENTER button or the DOWN arrow
and the active cell will drop down to the next student. After entering the grades, click on the Save icon (looks like
a disk) at the top of the tool bar.

Common Core Standards: Associating with Assignments

When creating a new assignment the steps below will walk you through the process of attaching the standards to
the assignment.

Click in the Core Standards field and a list of Content Areas (English Language Arts, Mathematics, Science,
Social Studies) will appear on the left of the screen. At this time there are standards only for English Language

At the bottom left of the screen will be a grade level. The default value will be the grade level of the course. The
set of standards to be displayed will be based on this value. The grade level can be changed by clicking on the
Each Domain has one or more Clusters. After selecting a Cluster, the standards will be listed on the right side of

To select a standard, click the green plus sign at the top left corner of the standard. The background color will

1. Select the Assignment icon at the top of the gradebook window.
2. Select New.
3. Enter the Assignment Title, Category, and Grade Type.
4
Arts and Mathematics. Science and Social Studies will be added as they become available.
5.
drop down arrow.
6. Each Content Area is further divided into one or more Domains.
7.
the screen with a light brown background color.
8.
change to a blue background and the green plus sign will change to a red X.
9. The selected standard(s) will appear at the bottom of the screen.
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10. To unselect a standard, click the red X. The background color will return to the original light brown and the red X

will be replaced with the original green plus sign.

11.To save the selected standards, click the Submit button at the bottom right of the window.
12. The standards selection window goes away. The Assignment window will be on the screen with the selected

standards listed in the Core Standards field.

13. Continue entering information about the Assignment and save the assignment.

If the assignment already exists, use the method of editing an assignment with which you are familiar; then, follow the
steps above beginning with step 5 to add the standards.

To search for a specific term/word within the standards use the following steps.

1.
2.

4.

In the upper right of the standards window is a search field.

Click in the field and type the word(s) for your search; then, press enter or click on the icon at the end of the
search field.

All standards that have this word in the description will be displayed on the screen. The list will include standards
from all Content Areas not just the current selected area.

You may select items from this list of standards as described above.

Entering Exam Grades in WebGradebook

Posting of exam results is done the same as posting assignments, with one variation. We pick the exam grading period to
post the grade result.

Important:

A.

This only needs to be followed if your school/district posts exam results as a separate grade item.
Example: To determine a final, a district requires an average from grading period 1, grading period 2, and an
exam. These are all averaged together for a final. Contact your JPams Coordinator if you are unsure as to how
exam results are posted in your district / school.

EOC exam results are imported electronically for the teacher

In WebGradebook, locate the Marking Pd field on the lower right. Click and select one of the following based on
your schedule type: If unsure which to choose, check with your JPams District Coordinator.

Repeat the steps as described in the previous section (Entering Assignment Description
Grades). The only difference is that you will post one assignment for the exam score. SELECTION REQUIRED
1=t Six Weeks

a. On the top row of menu commands, click Assignments then New. 2nd Six Weeks

3rd Six Weeks

Enter a title for the exam in the Assignment Title field. 4 Six Weeks

5th Six Weeks

c. Forthe Assignment Type, leave it set to (None). Do not choose a Bth Six Weeks

category. This is the only score that will be posted for this “Marking Pd” Ist Siciieeks Sem Exam

. . 2nd Six Weeks Sem Exam
of 1°' Sem Exam, therefore no category or weight is needed. -

d. Click the drop down arrow in the Grade Post Type to identify the assignment as a Numerical Grade.

e. Enter a Maximum Value (Points possible). If there are Bonus Points possible, enter them in the
Bonus Points field. Enter the Date Assigned and Date Due fields.

After entering the information, click Save.

A new column for the exam results will be displayed in the grade book. Double click in the first cell, then begin to
type the grade for the exam. To move to the next cell, simply tap the ENTER button or the DOWN arrow and the
active cell will drop down to the next student. After entering the grades, click on the Save icon at the top of the
tool bar.

TIP: Want to review the grades for the year in one place? In the menu bar, click Reports, then Term Grades
Report. Click OK at the lengthy text box. You will then see all students in the course with the grade averages for
all grading periods and exams on one sheet.
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Grade Types

1.

Numerical Grade: This type will permit the entering of numeric grades such as 95, 78, 30, etc... You can post
the numerical value and use a decimal if desired. The equivalent alpha grade is determined based on your
grading scale as set in your pupil progression setup. See Valid Grades section below.

2. Letter Grade: This type will permit the entering of alpha grades such as A, B, C, etc... You would simply post
the alpha or other grade. See Valid Grades section below.

3. SNU or OSNU Numeric Grade: This type will permit the entering of numeric grades such as 20, 95, 80, etc....
The grade related to the score of SNU or OSNU will be based on the scale setup in the Pupil Progression settings
of JPams. You can use a decimal if desired. See Valid Grades section below.

4. SNU or OSNU Letter Grade: This type will permit the entering of O (for OSNU types), S, N, and U letters for
student assignments.

Valid Grades

1. Alpha: Valid grades are A, B, C, D, and F.

2. Numeric: Valid grades are 0 to the Maximum Point Value and can be decimal. For example, you may opt to
award a half point on a partially correct answer. Thus, you can post a 95.5 providing the value is within the
assignment’s total points possible.

3. S, N, U Alpha: Valid grades are S, N and U.

4. S, N, U Numeric: Valid grades are 0 — Maximum Point Value and can be decimal.

5. 0O, S, N, UAlpha: Valid grades are O, S, N and U.

6. O, S, N, U Valid grades are 0 — Maximum Point Value and can be decimal.

7. Other: Valid other grades are E, I, P, R, W, X and blank. These grades are always valid for any assignment. A

blank assignment grade is equivalent to the E grade below.

E Used to mark an assignment grade as exempt grade for a student and it is not counted as a part of the
final marking period average.

i Used to mark an assignment as incomplete. The grading period average will include an
“I” assignment in the possible points.

X Used to mark an assignment grade as a grade where the student failed to make up an assignment. It is
treated as a zero (0) in computing a final marking period average.
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Syllabus

The syllabus lists all assignments and information about each one. A user can edit assignments here.

(] | Assignment Category Grade Post Type "':;‘imm Eg;“:: Weight | Date Assigned| Date Due || prerequisite(s) | Lock| Hide | 0b | Lo | Hw | o | m | &v

1 D August 16-20 Lesson Plans Lesson Plans Numerical Grade 0 ] 2010-08-16 2010-08-20 '3 v '3 v v v

2 D Aug 23- 27 Lesson Plans Lesson Plans. Numerical Grade 0 0 2010-08-23 2010-08-27 v v v v v L

3 D Aug 30-Sept 3 Lesson Plans Lesson Plans Numerical Grade 0 ] 2010-08-27 2010-08-27 v v v v v v

4 D Sept 6-10 Lesson Plans Lesson Plans. Numerical Grade 0 0 2010-09-068 2010-08-10 v v v v v L

3 D Sept 13-17 Lesson Plans Lesson Plans Numerical Grade 0 ] 2010-08-13 2010-08-17 v v v 4 v

3 D Sept 20-24 Lesson Plans. Lesson Plans. Numerical Grade 0 0 2010-08-20 2010-08-24 v v v v L4 v
7 D Test Chapter 2-1 to 2-4 Test Numerical Grade 100 10 2010-08-21 2010-09-21
3 D LACCActivityRational Numbers |Comp.Curriculum | Numerical Grade 25 0 2010-08-17 2010-08-17
3 D 'Vocabulary Chapter 2 'Vocabulary Numerical Grade 20 ] 2010-08-17 2010-08-17
10 D Rational Numbers Practice/Skills | Workbooks. Numerical Grade 85 0 2010-08-17 2010-08-17
11 D Test Distributive Property Test Numerical Grade 100 ] 2010-08-10 2010-08-10
12 D Homework (1-1t01-3) Homework Numerical Grade 20 o 2010-08-28 2010-08-26
13 D Skills Practice and Practice Work| Worksheets. Numerical Grade 65 ] 2010-08-26 2010-08-26
14 D EOC(end of course) Pre Test | Pretest Numerical Grade 20 o 2010-08-28 2010-08-26
15 D 'Vocabulary Chapter 1 'Vocabulary Numerical Grade 20 ] 2010-08-26 2010-08-26
16 D Test (1-1 thru 1-3) Expressions (Test Numerical Grade 100 " 2010-08-28 2010-08-26
17 D Scholastic Pre test Pretest Numerical Grade 20 ] 2010-08-18 2010-08-19
18 [] |Making Changes in math activity |Literacy Strategy | Numerical Grade 20 0 2010-08-19  |2010-08-19

{ | G > S | | >

copy | New Edit Delete print | Delete | Print |

Duplicate a Grade

Sometimes it is handy to be able to duplicate a grade to all students on an assignment. The steps below describe how

this can be done.

1.
2.

Create an assignment as described in the previous section.
Click the Duplicate icon in the toolbar, or click Grades, then Duplicate Grade.

Click to select the assignment to duplicate grades to. Inthe Enter Grade Value field, enter the grade to be
duplicated. Click Apply Duplicate.

The grade will now display in each student’s cell. If a single student did not make the duplicated grade, simply
click in the cell, backspace the entry out, then enter the correct value, then tap the ENTER key or move down to

the next student.

Transfer Students and Assignments in WebGradebook

When a student’s schedule is changed during the middle of a grading period, or if a new student is gained in the middle of

a grading period, it sometimes is necessary to take the average or points from the “old” class and make a transfer
assignment in the “new” class.

There are two primary methods for accounting for the current grading period points earned in another class, whether it is
in the same school, or from another school. Discuss with your district or school Principal to determine which method is
desired.

Method 1: Enter a Grading Average from the Previous Class

1.
2.

In WebGradebook, create an assignment labeled “Transfer Student” or some other related title.
Make the assignment worth 100 points.

Note: If this is a class with weighted categories (Ex. 30% Homework and 70% Tests), make two transfer
assignments, one for each category.

a. One for the first weighted category called “Transfer Student category name 1”
b. Another for the other weighted category called “Transfer Student category name 2”
c. If there are other weighted categories, repeat as needed.

Once the Transfer Assighment is made, duplicate a grade of E to all students. This will show that all other
students are exempt from this assignment. The steps below explain how to duplicate a grade of “E” to all
students.
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a. Click the Duplicate icon in the toolbar of WebGradebook.

b. Click to place a check mark next to the “Transfer Student” Cr:_d tor 1 1ot — |
assignment. Type an “E” in the Enter Grade Value field, then " ;92 i
click the Apply Duplicate button. After doing this, you will see 7 Transter Grad
that all students will have a grade of “E” (Exempt) for the m|
assignment “Transfer Student”. L L R

-

—— e
:

E

4. Double click on the cell of the student just gained and backspace to clear the “E”. Enter the average of the
student coming in. Tap the ENTER key on the keyboard or move down to confirm the entry. The student’s
average will now include the average score from the previous class.

I ———

Sidna Students GD| Transfer 5t
7040001 |BLANCHARD, SHERRI L. 1z E

S040538 BROUSSARD, CATHERIME J. |12 E

S040850 CHAISSON, BEVERLY R. 12 E

L
[ LI R

.

5. As other students are gained in the current grading period, the user would repeat step 5 for these new students in
the “Transfer Student” assignment column.

Method 2: Enter Points Earned and Points Possible (raw score) From the Previous Class

In this scenario, the student is coming in having earned 180 out of 200 points in the previous class.

1. InWebGradebook, create an assignment labeled “Transfer studentlastname” or some other related title.
2. Make the assignment worth the number of points possible from the previous class: (Ex: 200 points)

Note: If this is a class with weighted categories (Ex. 30% Homework and 70% Tests), make two transfer
assignments, on e for each weighted category:

a. One for the first weighted category called “Transfer studentlastname category 1”
b. Another for the other weighted category called “Transfer studentlastname category?2”
c. If there are other weighted categories, repeat as needed.

3. Once the Transfer studentlastname is made, duplicate a grade of E to all students. This will show that all other
students are exempt from this assignment. The steps below explain how to duplicate a grade of “E” to all
students.

a. Click the Duplicate icon in the toolbar of WebGradebook.

b. Click to place a check mark next to the “Transfer studentlasthame” Duplicatin: ssig 'i
assignment. Type an “E” in the Enter Grade Value field, then click . = Chapter | Test E
the Apply Duplicate button. Quz92 i

4 Transfar Grad

—m_ |
c. Now all of the students will have a grade of “E” (Exempt) for the L Nl R

assignment “Transfer studentlastname”.

4. Double click on the cell of the student just gained and backspace to clear the “E”. Enter the points earned (180 in
this example) by the student coming in. Tap the ENTER key on the keyboard or move down to confirm the entry.
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The student’s average will now include the average score from the previous class.

4 1 [040001 BLANCHARD, SHERRI L. I E
A4 2 5040637 BROUSSARD, BEVERLY R. 1 E
4 3 B0g0632 BROUSSARD, CATHERINE J. |12 E
4 4 B090650 CHAISSON, BEVERLY R. 12 E
4 5 180

4§ 5B040640 COMPTON, REBECCAE. 12 E
4 7 8040657 DENMIS, STEFHANIE L. 12 I E

5. As other students are gained, repeat steps 1 — 5 to create a new “Transfer studentlastname” for each student.
Make the assignment worth the points possible, then enter the points earned while duplicating an “E” for all other
students.

Access Other Information About the Student: iGear
1. Highlight a student on the roster.
2. Click the iGear icon on the menu bar.
3. Select items such as Student/Student Demographics, Schedule, Grades, Communication / Parent Contact Log.
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Attendance Posting at the Start of the Day

1. From WebGradebook, click on your first period class and the current grading period. On the icon bar, click the
Attendance button. Click on it. Your classroom attendance page will appear.

2. If your school posts start of the day attendance by Homeroom, click the HM button at the bottom of the screen. A
listing of homeroom students will then appear.

3. If a student is absent, click on the blue cell that is labeled 1°'. The line will populate with appropriate attendance
information.

Sign Off Roll Call

Sign Off Roll Call
W ey w1z |w]z011 |w ) ey (w13 [w)2011 [
alefclofelFlclul ] ox]L AJBJCRDRENFRGRHE TR JKEL
STUDENT Ex |o-rEAsON . |copeex |i-r STUDENT EX ||0-REASON IN  [[CODE [EX ||I-REASC
1|BROUSSARD, BEVERLY ROSE 1|BROUSSARD, BEVERLY ROSE
2|BROUSSARD, TISHA JAYDE 2|BROUSSARD, TISHA JAYDE
3| CHAISSON, JEFF PALL 3| CHAISSON, JEFF PAUL
4|CORMIER, SHERRI GAIL 4|CORMIER, SHERRI GAIL -
5|CROCHET, ROBERT CHARLES S5|CROCHET, ROBERT CHARLES 07:45/01  |U Dr./Parent Note Needed
| CROCHET, SHERRI LYNN 6| CROCHET, SHERRI LYNN
7|DEBARGE, RACHAEL PAIGE 7| DEBARGE, RACHAEL PAIGE _A
8| GUINN, CATHERINE ANNE 8|GUINN, CATHERINE ANNE ]
9|LEBLANC, REBECCA LEAH 9|LEBLANC, REBECCA LEAH 07:45|01 |U |Dr./Parent Note Needed
10|LEJEUNE, JASON ALLEN 10|LEJEUNE, JASON ALLEN
11|REDLICH, SALLY ELANA 11|REDLICH, SALLY ELANA
12|SITTIG, IAY CHRISTIAN 12|SITTIG, JAY CHRISTIAN
13| TRAHAN, DARRYL WAYNE 13| TRAHAN, DARRYL WAYNE
14| TRENT, ROBERT COLE 14|TRENT, ROBERT COLE
15| VINCENT, REBECCA JENEE 15| VINCENT, REBECCA JENEE
16| WELCH, SHERRI RAE 16| WELCH, SHERRI RAE Q}

4. When you are through posting attendance, click on the red SignOff Roll Call button at the top right.

Sign Off Roll Call 8

5. A sign off box will appear. Enter a Hand Lunch Count if your school requires one. If a user wishes to send a
memo to the office, click Add Memo and a notepad will appear to enter your note to the office. Click OK when
done with memo. Then click OK on the Roll Call Verification window. If no memo is needed, then click OK.

6. If astudentis marked absent by mistake: To delete the attendance posting, click on the COD (two digit code)
field in which the student was marked as Absent. Choose the “Delete Complete Attendance Record”, then
click OK.

Attendance Actions B

() Post Newr [ Multiple Checkout(s)

You will then be asked about the transaction.

(©) Post New Tardy-To-Class

() Change Check Out Time Question

(7) Change Check Out To Tardy-To-Class

) Delte Complete Attendance Record ﬁ You have requested to delete this attendance record.
- -~ Thiz will permanently remove this record from the
(7) Change Check Out Code database. Do you wish to continue?



Attendance Posting During the Day

When a new group of students comes into the class, in WebGradebook,

displayed.

select the section, then click the Attendance posting icon on the toolbar. A 2; EETZEDT::;:.:T romperent =
listing of students will appear. Students that were marked absent at the 03 PinSchool Suspension
start of the day, or checked in later in the day, or left for the day will be 04 PSchool Business/Ed Trip
05 U Dr./Parent Mote Needed
. 05 N Extenuating Circumstances
1. To Post a Student Tardy for Class: If a student is present at 0 N Funeral

school, but did not get to class on time, the following steps would
be taken:

a.

C.
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Walue |Description

08 U Skipped
09 S Qut of School Suspension
10 M Hospital Stay*

11 P Homebound

1z U No Valid Reason

Click in the Out field (Check out time). A listing of
attendance codes will appear. Choose 14 U Tardy to
class.

13 U Dress code viclation

14 U Tardyto class /
13 E Other Medical* |
16 N Court v

008000000 00Ooo0oboo

E

Wter selecting the code, a list of tardy reasons will be presented, organized by E for Excused or U for
Unexcused. Select the U or E category for the desired tardy reason code.

Value | Description Tardy Selections and History x|
01

D E Received contact from parent ad E u REASON
0 o2 D Dr Note Verified® = U [Tardyfta/Cl 5
D 03 P In School Suspension EECVAT - ass
D 04 P School Business/Ed Trip E U Bathroom/iliness
[ os U Dr./Parent Note Needed E |U |Bathroom/personal
D 06 N Extenuating Circumstances E U Bathroom/Dr
O o N Funeral E U Bathroom
O oe Jeioz E u Telephone/Iliness
D 09 S Out of School Suspension —
0 1w N Hospital Stay* E u Telephone/medicine
0 1 P Homebound E U Locker
[J 12 uNoValid Reason E |U |visiting
(L] U Dress code violation E u Missed o
E— PSS T P -4
O E Other Hedical |Automatic emails will be sent if the number of tardies is
16 meoun o equal to 4 or equal to 10 in the prior 35 calendar day
Ok period.

After selecting the tardy reason code, if the student has previous tardy postings, a summary of tardy
postings for the student will be displayed.

2. To Posta Student as Skipping:

a.

Locate the student in the attendance posting module. Click Value | Description
on the Out field (Check out time). (J o1 £ Received contact from parent =
[ o2 D Dr Note Verified*
A listing of codes will appear. Select 08 U Skipped. (J 03 PinSchool Suspension
N . . . D 04 P School Business/Ed Trip
When this is done, an automatic email will go to the [] 05 U Dr/Parent Note Needed
Administrators of the school. Additionally, your school may [J 06  NExtenuating Circumstances
wish you to contact the office. (J o7 NFuneral

08 U Skipped '

D 09 S Out of School Suspension
[ 10 N Hospital Stay*

D 1 P Homebound

] 12 U No Valid Reason

D 13 U Dress code violation

D 14 U Tardy to class

[J 15 EoOther Medicar |
] e N Court =

I Ok
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3. To Change a Skipped Posting to
a Tardy Posting:

DATE: ML ﬁH.ﬂClSPﬂ.ﬂl’h}:ﬂl ﬂ

a. Locate the student in the — S— . T T =T ST
attendance posting module. == 0 e —Tte
Click on the COD (two digit = Emm e ] [ [FE e e [ L JOIC [ ]
code) field in which the ST TR | S (I T | | | | —| | 3 | =20

ey s | [ =] [ — — - ] — - 2| 2
student was marked as TR T | || | | I | | S — | | |
Skipped e — - I — £ TN

pped. T Sy T TN I | ||:]|:1|:|
. [ear ot ][] [eass]  Con

b. You will be asked Do you Cor F‘.H%ﬁ EE%
wish to change this to a ks serms L ICJCIC IC O] 000w wen 1o chiange mis 1o taray

TORRD_ WABON |
tardy? Answer Yes to 0 =00

change the skipped to a T e | | | I — —
(TR . — - IIZII:ID:IDIEI-

tardy and then choose the
reason.

Tardy Selecticni

n_l'--hhl.'-"
n_lruﬂi-:-n—--—u
_“_Iﬂrl-l--l-—-:ﬂl
n_llllwr:-.r-'lm
e T
u_.l'ﬁp‘u-r'ﬂ--“
- [ re—
K-
KR
n_lll.-n.“-.-.
KN e
R
N |oe

After clicking the reason the Skipped code is changed to the following:

canaway  sHanEM. |[ ][ o0 |[ 14 |[u][Loder |00 ][ 14 ][] [Looer |[ ][0 |[oo11es8
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Edit Attendance Records Posted by the Teacher
Notel: The School District has to set permissions to allow teachers to make changes to attendance records posted by

the teacher.

Note2: A teacher can only change attendance records posted by that teacher. If the attendance record was created by
another user, the teacher cannot change it.
1. Delete an attendance record posted by mistake.
a. On the attendance posting screen, locate the attendance record to be deleted.
b. Click on the out time (Out column). A dialog box of options will appear.
c. Select “Delete Complete Attendance Record”, then click OK.

Jan w22 |w|2012 |-l ¢

Student 0 e -MIEx ||Out Reason In Code [[Ex ||In Reason

ABSHIRE, JAY REMNE

ACHAME, CHRIS A XANDER - =
ACHAME, STEFHANIE AR QUE Att Ac

ANDERSON, REEECCA LAMNAE 8:00Q01 E |Receiv| () Post New / Multiple Checkout(s)

() Post New Tardy-To-Class

ARDOIN, SALLY RENEE [ Salectthe |

iT) Change Check Out Time

ARDOIN, ROBERT REED :

i
2
3
4
S|ARCENEALX, CATHERINE BAL
B
7
8
g

ARDOIN, TISHA RAPHAE desired () Change Check Out Te Tardy-To-Class
AUGUSTINE, RACHAEL B option to T | Delete Complete Attendance Record
10|BABINEAUX, CHRIS BLA z‘:i';it:l"l T © Change Check Out Code
11|BARBER, DARRYL attendance i) Change Check In Code
12| BAUMERY, SHERRI | Pnstinu_ .
13| BEBEE, SHERRI ELIZABET™H L 3 m
14 |BELLARD, SHAUNA MICHELLE

2. Other Edits Available
a. On the attendance posting screen, locate the attendance record to be edited.
b. Select one of the following options, then click OK.

Vi.

Post New/Multiple Checkout(s): Used when a student has left, then returned to school. The user
has need to post an additional checkout.

Post New Tardy To Class: Used when a student has left, then returned to school. The user has
need to post a tardy to class.

Change Check Out Time: Not often used. Usually if the teacher is posting a Tardy or Skip hours
after the event occurred, then the autoposted time needs to be changed. This will allow for time
change on the original posting.

Delete Complete Attendance Record: Usually used if the teacher mistakenly posted an
attendance record and wishes to take it away.

Change Check Out Code: If a teacher has a need to change the code used in the original
attendance posting.

Change Check In Code: Seldom changed by teacher as Check In’s are normally done by the
office.
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Teacher Posting of Conduct (Comments) in WebGradebook

In WebGradebook, conduct codes can be thought of as being similar to comment codes. Conduct codes provide a way
for a teacher to further communicate progress to a student/guardian.

Following the steps below will allow a teacher to post Conduct Codes in WebGradebook:

1.
2.

Open the desired class in WebGradebook.

Click on Students then Post Conduct.

At least one grading assignment must be entered with grades to access the Post Conduct option.
A list of students will appear on the left and a listing of Conduct Codes will appear on the right.
Click on the column label Conduct Codes to sort them in alphabetical order.

The next step is best done by thinking in terms of groups of students. If a group of students are to be marked for
a positive “Honesty” code, the teacher clicks in the blank area of “C1” (Conduct Code #1) for each student he/she
wants to assign this code to. This places an “x” in the field next to the students.

Post Conduct Codes

Sidno Student Hame Grade | C1 2 3 c4 L5 C6 L7 C8 ] C10 | Cil | Gl l WValue Description
2040001 BEMOIT,CHRIS BRENNER ] X NK Accuracy in Work
2040038 CHARPENTIER,SHAUMA NICOLE 0% NS Annoys Others in Class
2040009 DESHOTEL,DARRYL SKYE ] N Aftendance
4040038 DOISE TISHA SLOAN 09 NL Attention in Class
5049596 DOUCET ROBERT DREW 08 NG Attitude
1040016 DUPLECHIN,RACHAEL DAWN 09 X NE Bringing Books to Class
2040010 FONTENOT,CHRIS CHARLES 08 NC Conduct Grade - C
2110030 LEGER,CATHERINE PAIGE 09 ND Conduct Grade - D
2040031 MYERS,TISHA LOUISE 08 NF Conduct Grade - F
2040020 PARSLEY SHERRIELIZABETH 0% X NG Conference Requested
2040021 PIERCE, ANGELA MARIE 08 NO Courtesy
2110072 SCHEXNIDER,SALLY NICOLE 09 NS Lack of Desire

NJ Lack of Effort

Select the code to assign to these students by clicking on the code in the listing on the right. In our example, we
will choose “PJ Effort”. Clicking on this code will place the positive “Effort” conduct code for each student that had

"

an “x”. Note the three students selected now have the “Effort” code of “PJ” next to their names.

Post Conduct Codes
Sidno | Student Name |Grade [c1 [c2 Jea [ce Jes [e6 [z Jea e [ewn [e1n [eiz | Value | Description

e ety i
2040001 BENOIT,CHRIS BRENNER 09 Pl .

NA Mot Following Others.
2040038 CHARPENTIER,SHAUNA NICOLE 09 .

NT Obeying Class Rules
2040008 DESHOTEL,DARRYL SKYE i) X

NI Orderliness
4040036 DOISETISHA SLOAN 0g

NN Promptness
5045996 DOUCET,ROBERT DREW 0g X

NE Reading Fluency WPM
1040016 DUPLECHIN RACHAEL DAWN 0% Pl . i

NCQ Respecting Authority
2040010 FONTENOT,CHRIS CHARLES 0g

] Study Habits
2110030 LEGER,CATHERINE PAIGE ] . .

NU Using Time Wisely
2040031 MYERSTISHA LOUISE i)

N Work Independenthy
2040020 PARSLEY SHERRIELIZABETH 09 Pl i

N1 Works Below Ability
2040021 PIERCE ANGELA MARIE i) X

N5 Working Below Grade Level
2110072 SCHEXNIDER,SALLY NICOLE 0g .

PK Accuracy in Work

P Attendance

PL Attention in Class




10.

11.

12.
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If a mistake is made, a code can be removed by clicking on the incorrect code. This will replace the former code
with an “x”. Then, click on the “blank” conduct code at the bottom of the list. The code will be removed.

Sidno Student Name Grade | C1 c2 c3 c4 cs (o3 [ors [e£:3 [ol:] c10 |C11 [C12 Value Description
2040001 BENOIT,CHRIS BRENNER 09 PJ 36 Excellent Sportsmanship ad
2040038 CHARPENTIER,SHAUNA NICOLE 09 87 Handwriting Needs Improvement
2040009 DESHOTEL,DARRYL SKYE 0% 88 Excellent Handwriting Skills
4040036 DOISE TISHA SLOAN 09 89 Not Meeting A.R. Goal
50498968 DOUCET,ROBERT DREW 09 a0 Waiting on grades(prev sch)
1040016 DUPLECHIN,RACHAEL DAWN 09 X 91 Homework Not Completed
2040010 FONTENOT CHRIS CHARLES 09 c1 ELEM-Handwriting
2110030 LEGER,CATHERINE PAIGE 09 M1 ELEM-Handwriting
2040031  MYERS,TISHA LOUISE 09 c2 ELEM-Works Neatly
2040020 PARSLEY SHERRIELIZABETH 09 PJ M2 ELEM-Works Neatly
2040021 PIERCEANGELA MARIE 09 c3 ELEM-Follows Directions
2110072 SCHEXNIDER,SALLY NICOLE 09 M3 ELEM-Follows Directions

c4 ELEM-Completes Assignments on Time

o0oo3 MSHS-Assignments are not completed regu

0004 MSHS-Study habits need improving

\ ooos MSHS-Behavior needs improving
\ ooos MSHS-Excessive absences
QT MSHE-Failure due to excessive absences
-

Up to 12 conduct codes per student can be entered. You will find it is easiest to review the conduct code listing
first and try to group students by code entry, but a user can enter conduct codes for an individual one at a time.

To print a list of the conduct codes assigned for this class, click on “Print”.
Conduct codes posted will show in the following places:

a. Report Cards

b. Progress Reports

c. Student Progress Center

If a teacher chooses to do so, conduct codes can be entered or changed during the nine weeks to fit the current
status of the student. Doing this will allow the guardian/student to be up to date on the conduct of the student
when checking progress reports or the Student Progress Center.

A complete listing of Conduct (Comment) codes, which can be obtained in clicking on the List button at the bottom
of the screen, can be found on the next page.

Maintaining a Printed Copy of Grades

Note: All system data for all years are backed up in several locations, but it is wise to print copies of a gradebook to
provide a safety check of grade data. Teachers are encouraged to print copies of the gradebook, particularly at key times
(progress reports, end of grading period). Keeping these printouts handy in a folder or in the class record book will help if
there are questions about the validity of grade data.

Print a Gradebook Report for each class at progress report time.

Print a Gradebook Report for each class at the end of each grading period. Attach this report to the Class
Record Book or place in a secure folder.
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Discipline Posting

a ks wnNpE

10.
11.
12.

13.
14.
15.
16.

17.

18.

Log into WebPams page. On the left, click on "Grades".

Under the heading "Entry", click on "WebGradebook".

At the bottom of the WebGradebook, verify the school year and teacher. Choose the course then marking period.
Select the student by clicking on the student’s name.

Click the Discipline button at the top of the window. The RefPG1 will be displayed with some information about
the student and the incident already filled in.

Verify Code (time code) and Location. Make a new selection from the list if a change is needed from the default
code of 02 (during class) and 13 (classroom).

Click in the top Incident Code cell and select an appropriate code, then click Okay. You may select up to 3
additional incidents by clicking on the next field(s). Select the most important incident code first.

o Note: Selecting a weapon incident and a bullying incident will result in additional pop-up windows
requesting additional required information about the incident.

If there are any Witnesses to the incident, their names may be entered on this page by clicking in the Witnesses
cell.

Select the Evidence from the pick list if any evidence exists.
In the remarks area type in a description of the incident.
Click on the RefPG2 tab at the bottom left of the screen to change to page 2 of the referral.

Enter the actions that you took as the teacher. If Code 06 Referred to Office is selected the principal and
disciplinarians will receive an email notifying them of the new referral.

Select the type of parent contact; enter the date of the contact.
Type your recommendations and select the date.
Select the Motivation of the incident.

You may enter additional perpetrators of the incident on this page. By selecting additional perpetrator(s) page 1
and page 2, discipline information will be created for these additional students when this first record is saved. If
this is a bullying incident you are required to select the victim(s) and other perpetrator(s).

The Admin and Comments pages will not have any info on them at this time. You do not have permission to
enter any data on these pages but you may view the disciplinarian administrative decision later via the gear box
for the student.

Click the Save button at the bottom of the screen. Then click the red X at the top right to return to the
WebGradeBook.



Parent Contact Log Directions

The Parent Contact Log is a place to record parent/guardian contacts.
The Parent Contact Log shows parent/guardian contact information from several locations:

Discipline referral contact actions from the Refpg2 and Admin screens are automatically displayed in the Parent Contact Log.
Additionally, Teachers, Counselors, and Administrators can enter contact information in the Parent Contact Log.
Caution: Since professional school staff can see this information, please remember to be careful in the nature of information
entered here. Confidential, sensitive information should not be entered in the Parent Contact Log.

Getting Started

For Office and District Staff Users: From Student Master, Post Discipline, SBLC, Post Attendance, or any other module that shows the

"Gear" icon:

1. Click the "Gear" icon@ on the screen.

2.

On the popup gray menu, choose Communication, then Parent Contact Log.

For Teachers: From a roster of students in WebGradeBook:

1.

2.
3.

Highlight a student on the roster.

Click the "Gear" icon@ in the menu bar across the top..
On the popup gray menu, choose Communication, then Parent Contact Log.

Entering Parent Contact Log Information

oec_[w]oz [z [w )i

Noubkwne

5

Click the New button on the Parent Contact Log screen.

Select the Contact Type.

Select the Contact Date.

Select the Contact Relation.

Enter any details in the Log Recording Section.

Click the Save button.

If the user wishes to edit a record created by his/her self, click on the row, change the information, then click Save.
= Note: Can be only be edited by the user who created the record.

If the user wishes to delete a record, there is a red Delete cell on the far right.
=  Note: Can be only be deleted by the user who created the record.

Print allows the user to print the contact records for the student.



