
Tools in the Tile Menu System of JCampus 
 

Announcements:  Create announcements to staff in the JCampus system. 

1. A red badge count means there is an announcement to read.  It will go away when the 
announcement is viewed, then closed. 

2. To create an announcement, Click the icon, then click the “+” button. 
3. Enter a “Sample Title”, then place a check for “Popup” and “Sticky” 

a. Popup = on login, popup in center of screen. 
b. Sticky = Stay on top of other older announcements when closed from popup. 

4. Enter a Start Date and End Date. 
5. Profile: Optional.  Use if you want the announcement to go to specific staff based on security profile, 

such as “TE” for teacher. 

 

6. Enter the message contents.  Use formatting tools if needed.  Click “Save” to store the 
announcement. 

 
7. Need to edit or delete?  Click the little “notepad” icon to edit.  Click the trash can icon to delete. 

 

 

 

 

 

  

 

 



 

Calendar:  Create calendar items 

1. A red badge count means that there is a calendar event to review. 
2. To create a calendar item, click on the icon to open the calendar window. 
3. Click the “+” icon on top left. 
4. Enter the “Start Time” and “End Time”.   
5. Enter the “Type” as either Event, Sport, Birthday, or Meeting. 

 
 

6. For “Select Staff”, click to open.  Select from the staff group buttons: TCH (Teacher), ADM 
(Administrators), BUS (Bus Drivers), Sch (School Staff).  Click boxes near the staff name to select the 
folks to receive the calendar notification. 

 
 

7. Enter the content, then click the “Save” icon in the upper left.  
8. The calendar window will appear with the calendar event.   

a. Red is “Today”. 
b. A “dot” on a day means there is a calendary entry for this day. 
c. Arrows on left and right allow to move from one week to the next. 

 
  



 

 
9. Need to edit or delete?  Click on the item to edit.  To delete, tap the little trash can icon in the lower 

right. 

 

 

 

User History:  Gives a listing of programs started recently by the user.   

Very handy to use to cut down on searching for programs used in the past. 

Click to obtain listing.  Then click on the row to start the program. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
  



 

Reminder Note:  Create a little reminder for yourself in JCampus. 

1. A red badge count means that there is a reminder note to view. 
2. To create a reminder note, click on the icon, then tap the the “+” icon in the upper left. 
3. Enter contents, then move off the window (no need to “save”, the act of moving off the window 

saves the reminder note). 

 
4. Click the “x” in the upper right to close.  Click the reminder note icon to view it again. 
5. Need to edit or delete?  To edit, click on the reminder note, edit the contents, then move off.  To 

delete, click the little trash can icon on the top. 

 

Notes:  Create a Note to share in the Student Progress Center 

1. To create a note to be displayed on the Student Progress Center, click the Notes icon. 
2. Click the “Add” button in the lower right. 
3. Select the Student recipients, then check off “Student Visible” and “Popup”. 
4. Enter contents, then click “Add”.  Click “Yes” to confirm pushing to the Student Progress Center. 

 
5. When the student or parent / guardian goes to the Student Progress Center, the note will appear as 

a popup as shown. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Need to edit or delete?  Click on the Notes icon.  A window of existing notes will appear in rows. 
a. Click on the row to edit contents.  Click “Save” to update. 
b. To delete, click the red delete cell on the far right side of the row. 

 
  



 

Automated Notification System:  Click to view ANS reports that are normally delivered to your email. 

1. Don’t be alarmed by the high badge count. 
2. Click the to view ANS email reports from this location.   
3. Click the row to view the report. 

 
  



 

Staff Post Note:  Create messages to staff that can be replied to in a thread format. 

1. A red badge will show on the icon if there is a staff note to view. 
2. To create a Staff Post Note, click the icon, then click the “+” icon in the upper left. 
3. Enter the note title, Select the staff recipients. Enter content. 

 
 

4. Click the “Save” icon in the upper left  , then click “Yes” to publish. 

 
 

5. The intended recipients will have a notification badge that will appear on the staff post note icon. 
i. Click to view.  Click “Reply” to respond. 

ii. The author and the recipient(s) will see the note and replies as a thread. 
 
 


