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Faculty Training Manual

Training Manual Overview

The purpose of this Training Manual is to
equip you with the knowledge and materials
necessary to successfully use the features
RenWeb provides. The material will not only
serve as a training manual, but will also
function as your user’s manual on a going-
forward basis.

All of the tasks you will perform in RenWeb are covered in the training,
including step-by-step instructions and screen shots. When you return to

your classroom, you can conveniently find in the Table of Contents each item
covered in the training.
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Training Day Expectations

During this training session, you are going to
have the opportunity to both see RenWeb in
use and obtain hands-on experience in the
system. Investing your time and attention
now will save you tremendous time in the
future through the automation RenWeb
provides.




Introduction

= Welcome to the RenWeb Faculty Training Session

= Review housekeeping items
— Breaks, lunch, targeted ending time

= Overview of what you will learn today
— How to log in
— Classroom management features like attendance and recording discipline
— Use of the grade book
— Exciting communication features
— Accessing student information
— Running reports
— Producing report cards
— Installing RenWeb at home

= Review benefits of the RenWeb System
— Improves efficiency for the school

° Allows administration, teachers and parents to communicate more efficiently with less
wasted time

° Supports admission, enrolliment, scheduling, and attendance processes quickly and
easily

° Offers “Single Point of Entry” which means, for example, that when a new student is
enrolled in a class, it automatically updates the teacher’s grade book to show
that student

— Saves you time
° Eliminates manual calculations of term grades
° Makes reporting attendance and sending progress reports a breeze
° Provides instant access to automated reports

— Anytime, anywhere accessibility
° Allows you to record assignments and grades anytime from anywhere you have

Internet access, including the comfort of your home
= Review benefits of ParentsWeb

— Makes students more accountable to their parents through the parents secure access to
the ParentsWeb for homework, grades, discipline events, attendance items, etc.

— Parents, teachers and administrators can communicate by email quickly and easily without
knowing parent names or email addresses

— Keeps parents involved and informed in their child’s education
= Questions



Logging In

This section explains how to log into the
RenWeb system and change passwords.
We’ll also review the Main Menu.




Logging In

Logging In
Explanation

We’'ll start by logging into RenWeb, and then we’ll
review the Main Menu.

Instruction — How to log in

1. Double-click the RenWeb.com shortcut.
Enter your District Code on the Login screen.
Click Submit.

Select your School from the drop-down box.

Select your name from the Staff drop-down
box.

6. Enter your Password, which will be provided
in class.

7. Click Login.

A A

Explanation

= This is RenWeb’s Main Menu for faculty
members. It has 3 main sections:

— The windows at the top for Year, Term
and School allow you to select which
school year or term you wish to work in. If
your school has chosen to partition your
information, you can also look at just
Elementary, Middle or High School
information.

The middle section contains all the
navigation buttons that we’ll cover
throughout today’s training.

The section at the bottom contains a link
to different user manuals, as well as
provides notification when upgrades are
available.

= Let’s start with changing your password.

Login Screen

I RenWeb'Login

District Code IS-QM FLE Submit |

Select School
ISampIe High Schaal ;I
Select Staff
|abbott, Amy -
Enter Password
Select staff member...
Login I

Cancel

Faculty Main Menu

_'_! RenWeb.Com Faculty Menu (Version 01.01.07)

ear Tem Schaool
|2005-2008 x| [Tems x| [High Scheol =l
Grade Book Attendance Clazs Report Card Student Report Card
Lezgon Plan Report kManager Student D ata Email
Refresh Pazzword Make Suggestion Wergion
User Forum |
‘ Exit Rert'eb.Com |

rensw

Renewing School Management

On-Line help Manual Click
Here

via the web
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2.
3.
4

Changing Your Password

Explanation

Requirements of a password

Follow these steps to personalize your
password

Instruction — How to change a password
1.

From the Main Screen, click Password.

2. Typein a new password in the Password
box.
3. Re-type your password in the Confirm box.
4. Click OK.
NOTES:

It is extremely important to protect your
password.

Never write it down.
Never give it to a student.

Your password should be different from your
school password.

A good rule of thumb is to change your
password at the beginning of every term.

You will be forced to change your password
every 6 months, and you will not be allowed
to use the same password more than once.

Instruction — How to exit out of the program
1.

From the Main Screen, click the Red Box in
the upper right-hand corner, or click Exit
RenWeb.

Exercise 1:

Log in and change your password.

Log in.

Change your password.

Exit out.

Re-log in with your new password.

Logging In

Change Password Screen
Change Password

FPagzword

Confirm

0K,

Cancel |




Logging In

Questions

FAQs

Q: Are passwords case-sensitive?
No.

A:
Q: How many characters are required?
A:

Each password must contain at least six
characters, with at least one alpha and one
numeric character.
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Managing Your Classroom

This section shows you how to record
attendance, take the lunch count, record
discipline events and create lesson plans
efficiently so you can concentrate on the more
critical aspects of teaching your students.

The RenWeb system limits the necessity of time-consuming phone calls from
the teacher to the parent. The program also makes it easy for schools to keep
track of discipline offenses when reported by many different teachers. This
enables administration to note patterns of student behavior.

-11 -




Managing Your Classroom

Recording Attendance

Explanation — The attendance codes selected
for your school

Instruction — How to record attendance Class Attendance Screen
Class Attendance E]@
1. From the Main Menu, click Attendance. I —
2. Select your Class from the drop-down class L v o o]

list.

3. Enter the appropriate Absent codes for those
students who are Absent.

4. Enter the appropriate Tardy codes for
students who are Tardy.

5. When finished entering the Absent/Tardy
codes, click Fill Present #1.

@ Day  Tem
 Week " Seating Chatt
 Month

Add T

6. If a student comes into class late, change A to boe
T i Edit Seating Chart
Help
7. When you begin to type 8:05 in the comment . i |
field to indicate what time he arrived, a FiFrsan] FiPran] s | Pk |

comment window will appear. You can type in
a comment or select from a standard list of

codes.
8. Click Save.
Explanation

= Column 2 is for schools that wish to take
attendance in homerooms in the morning and
after lunch.

= Attendance may be viewed by Day, Week,
Month or Term.

NOTES:
e The attendance is an Official Record.

¢ Never pre-mark attendance ahead of time.

e Always mark attendance even if everyone
is present.

-12-




Managing Your Classroom

FAQs

Q: Are the teachers responsible for Unexcused Absences and Tardies?

A: That is a school administration decision. The admin staff can change a teacher’'s mark of Absent to
Excused or Unexcused Absent at a later time. The school can choose whether or not to give the
faculty access to all attendance codes, such as Excused or Unexcused.

Q: Do | have to SAVE Attendance?

A: No.

Q: Can I change an attendance code once I've saved?

A: Yes. If you've marked a student absent and they show up late for class, just highlight the tardy code
and click top of the absent code you wish to change.

Q: Can teachers override attendance/tardy status assigned by the office or vice versa?

A: Yes, it is possible for attendance/tardy codes to be changed; however, school policy will dictate who is
responsible for updating codes.

Q: | don’t see all of my classes, or | don’t have all of my students, or | have students listed that | shouldn't
have.

A: We don't have time to correct these conversion issues today. Please write down any problems that you
see and we will get them corrected for you.

Q: Two of us are taking attendance in the same class. The other person entered attendance for a student
and I'm not seeing it. Why?

A: If two of you are working in the same screen, the system doesn’t know to refresh your information

unless you tell it to. Exit out of the screen and come back in and you'll see the information that was
entered. This normally will not happen because you will typically be the only one working in a given
screen for a specific class at a point in time.

-13-




Managing Your Classroom

Creating a Seating Chart

Instruction — How to create a Seating Chart

Class Attendance

1. From the Main Menu, click Attendance. - T | 3 T —
stephens redwing WSO student schaefer o - - =
2. Select your class from the Select Class drop- [y |
down menu. —
lucky etin toni Week (% Sealing Chart
3. Click the Edit Seating Chart button. N R o
. . . e - e | o s ]
4. Click the student name you wish to place in A
the seating chart. b et i A
. . . TE: Tardy Excused (Wt = 0.0]
5. Click in the box where you wish to place the 1 et o 211
student.
6. To move a student, click the student’s name st £
and then click the square where you wish to — oo |
. Edit Seating Chart
move him/her. : he
LI—I b Exit
= == il Present] SAVE it Gl
Instruction — How to take attendance from a s | e |

seating chart

1. From the Attendance Class screen, select the
Seating Chart View.

2. Highlight the attendance code in the
Attendance Code list box.

3. Click the student name you wish to mark with
the attendance code.

4. Select Fill Present to mark the remaining
students.
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Managing Your Classroom

Taking the Lunch Count

Instruction — How to take the lunch count Lunch Count Screen i
1. From the Main Menu, click Attendance. : | o o —
2. Select your class from the Select Class drop- s R

down menu. S
3. Select the Lunch item from the Lunch menu ~ oo e

list box. T
4. Click in the grid next to the student’s name to L™ 0

order the lunch item. et e

Explanation

= There are 10 columns so you can order up to ca
10 items for a student per day by placing each | |
item in a separate column. r | e
=  Students highlighted in red are absent that 2 e | = |

day.
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Documenting Behavior
(Discipline)
Explanation

= Discipline is accessed from the Student Data

tab on the Main Menu.

=  Student Data will be covered in more detail in
a later section.

= While discipline items may be documented
more frequently, praises or complements may
be documented here as well.

Instruction — How to document discipline

From the Main Menu, click Student Data.
Click the student’s name.
Click the Behavior tab.

Double-click the empty row at the top of the
grid to enter a new record or double-click an
existing record to edit it. The Edit Behavior
dialog box will open.

5. Enter any or all of the following information:

— Date — Pop-up calendar allows you to set
incident date.

— Reported by — Drop-down menu lists
school faculty and administration.

— Event — Drop-down menu lists infractions
or praises. By selecting the + button, new
items may be added.

— Description of Event — Allows room for a
detailed description of the event. This
information is posted to the ParentsWeb
and is also included in the email to the
parents if one is sent.

oD

— Notes — Enter private notes here that
parents are unable to view on the
ParentsWeb or in the email.

— Sanctions — Enter the sanction(s)
imposed. Sanctions may be automatically
populated when an Event is selected from
the drop-down menu. The Memorize
button allows administration to memorize
what sanctions they wish to assign to
different discipline events so they can be
pre-populated on a recurring basis.

Discipline Screen

Edit Behavior @
Date Reported By .
| 4n8r2008 | |Saint Marks. David -] Memarize
Forget
Ewent
|Ce|| phane usage in schaal jﬂ

Description of Event

Cail was using his cell phone in the rest room.

Mates [Confidential - Parents do not see these notes)

| hawe told Carl before to stop using his cell in the bathroom

Email Send Options

j j I Parents

Sanctions
| anerzooe = ||155

Email

| 4n8r2008 | |Afte| schoal detention j I Advisor
<Mat Azzigneds A
,7 - Abbott, Jane
Level |0 Administrator, Demo
Demeit £ Status Babcack, Paul
emeri -
" 17 alid = Barmett. Greg
Merit 1+ | ‘ s Jj Bulgrin, Deborah
v
Frint ‘ CCHS,

| Save and Exill Cancel | Delete |
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Managing Your Classroom

— Level — Select the level of the Sanctions.

— Demerits — Log the number of demerits.

— Status — Select the status of the

Sanctions.
6. When finished, click Save and Exit.

EMAILING DISCIPLINE ITEMS TO PARENTS

Explanation

= You may email the discipline event to the

parents and advisor of the student. Be sure to
follow school policy on who communicates

discipline items to the parents

= The email will contain the Description of Event
but not confidential notes.

= RenWeb knows the relationships between

students and parents, so it knows who should
receive emails and has a record of email

addresses.

= That means you can send emails without
knowing parents’ names or email addresses!

Instruction — How to email discipline events Discipline Screen
1. Click the box next to Parents in the Email it Behavios
i Date Reported By .
Send Optlons. | 4naro0e ~| [Saint Marks. D.avid - M:;l:o;ltze |
2. To send a copy to the student’s advisor, click Event _ _ Foiget |
the box next to Advisor and select the [Fel phare usage i schocl =l

Description of Event

advisor’s name from the drop-down menu.
3. Click the Email button.

Cail was using his cell phone in the rest room.

Mates [Confidential - Parents do not see these notes)

~— Banction:

| hawe told Carl before to stop using his cell in the bathroom

4118/2006 x| [1S5

418/2006 LI IAftel schaol detention

Level IU 'I

Statuz

Demerit

ot @ 117 [l

Print

[
|

| Save and Exill Cancel |

Delete |

Email Send Options

I~ Parents
[~ Advisor

<Mat Azzigneds
Abbott, Jane
Administrator, Demo
Babcock, Paul
Barnett, Greg
Bulgrin, Deborah
CCHS,

Email

=

-17 -




Managing Your Classroom

Creating Lesson Plans

Instruction — How to access lesson plans by
clicking on the Lesson Plan button on the Main
Menu

Explanation
= The tabs at the top of the screen are for all
classes you teach.

= The screen shows 5 calendar days starting
with the date listed in the calendar window.

= Difference between Lesson Plan and
Homework:

Lesson Plan = Work done in class.
Homework = Work done at home.

= Homework items are loaded from the grade
book when a home assignment is recorded, or
you may type it in directly.

= Parents and students will automatically see
information shown in these boxes on the
ParentsWeb unless the school elects not to
display this information.

=  You can click the ParentsWeb (Staff) button
to view what the parents will see.

= Keep information in these boxes brief.

= The Copy To button allows you to copy your
lesson plan to another section you teach,
selecting the section in the drop-down
window.

=  The Print button allows you to print the lesson
plan shown for the week.

=  The Detail button allows you to access
additional windows for recording more
information that the parents cannot see.

= Don't forget to save your work by clicking on
Save Lesson Plans.

Edit Lesson Plan Screen

Edit Lesson Plan

Monday . August 22,2005

X

| ALGUIH -CM | ALGTUH -Jama | ALG1UH -danes | aLG2-1 ALG2-2 || v |

Monday - 08/22/2005 Lesson Plan

Homework:

SAVE LESSON PLANS Print

Parert's Web (Staff)

Linear Function Guiz | [ExraPractice Woksheets _ Detais |
LW/ graph and wite equations of ines given charactsrisics —
uch as two points, a point and a slope, or a slope and i
inteicept, and find the slope and equation of a Ine fiom 2 graph
Tuesday - 08/23/2005
Tssue textbooks # [Evira Practios Wotkeheet -4 _ Detdls |
TLW araph and wiite equations of lines given characteristics
such 25 two points, a paint and a siope, or a slope and i
inteicept, and find the slope and equation of a fine fiom a graph v
Wednesday - 08/24/2005
Conplete Gecmety revien: | [Problem set B.130 (B 1321] Detais
TLW wite and solve algebrsic expressions using the missing  |Problem set 1,117, 24
angles of tansversals. TLW recogrize and use absolute value
notation in arthmelic and algsbisic expressians. |
Thursday -
Mo Class Detais
Fiday - 06/26/2005
TLW discover properlies and theorems far expenents and use Exponent iles worksheets, Expanent Praclice warksheets Detais
these theorems to solve expressions containing exponents.

ComyTa. | -
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Managing Your Classroom

Instruction — How to enter the details area by
clicking the Details button

Explanation

= The Web Lesson Plan and Web Homework
boxes are the same as shown on the Edit
Lesson Plan screen.

= The Objective window allows the teacher to
associate course objectives with lesson plans
and assignments and document which course
objectives are being satisfied with the lesson
plan.

= The four lesson plan windows can be used
however you choose. The amount of
information you can input is unlimited.

= You can cut, copy and paste information into
the windows.

= Supervisors can make comments regarding
the lesson plan in the Supervisor’'s window
and email them to the teacher by clicking on
the Email Supervisor Comments button.

= Select Print to print the detailed lesson plan
for the day.

= Select Copy to Class or Copy to Day to copy
lesson plans to a different day or class section
if you teach multiple sections of the same
course.

= Select Save to save your work.

Questions

Lesson Plan Screen

Lesson Plan Details
812202008 «

ALGIUH -4 | ALG1IH -5] ALGIH -A | ALGIJH - CM | ALG1JH - Jama | ALGTJH -Jones | ALG2-1 ALG2-2 |alG2 4] v

‘wieb Lesson Plan “w'eb Homework.

Obective

TLW giaph and wite squations of ines |
given charactenistics such as two points, @
point and a slope. or a slope and yinlercept. |
and find the slope and equation of a line

iom a grap

|

Fivate - use for tests

Extra Practice \Worksheets

Add Course Objective

Private - use for future lesson plans

Piivate - Teacher notes

Private - Additional Info

TLW graph and wilte equaions of lives given characs
the slope and equation of a e from a grapl

ITLw recodnize linear hanctions inits various foms (araphs, squations,
tables, pattems. and aiven problem situations) and express the

the student vill use the given data to express the function as an

Supervisor Comments

characteristics such &t
twio points, a point and a slope, or a slope and y-intercept, and find

function i its various foms lie. given a problem siuation or pattem,

Save | Delete Print

Copy To (Class) ... -
Copy To [Dayl 3 42007 -

Master Lesson Plan |

Email
Supervisor
Comments
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Managing Your Classroom

Exercise 2:

Create a lesson plan and add details.

Instruction — How to print lesson plans for the
week

1. On the Edit Lesson Plan screen, click the
Print button. This will print a weekly view of
the information appearing on this screen.

Instruction — How to print lesson plans for a
single day
1. On the Lesson Plan Details screen, click the

Print button. This will print a detailed lesson
plan for the date of the class selected.

NOTE: When you have completed printing lesson
plans, delete your entries for Exercise 2.

Instruction — How to delete lesson plans

1. On the Lesson Plan Details screen, select the
Date containing lesson plan entries you wish
to delete.

2. Click the Delete button.

Click the Save button.

4. Click the Exit button, which returns you to the
Edit Lesson Plan screen. You will see that all
entries for that day have been deleted.

w

Edit Lesson Plan Screen

Gradebook Lesson Plan

ALG22
Algebra 2

Saint Marks, David
5

Homework

Objectives

Extra Practios Worishests

lpatter
he function es an equstion. teble. or graph).

5

Issue textbooks. Extra Practios Wonshest 24

ITLW graph and wiite equations of lines given
lcharacieristics such s twe peints, & eoint and
fslope, or = slope and y-intercept, and find the slope
[end equstion of & line from & graph

5
Complete Geometry review, Froolem s=t B, 1-20 (Pg. 19.21]
ITLW write and solve alg
Imizsing angles of tran:
luse. n

ic exprassions using the [Freblem set 1, 1-17, 24

kector of & circle.

IDiscuss Polygons.

TLW discover properiss and theorems for sxponenis| Expanent rules wodshests, Expenent Fractics.
nd use these theorems to solve expressions heets
lcontsining exponants.

Lesson Plan Details Screen

Gradebook Lesson Plan
MATHS5-A
Math

Reeck, Teresa
05/02/2007 -

Web Lesson Plan Web Homework

Objectives

Lesson 146-147 Circumference and Coordinate | Do pp. 216 and 317

lesrnea

ou can use each of these areas for anything you want.

Supervisor Comments:

-20 -




Managing Your Classroom

FAQs

Q: Are my lesson plans going to be on the Parents Web?

A: This is a school decision. However, if the school decides to allow parents to view lesson plans, the
parents will see only the information that is contained in the first box on the first screen. You can then
add information to the four boxes on the second screen that the parents will not see.

Q: How do | enter an objective?

A: Administration is responsible for establishing and entering objectives for each course. You may then
select the objectives listed to associate them with your lesson plan.

Q: What information is copied if | copy from one section to another or one day to another?

A: The summary lesson plan screen allows you to copy summary lesson plans to another section. The
detailed lesson plan screen copies lesson plan details to another class section or another date. If you
use a basic outline template each day, you can copy that over and over and then simply modify it for
each day.

Q: Can | cut and paste from another source?

A: Yes.

Q: How much space do | have?

A: Unlimited.

Q: For the Email Supervisor Comments, does the comment stay there?

A: Yes.

Q: Who can see my lesson plans?

A: Administrators can see all lesson plans, as well as parents if you allow them to view lesson plans.

Q: What do the printed lesson plans look like?

A: To see, you can print them from the Edit Lesson Plan screen or from within the Report Manager >
Faculty Lesson Plans/Homework.

Q: Can | print lesson plans one week at a time?

A: Yes.

-21-




Managing Your Classroom

Master Lesson Plans

Explanation

= Once you have created a lesson plan for a
given subject, RenWeb allows you to copy
that lesson plan to create a Master Lesson
Plan that you can reuse on an ongoing basis.

= You can then copy the lesson plans from the
Master a week at a time so that you do not
have to re-key lesson plans you have
previously built in RenWeb.

Instruction — How to create Master Lesson
Plans

1. From the Detailed Lesson Plan screen, click
the Master Lesson Plan button. The Master
Lesson Plan Options window will appear.

2. If you are the only one who teaches a given
course and wish to create a master for the
school’s future use, click Edit Master Lesson
Plan (School). If you wish to create a master
for your future use only, click Edit Master
Lesson Plan (Staff).

3. On the Master Lesson Plan screen, select
from the drop-down window the section of the
class you wish to copy to create the master.

4. Click the Copy from Class button to create
the copy. Each lesson plan will be recorded
sequentially by day for future reference.

Master Lesson Plan Options Screen

Master Lesson Plan Options

| Edit taster Lezzon Plan [School] i

Edit Master Leszon Plan [Staff] I

Copy From Master Leszon Plan [S chool) I

Copy From Master Lezzon Plan [Staff] I

Copy Parameters

3 B/2007 j

T
[ =

Esit |

[ray to ztark for copy

W'hich legzon plan day to ztart fram

Murnber of dayz to copy (3 max]

Master Lesson Plan Screen

Master Lesson Plan %]
Instuctor  MASTER

Obective

“w'eb Homework

Add Course Objective

et [[ Edt_|

[ Homework

EE| =

Copy From (Dlassl.. |

tove Down
5 T

Move Up
Print
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Managing Your Classroom

Instruction — How to copy from a Master
Lesson Plan

1. From the Detailed Lesson Plan screen, click
the Master Lesson Plan button. The Master
Lesson Plan Options window will appear.

2. Click Edit Master Lesson Plan (School) or
Edit Master Lesson Plan (Staff), depending
on where the Master that you wish to copy is
saved. This will allow you to review the Master
before copying.

3. Note the number of the day for each lesson
plan entry. You can also look at the contents
of a lesson plan for a given day by double-
clicking on the entry.

4. After completing your review, click Exit and
return to the Master Lesson Plan Options
menu.

5. Inthe Copy Parameters area of the window,
enter the first calendar date that you wish to
load with a lesson plan from the Master. You
will be able to load 5 calendar days at once.

6. Next enter the number of the day for the first
lesson plan you wish to copy.

7. Next enter the number of days you wish to
load in succession. Note that if you start on a
Tuesday and load 5 days’ worth of lesson
plans, it will load Saturday. It does not skip
weekends.

8. Then click the Copy From Master Lesson
Plan button using the School or Staff option
explained above.

Questions

Master Lesson Plan Option Screen

Master Lesson Plan Options

| Edit taster Lezzon Plan [School] i
Edit Master Leszon Plan [Staff] I

Copy From Master Leszon Plan [S chool) I

Copy From Master Lezzon Plan [Staff] I

Copy Parameters

[ray to ztark for copy 3 BA2007

W'hich legzon plan day to ztart fram

Murnber of dayz to copy (3 max]

E =it

Master Lesson Plan Screen

LessonPlan [Hemework Copy From [Class]

Master Lesson Plan X

Day |4 Cowise  |ADMATHT - Pre Calculus/Trig Instuctor \MASTER
‘wieb Lesson Plan \web Homeworl k Dbjsctive
Test over lesson 1 # | |Lessons 245 due at the first of class next
Tum in Lesson 1 | |Monday, August 28
New assignment - lessons 25 =

|

Add Course Dbjective
save | pele [[ Eat | |

OFF
Course intraduction

Lesson 1 due at the first of class Monday
Lesson 1 due at the first of ¢l

Lessons 25 due at the first of class next Mondar

Move Up
Move Down

Print

Lessons 245 due next Mond;
Lessons 245 due next Monday

Lessons 25 due Monday

Lessons 245 due Monday

Lessons 6-3 due at the end of class Friday.
Lessong 6-9 due at the end of class Fridaw,

Cortinue nates over lessons 245
Finish notes over lessons 25
Grade lessons 2.5

Notes over lessons -9

Master Lesson Plan Option Screen

Master Lesson Plan Options

E dit Master Lezzson Plan [School) |

Edit Master Leszon Plan [Staff] |

Copy From Master Lezson Plan [School) |

Copy From Master Lezson Plan [Staff] |

Copy Parameters

Dray tostart for copy 3 542007

YWhich lezzon plan day to start from I'I

Mumber of days ta copy (5 max] -

E it
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Your Grade Book

The grade book is a monumental
time-saver. The grade book will:
= Calculate term grades instantly, based on the preferred calculation
method selected.

= Prepare progress reports and report cards with the click of your mouse.
= Highlight missing assignments to keep students on task.
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Getting Started

Explanation

= The grade book will be your main tool for
using RenWeb. It allows users to create and
edit grade book functions and to call up
individual classes and student grades.

= From here you can link to a number of other
functions.

Instruction — How to get to the grade book

1. From the Main Menu, click Grade Book.

2. Select Class from the drop-down class list.
You will see only the classes you teach.

Explanation — Features accessible from the
grade book

= Classes — This drop-down menu lists all the
classes assigned to the teacher. Classes and
students will be entered by the administrators
and will appear in the class menu.

= Set Up — Allows the user to customize the
look and functions of the grade book for each
class.

= Recalculate — Pressing this button will cause
the grade book to recalculate all grades after
changes are made.

= Add/Edit Category — This feature allows for
the addition or editing of assignment
categories (i.e., Quizzes, Homework, Tests,
etc.).

= Add/Edit Assignment — Allows for the
addition or editing of individual assignments.

= Attendance — This feature allows the user to
take and monitor student attendance.

= Email — Allows the user to send email, lesson
plans and progress reports to students,
parents and other faculty and staff members.

= Lesson Plan — Enables the user to create
lesson plans to use in class, as well as to
print, email and publish to the class website.

Your Grade Book

Grade Book Main Screen

Faculty Gradebook
e Category  Assignment __ Attendance
__SetUp | _Add | _Add | _  Emal |
e ® el oscs | Zew | eot | oo |
Tem1 Tem2 | Tem2| Tem 4| Tem5| Tems| Print
Summay | -

Report Card
Fieport Manager

Finished
I Show Unenrolled
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Your Grade Book

= Report Card — This feature allows the user to
add grades, set preferences, add comments,
and use sKill sets for student report cards.

= Report Manager — Lists several report
templates that can be printed for class
management.

= Web - Classroom websites are created and
maintained from this screen.

= Print Grid — Displays a printer-friendly version
of the grade book grid on the screen.

=  Show Unenrolled — This check box allows
the user to view or hide unenrolled students.
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Your Grade Book

Class Setup Screen

: Class Setup

Class Set Up

Instruction — How to set up a grade book L etter Brade Citera
i~ Grade Calculation Method
1. Click the Set Up button. « Poiis CCRRNCT I E
. . " Weighted Percentage & a4.00 MI
2. Thefirst step is to set up your grade book & Mised " w20
parameters and functions. Each teacher can e Prtmenns = o e TN
Set Up eaCh CIaSS Unlque|y v Treat Incomplete as 0 B- 80.00
¥ ‘web Progress Report Enable C+ 78.00
. ) ) [Full Detais -] E ;ggg
Explanation — Each item in the Class Setup ¥ Cp Category e st 100 b- no |
¥ Cap Term arade at 100 .
= Grade Calculation Methods: ™" Show Faints Eamed ;gﬁ;m
i Student Sorting I -
— Point Method — All assignments have a [Boe. John |
maX|mUm polnt Value’ and the student Agsignment Sorting Copy setup ta anather class
. . Azsignment Title [Azcendin - -
earns points for each assignment. The Pmen Tt pcercs)_ S| RN =l
. . . udert Aliazes Coy g '
grade is determined by adding all the Shudent & | _» | Farents Web Preven]
points earned and dividing by possible | . I =0 |
points.

— Weighted Percentage Method — The
weighted percent method sets the grade
book to calculate the final grade in two
steps. First, the category average
is determined by calculating the average
of all weighted assignments within a
category. Second, the term average is
determined by averaging the weighted

POINT SYSTEM

104+ 100+50+5+10+100

categories.

Mixed Method — The categories have
weights, but the assignments are not
weighted. The category average is
calculated by adding all points earned and
dividing by the possible points within the
category. Next, the term average is
calculated by performing a weighted
average on the category averages.

80.1%

WEIGHTED PERCENTAGE

Quiz Test

20%

50%

w10

200100

SV100

90%

(77" 20%)+(B0"30%)+(90"50%)

84 40%

MIXED

Quiz

20%

30%

M0

5

20100

10710

IS0

1194160
T4%

1315 20100
27% 0%

(T4"20%)+ (87" 30%6)+(20*50%)

85.9%
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User Preferences:

— Treat Incomplete as 0 — Checking this
box causes the grade book to consider
any Incomplete grade or Missing grade as
a zero during calculation. This is important
for parents and students to understand
the impact of incomplete work while
viewing the ParentsWeb.

— Web Progress Report Enabled — This
drop-down menu sets the type of progress
report that parents and students will be
able to view on the ParentsWeb (Full
Details, Category Averages, and Term
Averages).

— Cap Category or Term Grades — When
checked, the possible percentage for the
category or term is not allowed to exceed
100%.

— Show Points Earned — This function
displays the total points earned and is
most helpful when calculating the grade
book using the Point System.

— Student Sorting — This drop-down menu
offers several options for sorting students
within the grade book.

— Assignment Sorting — This drop-down
menu offers several options for sorting the
display of assignments in the grade book.

— Student Aliases — Enables the user to
set aliases for student names for printing
and displaying of grades.

Grade Criteria:

— Determines the value for letter grades
(A=90, B=80, etc.). This can be set up by
administration, enabling a school-wide
grading scale to be reflected in each
teacher’s grade book. If you do not use
letter grades, the grade criteria window
will be blank.

Time Frame:

— Group assignments based on term,
semester or year. In a term setup, if term
is selected, assignments will be grouped
based on the terms defined by the

Class Setup Screen

Grade Calculation Method
Paints
‘Weighted Percentage
* Mived

Uzer Preferences
v Treat Incomplete as 0
v “w'eb Progiess Feport Enable
Full Detailz -
v LCap Category grade at 100

v Cap Termn grade at 100
Shiow Points Earned

Student Sorting

Do, John -
Agsighment Sarting

Azzignment Title [Azcending) -

Studert Aliases

Letter Grade Criteria

Letter g - Clear

2 2400 Load Default

B an.00 Decimal Places |1|

D+ F0.00 -
Time Frame
TERM -
Copy getup ta another class

-

Copy Parent's Web Preview

Save

Exit
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administration of the school; a separate Class Setup Screen

average will result at the end of each 255 Setup
term. In semester setup, the teacher
L Grade Criteri
elects not to take the separate averages BB T L‘tl race A‘g o
for terms one and two or terms three and Points b ET I e
. . i Ll efall
four, but rather have a continuous display e 2 0
and cumulative calculation of assignments B+ 8800 |
H HY User Preferences B 85.00 Decimal Places |1
for an entire semester. In addition, all - B 8000
assignments for the terms in that v wieh Frogress Report Enable Cr 7.0
semester will be displayed under the FullDetais M C 7200
terms one and two or terms three and Pl B
four—assignments may appear to be Shovs Points Eamed TT:H;m
duplicated when in actuality the same — .
assignments are visible in two places. In fssignment Sating By s (et ofess
a year setup, the teacher chooses not to dssignment Till (escending) = -
take separate averages for any term or Student Aliases Copy Parent's web Previe
semester but rather to have a continuous
. . . Save Exit
display and cumulative calculation of

assignments for an entire year.
Additionally, all assignments for all terms
will be displayed regardless of the term
selected—assignments may appear to be
duplicated when in actuality the same
assignments are visible in two places.

=  Copy Setup to Another Class:

— This feature allows a teacher to copy the
class setup to another of his/her assigned
classes. We recommend this be done only
after establishing categories, which must
be the same for both classes since the
categories will copy as well.

Questions

FAQs
Q: If a new student enrolls in my class, does s/he
go to the bottom of the grade book?

A: No. Students are listed in the grade book in
alpha order.

Q: Whatdo | do if | like to number all of my
students?

A: You can accomplish pretty much the same
thing by assigning each student an alias that
includes the number.

Exercise 3:

Have participants set up a new grade book with
Grade Calculation Method and User Preferences.
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Setting Up Categories

Explanation — What categories are

Broad groupings of assignments.

Typical categories may include Classroom
Work, Quizzes, Tests and Homework.

Required if using a Weighted Average or
Mixed grading calculation method.

Useful for parents when viewing assignments
on the ParentsWeb to see work organized into
Categories even if using a Points Method.

Instruction — How to add a category

1.

6.

From the Grade Book Main Screen, click Add
under Category.

In the Title field, enter a category short title (5
characters or less). If you exceed 5
characters, you will not see the percent
weighting of the category.

In the Description field, enter a description of
the category. Be descriptive as this
description will appear on the ParentsWeb.

If using the Weighted Percentage or Mixed
Method of grading, enter the percentage of
weight this category counts toward the overall
grade in the Weight field (no decimal points or
percentage signs are needed).

Select the Term for which the category will be
active. This allows you to use different
categories, or category weightings, in different
terms. If you use different categories in
different terms, you should ensure that
assignments are listed in the active categories
for the term.

Click Save and Exit.

NOTE: If you click Exit without clicking Save and
Exit, the screen will close WITHOUT saving any
new categories or edited information on existing
categories.

Add Assessment Screen

Add/Edit/Delete Assessment

Title

Description |Prnhlam sets, worksheets, etc

Weight |30

Auto Drop Lowest Category Grades |

Save and Exit Exit |

Delete

Termns

v Term1
¥ Tem2
WV Tem3
W Term 4
W Term5
V¥ TemE

Select the terms this category
applies
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Your Grade Book

Instruction — How to edit a category

1. Select the category to edit from the tabs that
run along the top of the grade grid.

2. Select the Edit button under Category on the
Grade Book Main Screen.

3. Edit the Category information in the Category
window.

4. Click the Save and Exit button to save the
changes. Any changes made will affect all
grades within that category.

Instruction — How to delete a category

1. Select the category to edit from the tabs that
run along the top of the grade grid.

2. Select the Edit button under Category on the
Grade Book Main Screen.

3. Click the Delete button to delete the category
from the grade book.

NOTE: You must delete all assignments in a
category before deleting a category. Clicking
the Delete button will remove the category
from the grade book for the selected class
only.

Instruction — How to set up a category to drop
the lowest category grade

1. Select the category to edit from the tabs that
run along the top of the grade grid.

2. Select the Edit button under Category on the
Grade Book Main Screen.

3. Click the Auto Drop Lowest Category Grade
button to drop the lowest category grade
automatically.

4. Click the Save and Exit button to save the
category to the grade book.

Faculty Grade Book Screen

Faculty Gradebook

ategon
Class =

ALGTHS - 1 il eiie i

Tem 1| Tem2]| Tem3 Tem# | Tems|

Summary | = -

™ Show Uneniolled Exit | Fil |

Add/Delete Assessment

Add/Edit/Delete Assessment |X|

Title

Descriptian IPrubIsm sets, worksheets, elc

waight |30

Auto Drop Lowest Category Grades |

Save and Exitl Exit I

Termns

V¥ Term1
v Term2
v Term3
V¥ Termd
¥ Tem5
V¥ TermB

Select the terms this category
applies

Delete I
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Adding Assignments

Explanation — What assignments are

The specific work that go into the categories.

For example, Chapter 3 Spelling Test is an
assignment that would be added to the Test
category.

Demonstration — How to add assignments

1.

From the Class drop-down menu, select the
class to which you wish to add an assignment.

Click the Term tab to which you wish to add
an assignment.

NOTE: If the assignment date falls outside of
the date range for the selected term, the
system will not allow you to add the
assignment.

Click the Category tab to which you wish to
add an assignment.

In the Title Abbreviation, type in a short title
of five characters or less. You are the only
one who will see this.

In the Description field, enter a description of
the category. Be descriptive because this is
what will appear on the ParentsWeb.

Enter the Date on which the work is assigned.

Enter the Date Due, which must be within the
current term.

The Weight defaults to 1 and is used only
with the weighted percentage method of
grading. An assignment with a weight of 2 is
worth twice an assignment with a weight of 1.
An assignment with a weight of 0 does not
factor into the calculation of the student’s
overall grade.

NOTE: The weight of an assignment and the
weight of a category are not the same thing

The Maximum Points defaults to 100. This is
the number of points possible for the
assignment.

NOTE: This should not be 0 when using a
weighted percentage grading method. It would
cause a “divide by zero” error.

Add Assignment Screen

Categary |HW

Date Agsigned | 4/ 3/2008 -

Wweight

1
M axirurn Points {100

=
Title Abbreviation W [Column Heading)
D escription |Ehapter 1. Problerns 1-20
Load Grade From WebTest |
Dete Due W a0 jv Load Grade From &ttendance |
Curve |
Statistics |

Parentswieb Publish |

Couwrse Objective

Copy to another class

Save | Delete |

Save and Exitl Exit

Add
Objective
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Your Grade Book

10. Check the ParentsWeb Publish check box to
post the assignment to ParentsWeb.

11. You can add the objectives covered by this
assignment by clicking on the Add
Objectives button and selecting the
appropriate objectives. (Objectives are added
by administration in the courses screen.)

12. Click Add to Lesson Plan to post the
assignment to the ParentsWeb and class
lesson plan.

13. Select Save and Exit.

. . ) Edit Assignment Screen
Demonstration — How to edit an assignment

"AddiEdit/Delete Assignment

1. Select the Category tab where the
assignment is located.

2. Select the column heading of the assignment

Categary IHW ;I

Title Abbreviation IHW"I [Column Heading)

D escription IEhapter 1. Problerns 1-20

to be edlted . i Date Assigned I 44 342008 jv Load Grade From 'WebTest |
3. Select the Edit button from the Assignment Date Dus | 4/ 4/2008 - - — |
options on the Grade Book Main Screen. weght [T SATTace T AT
- . . Curve
4. Fill in or modify the appropriate data. Marimum Poirts |10 :
: Statistics
5. Select Save and Exit. st
L . . . Couwrse Objective
NOTE: All grades within this assignment will be
updated. Add |
Objective
Demonstration — How to delete an assignment

1. Select the category tab where the assignment

Copy to another class |

is located. | |
Save Delete
2. Select the column heading of the assignment : :
to be edited. Save and Emtl Exit |

3. Select the Edit button from the Assignment
options on the Grade Book Main Screen.

4. Select the Delete button.

NOTE: Clicking the Delete button will remove
the assignment from the grade book, deleting
all grades for that assignment. Deleting an
assignment will affect only the selected class
in the grade book.
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Demonstration — How to create an extra credit
assignment

1.

Select the Category tab for the category
where the assignment should be placed.

Select the Add button from the Assignment
options on the Grade Book Main Screen.

Fill in the appropriate data.

Set the Max Points to 0. This will prevent
other students who elect not to participate in
the extra credit assignment from being
penalized when the category average is
calculated.

Select Save and Exit.

NOTE: Other assignments must exist in the
category in order for the extra credit
assignment to calculate. A separate

Extra Credit category should not be used in
order to create extra credit.

Demonstration — How to copy an assignment
to another class

1.

Select the Category tab where the
assignment is located.

2. Select the column heading of the assignment
to be edited.

3. Select the Edit button from the Assignment
options on the Grade Book Main Screen.

4. Select the Copy to Another Class button.

5. In the next window, all of the categories from
all of a teacher’s other classes will be listed.
Highlight the category in which you wish to
place a copy of this assignment. Hold the Ctrl
key to highlight more than one.

6. Select OK to save and exit.

Questions
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FAQs

Q: What is the * tab?

A: By selecting this tab, you can see all
assignments across all categories in
chronological order. This is good if you have
a student who has been absent for a week
and owes you four assignments across more
than one category. Rather than accessing
each category individually, just click the * tab
and you will be able to enter all four grades in
arow.

Must | have at least one category?
Yes.

e »0

Can | change the percentage of a category in
the middle of a term?

Yes. Please be aware that by doing so, the
grade book will recalculate the grades at the
time that the change is made. Your change
may have a positive or negative effect on the
student’s grades, and parents may question
the change.

>

Q: Can I change the percentage of a category
the next term?

A: Yes. Create a new category for the next term
and check the term to which that category and
its percentage will apply. Then clear the
existing category for that term.

Exercise 4:

Set up a grade book with a category and an
assignment.

Your Grade Book

Faculty Grade Book Screen

Faculty Gradebook

Category  Assignment __ Attendance Report Card

Class

SetUp Add Add Email Report Manager
ALGTHS -1 -
Recalculate Edit

Print Grid

Edt | _ LessonPlan WEB
Tem 1| Tem2| Tem3 Tem# | Tems | Tems | PG ]
Summay |+ | Hw | Quizzes | Tests |

Tests
60.0

Hw Quizzes

30.0 100 Curve AVG

1. Allen. John

2. Chapman. Taryn
3. Childress, Craig
4. Coates. Amie

5. Coltman, Noah
6. Deese. Brian

7. Hudson, Caleb

Firished
™ Show Uneniolled Exit | Fill

Add Assignment Screen

I AddfEditiDelete Assignment

Categom

Title &bbreviation
D escription

Date Assigned
Date Due
Wweight

M airnurn Points

[Hw

IHW"I [Calumn Heading)

=

Couwrse Objective

IEhapter 1. Problerns 1-20
I 4/ 3/2008 vl

I 4/ 472008 vl
|1

a0

Parentsweb Publish |

Load Grade From WebTest

Load Grade From Attendance

Curve

Statistics

Add
Objective

Copy to another class |

Save |

Delete |

Save and Exitl

it |
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Your Grade Book

Grading

Instruction — How to enter grades

1. Select the Category tab that will contain the
grades you wish to enter.

2. Inthe column for the assignment, click in the Faculty Grade Book Screen

first cell to receive a grade then type in the Faculty Gradebook
rade. You can press Enter to move to the s R T i e
g . p L4 ] e Edit Edi Lesson Plan WEE Fadpreb1-20
next cell down or use the Arrow key. AR, i el
Summary | * Hw | T L

3. When entering grades, you may also use:

— D for Drop — Assignment will be excluded
from category averaging for that student.

— E for Excuse — Assignment will be
excluded from category averaging for that
student.

— P for Pending — Assignment will be
excluded from category averaging for that
student until the grade is recorded.

— | for Incomplete OR M for Missing —

Finished

Assignment will be excluded from I~ Shon Uneroled save Ea | |

category averaging until turned in. If the
option of Treat Incompletes as Zero has
been selected in the Class Setup, the
incomplete or missing assignment will
calculate in category averages as a zero.

4. Use the Backspace key to back out any grade
you wish to re-enter.

5. If you wish to enter a grade that most students
will have for a given assignment, enter the
grade in the first row of the grid and press the
Fill button. This will copy the grade down the
page and let you then change just the
exceptions to the default grade.

6. Click Save when finished.

Explanation

= Grade averages are recalculated when saved.
= Grades in red represent failing grades.
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Instruction — How to edit a grade

1. Select the Category tab where the
assignment is located.

2. Double-click the grade to edit.
3. The Edit Grade screen will open.
4. Edit the grade as needed:

Maximum Points — The maximum points
that can be earned for the assignment.

Assignment Weight — The weight of the
assignment to which grade is connected
when using a Weighted Average grading
method.

Earned Points — The points earned by
the student for that assignment.

Curve Points — The number of points
used to curve the grade up or down for
the assignment.

Bonus Points — Points to be added to the
grade earned by the students for this
assignment.

Penalty Points — Points to be subtracted
from the earned points for late work, etc.

Note — Allows the user to attach a note to
the grade for reference.

Grade Status — Allows the user to Void,
Drop or Excuse a grade or to mark the
grade as Incomplete, Absent, Pending or
Missing.

NOTE: Any changes made in the Edit Grade
screen will affect ONLY the selected student.

Instruction — How to view a Progress Report

1. From the Grade Book Main Screen, click the
Summary tab.

Double-click the student’s name.
A student Progress Report will appear.

Your Grade Book

Edit Grade Screen
Edit Grade

Category: Cw/: Classwork.
Assignment: Hw2: Pg 35 prob 1 -
Eamed Points I
Curve Paints ID—
Eonus Points ID—
Penalty Paints IU
Note

M amimumn Points

Azsignment Wweight I1

20
a0

Grade Status

@ alid

" Drop

" Eucuse
" Incomplete
1 Abgent
1~ Pending
7 Missing

Grade Book Progress Report Screen
Grade Book Student Progress Report

Bryson, Greg 2005-2006 Saint Marks, David
ALG2-2 Term6 MIXED
Algebra 2

Exams THESE ARE EXAMS Weight = 50.0
Assignment Pts WMax Avg Staws  Due  Curve GBonus  Penaly Hote
EX-2: For May 1st 840 1000 840 Valid 0501 00 0.0 0.0
EX-1: July Tth assigment 00 1000 00 Ine. 0707 00 0.0 0.0
EX-3: Exam for the 24th Apsent  10/2¢ 0.0 0.0 0.0
Category Average 42

HomWrk Homework Weight = 30.0

Assignment
HW-5: Lesson 5 Pg 3245
HW-3: Lesson 3 pg15 - 21
HW-6: Homework for Feb 25

Pts Max Awg Status Due
920 1000 980 Valid 0827
102.0 100.0 109.0 Valid Q711

Absent 02/26

Curve Bonus Penalty Note
00 0.0 00
0o 200 0.0  Extra Cradit Paper
oo 0.0 00

Category Average 100
Quizzes Weight = 20.0
Assignment Pts  Max Avg  Status  Due Curve Bonus  Penaly Hote
QZ-1: Quiz #1 1000 1000 1000  Valid 1112 00 0.0 0.0
Q73 Quiz 3 770 1000 77O Valid 0118 00 0.0 0.0
QZ.2: Quiz 42 770 1000 77O Valid 0118 00 0.0 0.0
Qze 840 100 200 Valid 0307 oo o0 o0
Category Average 85
Term Grade 68 D
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Explanation

This is an online progress report as viewed by
parents and students on the ParentsWeb.

This can be easily emailed to parents as we’ll
cover a little later.

Exercise 5:

Enter grades into the Assignment created in
Exercise 3.

Exercise 6:

Delete entered information.

Instruction — How to delete information

1.

2.

Delete grades by clicking on cell and hitting
Backspace button.

Click Assignment column, the Assignment
Edit button, click the Delete button and click
the Yes button when prompted.

Click the Category tab, click the Category
Edit button, click the Delete button and click
the Yes button when prompted. (Note: This
is optional if you have set up valid categories
you wish to keep.)

Your Grade Book

-38 -




Communications

Involving parents as active participants in a child’s daily education is
an important step towards achieving academic success. Equipping
parents with information is the best way to elicit their involvement.

Providing enhanced communication and information to parents is one of RenWeb’s greatest
strengths. The integration of your grade book with RenWeb’s ParentsWeb and email capability
allows your parents to obtain real-time access to their student’s academic performance. Equipped
with real-time information, your parents will become more involved. That drives increased
accountability to the student, which results in higher academic achievement.

As parents begin seeing progress reports on a more regular basis via the ParentsWeb or through
emails teachers can send with the click of a button, you should expect to see incomplete and missing
assignments drop dramatically. You’ll also find your parent-teacher conferences are much more
substantive. The parents know coming in how their child is performing. Now you can focus your
discussion on how to make improvements if necessary.

Teachers using RenWeb also tell us they save a lot of time through the use of RenWeb’s email
feature. Rather than exchanging voicemails with parents during breaks and after school, parents and
teachers can now communicate instantaneously via email without ever knowing each other’s email
addresses. Just point and click and you can build dynamic email distribution lists on the fly!
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ParentsWeb Overview

Explanation — The benefits of the ParentsWeb

Provides parents real-time information on

student academic performance with no

additional work on the part of the faculty.
Serves as a single source for parents to gain

access to homework assignments, lesson
plans, school announcements, school

calendars, picture galleries, tuition and fee

account balances, etc.
Serves as an online source for traditionally

printed documents, including: lunch menus;
newsletters; school and family directories; etc.

Provides teachers their own unique web

pages.

In summary, the ParentsWeb provides access to the

following features, from which the school can

choose to display:

Account Balances
Announcements

Attendance

Calendars
Discipline

Daily Grades

Progress Reports

Report Cards
Transcripts

Lesson Plans

Homework
Missing Assignments

Lunch Menus

Newsletters
Staff and School Directories

Teacher Email Addresses

Teacher Websites
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Demonstration — The ParentsWeb

NOTE: Because your school does not have your
ParentsWeb set up yet, the most effective way for
you to view ParentsWeb is through screen-shots
your Trainer will display on the projector in the room.
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Email

Explanation — The benefits of RenWeb’s email

feature

= Provides point and click email capability

without looking up email addresses.

= Builds dynamic distribution lists on the fly.
= Allows teachers to effortlessly distribute

progress reports.

= Saves time by eliminating voicemail
exchanges between parents and teachers.

NOTE: You may send emails from the Grade

Book or from the Main Menu.

Instruction — How to send messages from the
grade book

1. Select the Email button from the Grade Book

Main Screen.
2. Select Message from Grade Book Email

Menu window that will open.

Email Editor Screen
3. Highlight the students who are to receive the

. .
message in the left-hand list box of names.
igbotti(CJarIH " A s ighotlkEJarIH " ~ !’5_5"“1TD
' ' inti ight- evancin, Tors evender, Tari ¥ Stuent
4. Click the single arrow pointing to the right Bt i | e Tor =t
hand list box. To add all students, click the Byt o G s =
double arrows pointing to the right-hand list Eigﬁi{jf,".‘ﬁims [ ggigﬁi{jﬁ'”é}ﬂds; s,
Hibin Matti: | <« || {Rubin, Mati} v | |Administrator, Dema
box. IR e M o o o | ook, Paul 4
5. To remove students from list box, use same From |gers@gfbzker cam SIS
. P . To [Caldbbot@sampleschool.org; Haj sampleschaol org; biynt@sampleschool or
methOd Wlth arrOWS pOIntIng tO the |eft ||St bOX. %Iel?tgga[m@;escﬁoolSlg;‘gugéga\‘223DEDC;§amplg‘schoholo‘rg,gﬂbhu{gr:r%renmeb.:om‘, u
6. Select the Parent check box if the message is 5“"‘°°‘:}25\';“‘DMﬂ"dﬂyds -
y . Iaitachment | C:A\Documents and SettingshBrad LeebMy Documentsiw/ord\Field Trip Form.doc Attachment
to go to the parent’s email address. 5 = — Lotanr
¥ i= 1=
7. Select the Student check box if the message Bzumlei  dAlcmE==lE s ==
is to go to the student’s email address. “an,t For;et Monda;‘,s Elehd T;'ip, : : =
8. Enter a subject for the message in the subject _
teXt area. This is just a reminder that we will have a field trip to the Art Museum next Monday. Please make
. . . /i hild submits the attached i fi by this Thursday. On Monday, they will
9. Add any attachments to the email by clicking ik, AR e ot F S b . T
the Attachment button and selecting the v
. Fiead [ [ [NOM [5/572007 [1228AM
document you wish to attach. T i ] o i

I e Send - TEXT ]

10. Type the message in the large text box area.

11. Click Web Send - HTML (includes bolds,
colors, links) or Web Send - TEXT (no
formatting) to send the message.

12. Click Exit when finished.
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11.
12.

Instruction — How to Email Lesson Plans
1.

Select the Email button from the Grade Book
Main Screen.

Select Lesson Plan from the Grade Book
Email Menu window.

Highlight the students who are to receive the
message in the left-hand list box of names.

Click the single arrow pointing to the right-
hand list box. To add all students, click the
double arrows pointing to the right-hand list
box.

To remove students from list box, use same
method with arrows pointing to the left list box.

Select the Parent check box if the message is
to go to the parent’s email address.

Select the Student check box if the message
is to go to the student’s email address.

Select the From date and To date from the
drop-down calendar. These dates determine
which lesson plan entries to send.

Enter a note to be included with lesson plan.

Select the name of the staff member(s) who
should receive a copy by clicking on their
names. Hold down the Ctrl key to highlight
several names. Be sure to select yourself if
you want a copy of the email as there is no
“Sent” folder.

Click the Send button. .

NOTE: There is an Email Log Report that
provides a record of all sent email, which you
can access via Report Manager, which will be
discussed later.

Instruction — How to Email Progress Reports
1.

Select the Email button from the Grade Book
Main Screen.

Select Progress Report from the Grade Book
Email Menu window that will open.

Communications

Email Lesson Plan

Email Lesson Plan Screen

Abbatt, Carl R
Adcock, James H
{Alexander, Toni L}
{Baker, Mary D}
Bryson, Greg S
{Redwine, Cindy B}
{Reneau, Billy 0}
{Ritcheson, Dawvid 5}
{Rubin, barti }
Fussel, Roger &

{5 chasfer, Denzel A}
{5 mith, Jessica K}
{Smith, Suzie S}
{5tephens, Allen P}
{Student, New }
whard, Leigh Anne K
Pwilliams, Bailey L}
willifard, Erin L

1Mo Student Emai} <Ma Parent Email:

Mote:

K253

LR

Abbatt, Carl R
Adcock, James H
{Alexander, Toni L}
{Baker, Mary D}
Bryson, Greg S
{Redwine, Cindy B}
{Reneau, Bily D}
{Ritcheson, David 5}
{Rubin, hMarti }
Ruszsel, Roger &
{5chasfer, Denzel A}
{5mith, Jessica K}
{Smith, Suzie 5}
{Stephens, Allen P}
{Student, New }
‘wiard, Leigh Anne K
{wiliams, Bailey L}

Flease find attached nest weeks leszon plan

Fegards.

Paul

Send
Status
From:
rEmsE e | 3/ 5/2007 .[
¥ Student Tar
¥ Parent | 3/ 942007 -|
-~ Carbon Copy
<Mot Assigned: ~|
Abbatt, Jane =
Adminiztrator, Demao B |
Barrett, Greg
Bularin, Deborah ]

Exit

Email Progress Report

Email Progress Report Screen

Abbott. Carl R Abbott. Carl R
Adeack, James H dcock, James H
Pleander, ToriL} | [eAsander TaniLy
{Baker, Mary D} {Baker, Mary D}
Bryson, Greg § ﬁl Brvson, Greg §
{Redswine, Cindy B} {Fiedwine, Cindy B}
{Reneau, Bily D} {Renzau, Billy D}
{Ritcheson, David 5} {Ritcheson, Dawid S}
{Rubin, bari } J {Riubin, Mati }
Russell, Rager & Russell, Rager &
{Schaefer, Denzel &} ﬂ {Schaefer, Denzel A}
(Smith. Jessica K} {Srrith, Jessica K}
{Smith, Suzie 5} {Srrith, Suzie 5}
{Stephens, Allen P} {Stephens, Allen P}
{Student. New } {5tudent. New }
‘ward, Leigh Anne K \wlard, Leigh Anne K
{Willams, Bailey L} {wiliams, Bailey L}
{willford, Erin L} Pwillford, Erin L}
Mote: <Na Parert Email ddresss  {No Student Email Address}
Please find attached the weekly progress reports for Algsia 2.

Regards,

Paul

Status

Exit

T~ TextOny
Send

+ Email To
¥ Student
¥ Parent

[~ Staff Copy

<Mot Assigned>
Abbott, Jane
Administrator, Dema

Bamet, Gre
Bt P

~ Tem
 Teml © Temd
" Tem2 " Tems
 Tem3 * Temb

GEK Style
@ Details
" Summary

¥ Include Student Comments

Edit Student Comments

¥ Include Lesson Plan

From: | 3/ 5/2007 v
To 3/ /2007 v
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10.

11.

12.

13.

14.

15.
16.

17.

18.

19.

Highlight the students who are to receive the
message in the left-hand list box of names.

Click the single arrow pointing to the right-

hand list box. To add all students, click the
double arrows pointing to the right-hand list
box.

Select the Parent check box if the message is
to go to the parent’s email address.

Select the Student check box if the message
is to go to the student’s email address.

Select the name of the staff member(s) who
should receive a copy by clicking on their
names with the mouse. Hold down the Ctrl
key to highlight several names.

Select the appropriate term for the progress
report from the list provided.

Select the Grade Book Style. Details shows
all grade details for each individual grade.
Summary shows just a short synopsis of the
student’s grade.

Enter a note to be included with the Progress
Report for all students (optional).

By checking the Include Student Comments
check box, it is possible to include private
comments with the Progress Report for
selected students.

To add or edit student comments for a
progress report, click the Edit Student
Comments button.

In the Grade Book Comments window,
highlight the name of the student to receive a
comment by clicking on the name.

Enter comments about the student in the
window on the right.

Click Save when finished with that student.

Highlight the next student, enter comments
and click Save.

Click Exit when all comments have been
entered.

By checking the Include Lesson Plans check
box and selecting the date range from the
From and To dates, the user may elect to
include lesson plans with the progress report.

Click the Send button when ready to send the
progress reports.

Grade Book Comments Screen

Gradebook Comments

Abbatt, Carl B
Adcock, James H
Alemander, Toni L
Eaker, Mary D
Bryzon, Greg S
Redwine, Cindy B
Reneau, Billy D
Ritcheson, David 5
FRubin, Marti
Russell, Roger &
Schaefer, Denzel &
Srith, Jeszica K.
Smith, Suzie 5
Stephens, &llen P
Student, Mew
‘Ward, Leigh Anne K
“williams, Bailey L
‘williford, Erin L

X

Carl's attention to detail in his homework, hazs
shawn tremendous impravements in the last
several weeks!

Save

Clear &ll

Exit
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Explanation — Building distribution lists

Sending emails from the grade book limits
distribution to the class that is open in the
grade book.

You may build broader distribution lists
dynamically by sending the email from the
Main Menu.

Instruction — How to build distribution lists
from the Main Menu

1.
2.

Select the Email button from the Main Menu.

Using the Filter area, you may build dynamic
distribution lists for students based on:

— Status — Admissions, Graduate, Inactive,
Inquiry, Pre-Enrolled

— Class
— School Staff and District-wide Staff

After selecting the filter option, students will
appear in the left-hand box.

Highlight the students who are to receive the
message in the left-hand list box of names.

Click the single arrow pointing to the right-
hand list box. To add all students, click the
double arrows pointing to the right-hand list
box.

You may build the list across multiple Status,
Grades, Classes, etc. by selecting the first
filter choice and moving the students to the
box on the right, and then selecting the next
filter option and moving the students to the
right.

You may then proceed with Creating a
Message or sending a Grade Book Progress
Report as you would from the grade book.

Communications

Email Screen

Email

Person List
Abboatt, Carl R ~
Adcock, James H il
Alexander, Toni L
Allen, Laila G
Bailey, Daviz T

S5

Blythe, Austin
Elythe, Janie |
Biryson, Greg S
Burks, Brian T
Bush, Michells E
Casze, Brian &

[

Ciuce, Jorge D

DeFoo, Ashley &

Dickeson, Sam C

Edwards, Kevin H

Efurd, Kapla P

Florey, Alyson )

Fulmer, Barbie E

Getz, Michael D |

- Filter

Email List

Baker, Mary D >

KN

Caffman, Traci L <

I~ Mest'ear
@ Status

Admissions

 Class

 School Staff
" District Staff

R

[

Create Message

Gradebook Progress Fepart

Exit
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Documenting
Parent/Teacher Conferences

Explanation — You can easily keep records of
parent/teacher conferences to document
discussions and communications. These can
include formal conferences, as well as phone
conversations and emails. This documentation
provides protection against parents saying “No
one told me. | didn’t know.”

Instruction — How to record a parent/teacher
conference

1. Select Student Data from the Main Menu.

2. From the list of students, highlight the student
for whom you wish to add the parent/teacher
conference documentation.

3. Select the P/T Conference tab.

4. Click the conference date and teacher from
the drop-down boxes at the top of the page.

5. In the Subject field, type in the class when the
incident occurred, if applicable.

6. Under Location, select the type of conference
— Phone, In-person, or Email.

7. Under Reason, identify the reason for the
conference as Academic or Conduct or
Other. If selecting Other, a short explanation
may be entered in the box to the right.

8. Under Observation, select the problem/issue
being discussed. You may elaborate on the
observation in the field to the right.

9. Inthe Recommendation field, enter the
school’s recommendation(s) associated with
the observation.

10. In the Parent’s Reaction/Comments field,
type the parents’ response or comments.

11. Click Apply.

Communic

ations

Edit Student Screen

Edit Student

General | Schedue | Msc | Reigion P/T Corference | Benavior | Transcrit | Communiy Sevioe | Picture |

| _> | Greg Bryson

| 31172007 x| [saint Marks, David

Subject Homeroom| |

Print
Delete

[Greg has been disrupting class
lwith verbal outbursis. This was
the 2nd incident in 2 weeks.

(Greg wil be placed on detertion f a 3rd incident oceurs.

Parent's reaction/comments

Parents responded back via email. They thanked us for
Istuation with Greg

I™ Show All Conferences

letting them know and will discuss the

[ ok | canen Apoly.
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Instruction — How to edit a parent/teacher
conference

1. From the list of conferences documented in
the left-hand window, double-click the listed
conference you wish to edit.

2. The recorded information will be displayed.
3. Provide any updates.
4. Click Apply.

Exercise 7:

Record a parent/teacher conference.
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Teacher Web Pages

Explanation — The benefits of RenWeb’s
Teacher Web Pages

= Provides you the ability to easily manage
your own web pages without requiring
special skills or training.

= Provides you the ability to post
Announcements, Calendar Events,
Syllabi, Pictures, URLs, Documents, etc.

ANNOUNCEMENTS
Instruction — How to create announcements

1. From the Grade Book Main Screen, select the
Class from the drop-down menu for the web
page updates.

2. Select the Web button.
3. Select the Announcements tab.

4. Enter the Begin date for the announcement.
This is the first date the announcement will be
displayed.

5. Enter the End date for the announcement.
This is the last date the announcement will be
displayed.

6. Enter a title for the announcement in the Title
field.

7. Enter any additional information in the larger
text box below the title.

8. Select the Global check box to make the
announcement viewable by all classes taught
by the teacher. Do not check the box if the
announcement is for this class only.

9. Click the Save button. The announcement will
appear in the announcement list on the left
side of the Web Configuration screen, and
click OK to return to the Grade Book Main
Screen.

Web Configuration Screen

Web Configuration
Arnouncements | Calendar | Resources | Syllabus | Wb Dacumerts | WebTest | webTest Grade | WebTestanalysis | Picture Gallery |

Begi End
127 772006 742472008 - ¥ Global
12/07 07/24 C | E | E

08/01 0731 D & IE\ass Party
05/23 06413 Ei i

vities
06413 0f/25 FIELD TRIPN Class Party on 12/15. Please bring food

Icon

=

ballons gif =

2

als Cancel

Ly
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Instruction — How to edit announcements

1.

Select the Web button from the Grade Book
Main Screen.

Select the Announcements tab.

Double-click the announcement in the left
column to edit. The announcement
information will appear in the text fields in the
right column of the window.

Edit the announcement information.

Click the Save button, and click OK to return
to the Grade Book Main Screen.

Instruction — How to delete announcements

1.

Select the Web button from the Grade Book
Main Screen.

Select the Announcements tab.

Double-click the announcement in the left
column to delete. The announcement
information will appear in the text fields in the
right column of the window.

Click the Delete button, and click OK to return
to the Grade Book Main Screen.

CALENDAR EVENTS
Instruction — How to create calendar events

1.

o 0k W

From the Grade Book Main Screen, select the
Class from the drop-down menu for the web
page updates.

Select the Web button from the Grade Book
Main Screen.

Select the Calendar tab.
Enter the date of the event in the Date field.
Enter a title for the event in the Title field.

Enter any additional information in the larger
text box below the title.

Select the Global check box to make the
event viewable by all classes taught by the
teacher. Do not check the box if the event is
for this class only.

Click the Save button. The event will appear
in the calendar list on the left of the Web
Configuration screen, and click OK to return to
the Grade Book Main Screen.

Web Calendar Screen

Web Configuration

01411 Math Dlympics 1
01/17| Math book. distribution 1
01/04) Quizz 2
hd 0105 field krip 2
01711 Quizz z

rence is room 102 20
01/24/ TEST 2
01/25 Attend J¥ Football Game 1
01725 Quiz test 4

Amnouncements  Calendar | Resources | Sylabus | Web Documerts | Web Test | WebTest Grade | WebTest-Analysis | Picture Gallry |

Calendar
Date
1172006 | [ Giopal
‘Math Olympics.
best at buiding to depart for convention center at B:006M
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Instruction — How to edit calendar events
1. Select the Web button from the Grade Book
Main Screen.
2. Select the Calendar tab.

3. Double-click the event in the left column to
edit. The event information will appear in the
text fields in the right column of the window.

4. Edit the event information.

5. Click the Save button, and click OK to return
to the Grade Book Main Screen.

Instruction — How to delete calendar events

1. Select the Web button from the Grade Book
Main Screen.

2. Select the Calendar tab.

3. Double-click the event in the left column to
delete. The event information will appear in
the text fields in the right column of the
window.

4. Click the Delete button, and click OK to return
to the Grade Book Main Screen.

CLASS RESOURCES

Explanation — The Class Resources screen
enables the user to provide a list of website
links that may be useful to students.

NOTE: Be sure to follow all district and campus
guidelines about linking to non-district sites.

Web Configuration Screen

Web Configuration

Arnouncemerts  Calendar | Resources | Syllabus | Web Documents | WebTest | WebTest Grade | Web Test Anaiysis | Picture Gallry

- Calendr

GLBL |DATE |TITLE = | o

01711 Math Qlpmpics F
01717 Makt book distribution W1172006 ~| [ Giobal
01701  Field Trip ta the mal
e [Fh Dics
01705 field vip
01711 Quiz
01716 Tem TES

Meet at building to depart for convention center ot 800 a,m,

<< < =<

T chapter 517
test

<<=

01/24 TEST
01/25 Attend J¥ Football Game

01725 Quiz test
¥ 01/26 Library day!
¥ 01731 End of month closing

! !>

e

oK | cancd |l
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Instruction — How to add class resource links

1. From the Grade Book Main Screen, select the
Class from the drop-down menu for the web
page updates.

2. Select the Web button from the Grade Book
Main Screen.

3. Select the Resources tab.

4. Double-click an empty row in the grid on the Class Resource Screen
left-hand side. teb Configuration

. . Announcemerts | Calendar  Resources | Sylabus | Web Documents | WebTest | Wieb TestGrade | WebTest-Anayeis | Ficture Galery
5. Inthe Sort Order field, insert the order that
this link should have in the list of Resources.
Order defines the order in which the resources

Sort Order
1

are to be displayed on the web page. 'j;jm,, »
6. Inthe Description field, type in a description e _
of the link. soe Doe

7. Inthe URL field, type in the website address
following the address convention shown
above the field. For example:
http://www.yahoo.com.

8. Select the Global check box to make the
resource viewable by all classes taught by the
teacher. Do not check the box if the resource | e |
is for this class only.

9. Click the Save button, and click OK to return
to the Grade Book Main Screen.

Instruction — How to test a class resource link

1. Click the website listing you wish to test.

2. Click the Test button. If the link is correctly
entered, the website will open in a new
browser window.

3. Close the newly opened browser window, and
click OK.

_51 -




Instruction — How to edit class resource links

1. Select the Web button from the Grade Book

Main Screen.

2. Select the Resources tab.
3. Double-click the website listing to edit. The

website information will appear in the text
fields on the right of the screen.

4. Edit the information.

5. Click the Save button, and click OK to return
to the Grade Book Main Screen.

Instruction — How to delete class resource

links
1. Select the Web button from the Grade Book

Main Screen.

2. Select the Resources tab.

3. Double-click the website listing you wish to
delete. The website information will appear in

the text fields on the right of the screen.
4. Click the Delete button. The user will be

asked to confirm the deletion.

5. Click the Save button, and click OK to return
to the Grade Book Main Screen.

SYLLABUS

Explanation — The Syllabus may be used to
document a course outline or policies followed

by the teacher.

Instruction — How to add a syllabus item

1. From the Grade Book Main Screen, select the
Class from the drop-down menu for the web

page updates.

2. Select the Web button from the Grade Book
Main Screen.

3. Select the Syllabus tab.
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4. Double-click an empty row in the grid on the
left-hand side.

5. Inthe Title field, type in the title of the
syllabus item.

6. Inthe Description field, type in the
description of the syllabus item. It is possible
to copy and paste a syllabus from Microsoft
Word.

7. Click the Save button, and click OK to return
to the Grade Book Main Screen.

Instruction — How to edit a syllabus item

1. Select the Web button from the Grade Book
Main Screen.

2. Select the Syllabus tab in the Web
Configuration screen that opens.

3. Double-click the syllabus item to edit.

4. Edit the information that appears in the text
boxes to the right of the screen.

5. Click the Save button, and click OK to return
to the Grade Book Main Screen.

Instruction — How to delete a syllabus item

1. Select the Web button from the Grade Book
Main Screen.

2. Select the Syllabus tab in the Web
Configuration screen that opens.

3. Double-click the syllabus item to delete.

4. Click the Delete button. The user will be
asked to confirm the deletion, and then click
OK to return to the Grade Book Main Screen.

WEB DOCUMENTS

Explanation — RenWeb allows users to upload
documents from their computer to their Teacher
Web Page, making them readily available to all
students to access and download. This
includes Adobe Acrobat files, Word documents,
Excel spreadsheets, PowerPoint presentations,
etc.

Communications

Web Configuration — Syllabus Screen

Web Configuration

IHomewurk Policy

for homework tumed in

1wl deduct 10 points for homework.
paint 2 or more days late.

tumed in one day late. | will deduct 50

oK | Cancel

Apply
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Instruction — How to upload a web document
1. From the Grade Book Main Screen, select the
Class from the drop-down menu for the web
page updates.
2. Select the Web button from the Grade Book
Main Screen.
3. Select the Web Document tab.

4. Click the New button on the right of the
screen.

5. Click the Get Document button to access the
folders on your computer containing your
documents.

6. From the folder directory that will appear,
select the folder and then the document to
upload.

7. Click the Open button. The file name of the
document to upload should appear in the Get
Document text box.

8. Include a title describing the document in the
Caption text box.

9. The Document ID will be automatically
assigned to each document uploaded.

10. Select the Global check box to make the
document available to all classes you teach.
Do not check the box if the document is for
this class only.

11. To save the document click the Save button.

12. To preview the document download screen,
click the ParentsWeb button, and click OK to
return to the Grade Book Main Screen.

Instruction — How to delete a web document

1. Select the Web button from the Grade Book
Main Screen.

2. Select the Web Documents tab.

3. Double-click the document on the left of the
screen that you wish to delete. The document
information will appear in the text boxes to the
right of the screen.

4. Click the Delete button and confirm the
deletion. Click OK to return to the Grade
Book Main Screen.

Web Configuration — Web Document Screen

Web Configuration

Arnouncements | Calendar | Resources | Syllabus Wb Documents | WibTest | WebTest Grade | WebTest-Anaysis | Picture Gallery |
Document
e —— | R
[
Capti Document D
[ E
™ Global
San Delets Parentsleb |
oK Cancel Bpply
Document List Screen
Open
Looki_n:lE)WOl'd j L] £ Ed-
Field Trip Form.doc ﬂ,ﬂ Freeborders M
| Fiyer Edits Email doc B Ga - Assumpti
WFiyer Outline - 112805.doc B Ga - FRP -NA

Flyer Page 5.doc
Foreign Partner Letter 0826.doc
I@Fmt Worth Diocese ATT Excelerator Grant.doc

L] |

B Ga - Fundraisi
WG - MPS Part
B Ga - MPS Part

4

File name: |F|eld Trip Form doc

Cpen

Files of type: | Newsletter Files (")

j Cancel |a
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PICTURE GALLERY

Explanation — Uploading pictures to a
classroom website is a great way to share class
activities and student projects with parents and
family members. Be sure to follow all school
and district policies concerning the publication
of photographs on the internet.

Instruction — How to upload a picture

1. From the Grade Book Main Screen, select the
Class from the drop-down menu for the web
page updates.

2. Select the Web button from the Grade Book
Main Screen.

3. Select the Picture Gallery tab.

4. Click the New button on the right of the
screen.

5. Click the Get Pictures button to access the
folders on your computer containing your
pictures.

6. From the folder directory that will appear,
select the folder and then the picture to
upload.

7. Click the Open button in the bottom right of
the window.

8. The window will close, and the file name of
the picture will show in the Get Picture text
box.

9. Add a caption describing the picture in the
Caption text box.

10. Select the location where the photograph will
be displayed by using the Location drop-
down box.

— Cover — The image will display on the
front page of the Classroom website
below the banner and above
Announcements.

— Gallery — The image will display in the
gallery selected.

11. Type in or select the group, or album, to which
the photograph will belong by typing a name
in the Grouping text box (i.e., athletics,
student life, our graduates, etc.).

Web Confi= uration — Picture Gallerx Screen
Web Configuration X

Announcemerts | Colendar | Resources | Sylbus | Web Documents | webTest| webTestGrade | WebTestAnapsis Ficture Galler |

Picturs Prapertiss

SmallWinterJPG Hew
Caption Ficture 1D
[winter £
Location Staff ID
GALLERY ~ 10625
Grouping

[Sample -

Hyperirk
[itp: /ey rermreb. conl
I~ Global o ‘

Dete | Parentswieh

Mote: Picture bk an left shows the picture using the achuzl
the web. jed that you try to keep

ite you should make sur le size:
[Location |Gioup  |Hypeiink  |Share  |FictuelD  |SiaflD | ClassD | System

GALLERY  Sample 98 10625 3423 0]

BobPicture. 101 10625 3423 [

[FieName | Caption

Picture Folders Screen
Open
Look in: |ﬁ My Pictures

RIX]

x| & ®E kB

Name Size | Type Lol
| Gold Camp File Folder
|Chkiodak Pictures File Falder
| Muir Woods File Folder
|[ZhMew Folder File Falder
|C)Pics from Combo Drive File Folder
| Musir Wands 001 ina WAKR PG Fie L7
< 3
File name: |

Files of type: |Picture Files {" jrg. ~.aff)

ﬂ Cancel
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12.

13.

14.

15.

If the user wants his/her picture to be a

hyperlink to another website, type the URL in

the Hyperlink text box.
Determine whether the picture should be

viewable by all classes or only the current
class by checking or clearing the Global

check box

Determine whether the picture should be
viewable by all classes or only the current

class by checking or clearing the Share check
box.

Click the Save button to upload the image.

NOTES:

Often images that are scanned or taken from
digital cameras are saved in a very large

format. Uploading large photographs can be

time-consuming, and they use a great deal of
space on the server. It is better to load the

images into photo editing software (Paint

Shop Pro, Adobe Photoshop, Corel, etc.) and
reduce them in size before uploading them to
your website.

For ease of viewing and uploading, we

recommend that horizontal photos have a
width of 300 pixels and vertical photographs

have a height of 300 pixels.

Instruction — How to edit a picture

1.

Select the Web button from the Grade Book

Main Screen.
Select the Picture Gallery tab.

Double-click the photograph to edit from the
listing of photographs in the bottom of the

Pictures window.

Edit the information, and click the Save button
to save changes, and click OK to return to the

Grade Book Main Screen.
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Instruction — How to delete a picture
1.

Exercise 8:

Post a document to a web page.

PREVIEWING TEACHER WEB PAGES

Explanation — How to preview a teacher’s web
page
1.

2.
3.

4.

Select the Web button from the Grade Book

Main Screen.

Select the Picture Gallery tab.
Double-click the photograph to delete from the

listing of photographs in the bottom of the
Pictures window.

Click the Delete button, and confirm the

deletion. Click OK to return to the Grade
Book Main Screen.

Select the Web button from the Grade Book
Main Screen.

Select the Picture Gallery tab.

Click the Preview button. This will log you
into the ParentsWeb as a faculty member.

Click the Classrooms link. This will show a

listing of the classes you teach.
Click the Teacher’s Web Page button for the

class desired.

NOTE: Because your school does not have your

ParentsWeb set up yet, the most effective way to

demonstrate a teacher’s web page is through

screen-shots your Trainer will display on the

projector in the room.
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Student Data

Because RenWeb is completely integrated, the
second a piece of information is entered into
one area of the program, all other areas of the
program that use that information have it
instantly. This means there is no need to
synchronize, or update, data across modules,
giving you the ability to see it instantaneously
as well.

Student data can be viewed on the Edit Student screen in RenWeb. As a
faculty member, you will have the right to view student data, but not change
data on the Edit Student screen, with the exception of Discipline and
Parent/Teacher conferences. Updating student information will be the role of
the administrative staff. This includes enrolling students into the school and
scheduling them into your classes so they automatically appear in your grade
book.
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Viewing Student Data

Explanation — The organization of information
on the Edit Student screen

= The General tab will open when you access
the Edit Student screen.

= Tabs across the top allow you to access
student schedules, advising notes,
parent/teacher conference notes, behavior
records, etc.

Description — The contents of each screen as
you click each tab

= The General tab contains personal,
demographic and contact information for each
student. The upper right-hand section
contains links to other information about the
student, including family, report card and
attendance information. The window on the
left-side of the screen lists students stored in
RenWeb. You may narrow down the selection
list using the Filter Menu on the lower right of
the selection list. You may filter by enroliment
status, or further by grade for enrolled
students.

= The Schedule tab displays the schedule by
period for the student.

= The Academics tab contains honor roll and
student recognition information. Standardized
test scores may be stored here as well.

= The Miscellaneous tab contains locker,
automobile and other miscellaneous pieces of
information, such as place of birth, previous
schools attended, and the public school
district the student resides in.

= The Religion tab contains church affiliation
information as well as sacramental dates for
the student.

=  The Parent/Teacher Conference tab
contains documentation on communications
with the parents of the student. It can be used
for documenting actual parent/teacher
conferences as well as simple phone
conversations or emails.

Edit Student Screen

Edit Student 3]
General | Schedue | Academics | Msc | Relion | P/T Conference | Benavior | Transorot | Gommunty Service | Picture |
Address
[Aebott. Car R Last Name [Abbott [ sieet [54327 Somenhers St SudentD  [5197
T
AL et A/ Fast Neme [Cat . School UDID [Cas my buddy =n
[ Mexandsr, Toni L Vde Nams [ 5 i
Alen. Lala G smezp[L  [olols | _ Atendance Report Card
Baily, Davis T Nickname [Lucky i
Baker, Mary D Courtry [USA Famiy | - Reports
he. Austin W Bithdat 0 a Link
b N = Z Medcal User-Defined
Bryson, Greg S SSN/SIN 88 Gender [Male | —
s Bt . . Applcations
Bush, Michelle E Home Ph [332234 5678 Bhriciy [Anlo S e =
ase Brian A T [Enrolled ~| [Eolled - S
Coftman, Traci L Coll Pr [954.829-35%4 Status [Enrolle role e
IC]ruﬁe Jorgse D - Email Grade |09 ~||i0 ©
B Keyia P C g Substatus [HS09 ~| +|| ¥ Reenroled MEdE)
Fuimer, Barbie E . 7 1528
il W [ xlaf 1t Lang. [Engish =] +||[022872007 15285 rterests
Green. Alsha £ Fiter Gizen. [U5A 12| etre | Famiy | Notes | ersts |
Hatung, Sl & I Hitorcal . . e
icks, Andrew lacemert ~
Hoouer, Nathan C L ete S
Ingram, Heather E
Isong, Aniekanabasi U Ennolled
ol Grdie . Curent Sehed [figh Schosl =
Jordan, Bobby N Pre Enroled Fiah Sehol =
Kazssen, Mandy 5 Wihdwn | | Tlext School JHioh Schd
. Sara — | Evoled Date Wihrow Date Grod. Date
Woon, Elana D o R I
Nichols. Alyson N g'ﬂje 9 08/18/2004 ! 2
Oefinger, Scott C ] S 10 Withdraw Reason [Home School ~
Grade: 12 Ei T [ T
Count =54 Fetresh 503 2 e
clete
oK Cancel
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Student Data

= The Behavior tab contains documentation on
discipline events for the student. It can also
be used to document positive recognition the
student has received.

= The Transcript tab displays historical grades
for the student. You may also print formal
transcripts from this tab.

= The Community Service tab documents
community service events and hours worked
by the student.

= The Picture tab is where a student picture is
loaded for the student.
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Reports

RenWeb offers 150 pre-defined reports that
have evolved over our years Iin business,
based on requirements defined by the schools
we serve. Given this, the reports you need to
run your classroom should be available to you
at the click of a button.

Available reports that you will find most useful include: Attendance, Class
Roster, Course Objectives, Family Directory, Discipline, Birthdays, Mail Labels,
Incomplete Assignments, Grade Book Hardcopy, plus many, many more.

® 0 00 00 00000 0O OO OO0 OO OO OO OO0 OO OONA DMV e e.e

S
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Selecting and Running
Reports

Explanation

Reports are organized in Categories.

Within each Category are listings of reports
available for printing.

Selection criteria and filters associated with
each unique report allow you to narrow down
the specific information you wish to access.

You can’t hurt anything by running a report the
wrong way, so don'’t be afraid to try. If you
provide the wrong selection criteria and don’t
get the information you were seeking, delete
the report and try again.

NOTE: Each school defines the report categories
the faculty at the school can access. For
example, your school may not choose to give you
access to Administration reports.

Instruction — How to select reports

1.

2.

From the Main Menu, click the Report
Manager button.

Click the Category from the selection list for
the report you desire.
The Report Title window will then list the
reports associated with the category selected.
The following is a listing of available reports
by category:
— Attendance
Attendance Missed Report
Attendance Student Skip Report
Day Attendance Summary (NEW)
Enrollment Report
Excessive Absent/Tardy
Period Attendance Summary (NEW)
Seating Chart
Seating Chart w/ Picture
Student Attendance Detail
Student Day Attendance Summary
Student Period Attendance Summary

Report Manager Screen _
Report Manager

Category

ADMINISTRATION
ADMISSIONS
ATTENDANCE
CLASS

COURSE
CUSTOM
DIRECTORY

SCHEDULES
STUDENT

Fepart Tile Tiem
Assighment/Assessment detail [Tems ~|
Bitthday Repart
Class Gradeback Summary Report
Class Gradeback Summary Repart [4lias Names) Select By
Class Incomplete Assignments [with page break]  Student
Class Roster (12 Columns Landscape]
Class Roster Data Entry (Configurable] " Grade Level
Email Log Report ~
Faculty Group Lesson Plan/Homework Course
Facuity Lesson Plan/ Homework & Class
Grads Baok Hardsopy
Grade Back Hardoopy (4ias) £ Sl
Gradebook Assignment Report
Incomplete Assignments - Class
Incomplete Assignments -Studsnt
Lessan Plan/Homewark. =l
Mail Labels
Mas Paints 0 Repatt Kl
Missing and Incomplete Assignments Fiepart Datel | 4192007 -
Student Gradebook Progress Figpart
Web Test List Date2 | 4/13/2007 -
e Test Riesults
Fiint |
el B |
0L Guery Tool |
Stan BioT chleeting Session |

Exit
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— Class
Class List
Class List — Over-Enrolled
Class Roster
Class Roster Data Entry (configurable)
Class Roster Report Card
Class Roster Report Card Grades
(Detailed)
— Course
Class List
Course Descriptions
Course Listing
Course Objectives
Course Skill Sets

— Directory
Directory
Duplicate Person Error Check
Family Address Error Check
Family Directory (District)
Family Directory (School)
Family Directory Text File (District)
Family Directory Text File (School)

— Discipline
Conversion Demerits/Merits
Discipline Details Report
Discipline Report
Sanctions Report

— Grade Book
Assignment/Assessment Detalil
Birthday Report
Class Grade Book Summary Report
Class Grade Book Summary Rpt (aiias Names)
Class Incomplete Assignments w/ page break)
Class Roster (2 Columns Landscape)
Class Roster Data Entry (Configurable)
Email Log Report
Faculty Group Lesson Plan/Homework
Faculty Lesson Plan/Homework
Grade Book Hardcopy
Grade Book Hardcopy (Alias)
(cont'd)
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— Grade Book (cont’d)
Grade Book Assignment Report
Incomplete Assignments — Class
Incomplete Assignments — Student
Lesson Plan/Homework
Mail Labels
Max Points 0 Report
Missing and Incomplete Assignments Rpt
Student Grade Book Progress Report
Web Test List
Web Test Results

— Student
Address Change Report (District)
Address Change Report (School)
Birthday Report
Community Service Detail Report
Community Service Report
Curriculum Plan Audit
Discipline Details Report
Discipline Report
Family Information
Family Service Hours
Oldest Child Report
Oldest Child Report (Mail Labels)
Parent/Teacher Conferences
Student Information
Student List by Grade Level
Youngest Child Report
Youngest Child Report (District)
Youngest Child Report (Mail Labels)

Instruction — How to run and print a Birthday

Report
1. Click Report Manager from the Main Menu.
2. Select Grade Book in the Category window.
3. Select Birthday in the Report Title window.
4. Inthe Select By window, click the Grade

Level or Class option button.

— A selection of Grade Level will produce a
list of grades in the drop-down window.

— A selection of Class will produce a list of
classes.

Report Manager — Birthday Report Screen

Report Manager
Category Report Tile Tem
ADMISSIONS Assignment/dssessment detail [4th 3wks |
ATTENDANCE ﬁm_
CLASS Class Gradebook Summary Report
COURSE Class Gradebook Summary Report [alias Names) Select By
CUSTOM Class Incomplete &ssignments [with page break)  Student
DIRECTORY Class Roster (12 Columns Landscape)
DISCIPLINE Class Roster Diata Entiy [Configurable] " Grade Level
GRADEBOOEK Emai Log Report
LIBRARY Faculiy Group Lesson Plan/Homewark
LUNEH Faculyy Lesson Plan/ Homework & Class
SCHEDLLES Grade Book Hardcopy
STUDENT Grade Book Hardcopy [Alias)
Gradebook Assignment Report
Incomplete Assignments - Class
Incomplete &ssinments -Student
Lesson Plan/Homework I -
Mail Labels Fide20 -1
Max Foints 0 Freport ide200 - 2
Missing and Incomplete Assignments Fieport 4ide200 - 7e
Student Giradsbook Frogress Rieport Bib100 - 4b
eb Test List Bi5400 - 2
web Test Flesilts Bib400 - 3
Eib400 -5
HPE200 - Tuibssk
Bithdays.cim HFE200 - Twios
HFE 2003 - Bb
Piint I
Help Demonstratians \
S0L Guen Tool \
Statt GoToMesting Session ‘

Ezit
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From the drop-down window, select the grad
or class desired.

Click the Print button. This will produce a
web-page containing the formatted report.
Click the Print Icon in your browser menu to
print a hard-copy of the report.

In the Select By window, click the Grade
Level or Class option button.

— A selection of Grade Level will produce a

list of grades in the drop-down window.

— A selection of Class will produce a list of
classes.

Instruction — How to run and print a Class

Roster

1. Click Report Manager from the Main Menu.

2. Select Class in the Category window.

3. Select Class Roster in the Report Title
window.

4. Note the Select By window is blank. When
this is blank, click the Print button.

5. Click the Class for which you want a Class
Roster. Note that you can request multiple
classes by holding down the Ctrl key while
clicking on a Class from the Class List.

6. Click the arrow pointing to the right to move
the classes to the Print List window.

7. Inthe Term drop-down box, select the term
for the class roster you desire

8. Click the Print button. This will produce a
web-page containing the formatted report.

9. Click the Print Icon in your browser menu to

print a hard copy of the report.

e

Class Roster Screen

Print Class Roster

Filker
Staff
\ =
Patten
| =]
Course
Sort
" Class Name
" Instructor Name
" Pattem
Tem# |1 hd
Roster Template
|Elassﬁnslel j
Status
Esit Pt |

Class List

Frint List

Aide100-1
Aide100-2
Aide100-3
£ide100-3c
Lide100-4
Aide100-4c
Aide100-5
Aide100-6
Aide100-7
Aide101-1

Aide101-3
Aide101-4
Aide101-5
Aide101-6
Aide101-7

Aide103-2
Aide103-3
Aide103-4
Aide103-5
Aide103-6
Aide103-7
Aide104-1

i

RS9

[]
[<]

Aide1001-2
Aide1031
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Exercise 9:

Run a Mail Labels report.

1.
2.
3.

Click Report Manager from the Main Menu.
Select Grade Book in the Category window.
Select Mail Labels in the Report Title
window.

Note the Select By window is blank. Click the
Print button.

In the Filter area, select a report by Grade
Level.

From the drop-down window, select the grade
level desired.

The list of students for that grade level will
appear in the Student List window.

Click the double-arrow pointing to the right to
move all students to the Mail Labels list.

Click the Print Mailing Labels button. This
will produce a web-page containing the
formatted mailing labels.

Mail Labels

Student List

Mail Labels Screen

One mail label per...

@ Student ¢ Family ¢ Staff

Araki, Styler James
Balton, Andrew b artin
Cagle, Mollie Mae
Duncan, Caroling

Dunn, Holly Lynn
Edwards, Rebekah Gayle
Gamer, Blaize Alexandria
Hardman, Emily Carel
Hatchett, Karlie Mikole
Hefrer, Hillary Jane
Hennessey, Caitlin Laine
Herring, Hayley Dawn
Janecka, Courtney Raye
K.ettle, Leigh T avlor
FKleymann, Jordan Leigh
Lockett, &bby Caitlyn
Oliver, Kirsten Diane
Owston, Courtney Jo

~— Filter

o

B

" Status 1
% Grade Level 12
" Class
 Bitivity

& Cument Year
7 Mewt Year

Mail Labelz

Araki, Styler James
Balton, Andrew Martin
Cagle, Mollie Mae
Duncan, Caroling

Dunn, Holly Lynn
Edwardz, Rebekah Gayle
Gamer, Blaize Alexandria
Hardman, Emily Carel
Hatchett, K.arlie Mikole
Hefner, Hillary J are
Hennessey, Caitlin Laine
Herring, Hayley Dawn
Janecka, Courtney Raye
K.ettle, Leigh T aylor
Kleymann, Jordan Leigh
Lockett, &bby Caitlyn
Oliver, Kirsten Diane

™ Bulk Mail [Sort by Zip Code]

b

Line 1 |Johe Doe -
Line 2 |Street -
Line 3 |City State ZIF -
Line 4 hd

[

Avery Label |AYERYE1E0.RPT vl
Skip Labels ID

Frint Mailing Labels

Exit
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Help Demonstrations

RenWeb provides a number of online help
demonstrations covering common tasks that
you can request on demand. They are very
short in duration to make them convenient to
review, should you need a quick refresher on
how to complete a task. They are intended to
augment this training handout, which you
should keep for future reference.

The help demonstrations are organized by category in RenWeb and are
selected in the same manner that reports are selected. Videos provided
include Taking Attendance, Documenting Discipline Iltems, Setting Up Your
Grade Book, Creating Categories and Assignments, Documenting Lesson
Plans, plus many more.
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Selecting and Running
Help Demonstrations

Explanation

Like reports, Help Demonstrations are

organized in Categories.

Within each Category are listings of
demonstrations available for viewing.

Demonstrations are narrated, streaming

videos of RenWeb screens as the instructor
leads you through the screen navigation and

data entry.

Because they include audio, you will want to
make sure you have the speaker on your PC

turned on.

Once the video finishes, you can simply close
the web browser that contained the video.

Nothing is stored on your computer.
The following is a list by Category of available

Help Demonstrations that you may find most
hopeful:

— Administration

Email

— Attendance
Attendance Reports

Taking Attendance

— Grade Book
Creating Categories and Assignments

Editing Assignment Grades

Grade Book Calculation Methods
Grade Book Setup

Grading in RenWeb

Documenting Lesson Plans
Transferring Lesson Plans

— Report Cards

Calculating Report Card Grades
Loading Grades from Grade Book

Manual Report Card Grades

Printing Report Cards and Transcripts
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Help Demonstrations

— Report Manager
Running Attendance Reports
Creating Mail Labels
— Staff
TeachersWeb
— Students
Creating Discipline Events
— Support
Instructions for Installing RenWeb

Instruction — How to select and run Help
Demonstrations

1. From the Main Menu, click the Report
Manager button.

2. Click the Help Demonstrations button.

3. Click the Category from the selection list for
the demonstration you desire.

4. The Demonstrations window will then list the
Help Demonstrations associated with the
category selected.

5. Select the Help Demonstration desired.
6. Click the Show Demonstration button.

Demonstration — Running the Taking
Attendance Help Demonstration

1. From the Main Menu, click the Report
Manager button.

Click the Help Demonstrations button.

Click the Attendance category.

Click the Taking_Attendance demonstration.
Click the Show Demonstration button.

A A

NOTE: Only the first part of this video applies to
faculty.

Demonstrations

Categary Demonstrations

Ascounting A [video [ Duration

Adrinigtratian [—— Fy

Admissions re..atmg_ étegnmes_an _Assignments
Editing_Assignment_Grades

Attendance Gradebook_Calculation_Methods

Behavior = | | Gradebook_Sety

Child Care ~ I ey

Clasess tading_In_Feriv/el

Courses Lesson_Plans

Famil; Transtering_Lesson_Plang

Library

Medical

Parents Web

Renweb Setup

Report Cards

Feport Manager ~|

[P, L]

Show Demonstartion |

Exit |

Help Demonstrations — Attendance Screen

Demonstrations =

Category Demonstrations
Ao = [eo [Dirston
Admissions Absent_Due_to_Tardy [04:16

]
ALl Attendance_Reports [11:13]

Attendance_Setup (5:00]
Taking_attendance (5:30]

Attendance
Behavior

Child Care
Classes
Courses
Family
Gradebook =
Library

Medical

Parerits Web

Renweb Setup

Report Cards

Report bt anager w|
AN, &

Shaow Demonstartion |

Evit |
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Report Cards

RenWeb provides customized report cards built to
your school’s specifications. This means you have
complete flexibility on the content and appearance
of the report cards you produce. This includes
logos, letter or alpha grades, skill sets, conduct
codes, comment codes, comment fields, etc. You
also have the flexibility to hand enter term ending
grades or load them from the grade book, which-
ever is appropriate for the grades and classes you
teach.

RenWeb helps automate report card production by consolidating and organiz-
ing the report card information provided by all contributors into the report card
formats specified by the school. If you have not used an automated grade book
program before, you will find that RenWeb can save you a tremendous amount

of time at the end of each term.
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Report Card Screen
Overview

Explanation
= The Report Card screen is used for entering | Report Card Screen

and reviewing information that will appear on

report cards. -
p Gradss | Comments | Cife. | attend. | Skil | PraFipt| Cid Dwr| W] B | reses |

. The Grades, Comments, Citizenship, ot | Tomz| Tomd)| Tort | Toms Terns | | Bl et Grades 1
Attendance, Skill, Prg Rpt, and Crd Ovr | | \ T e e
tabs access data entry screens that will be
covered in more detalil.

= The Skill Set Grades button allows you to
view all skill sets for a subject by student.

= The Show Unenrolled Students (*) check
box allows you to view students who are no
longer enrolled in the class. This is helpful for
modifying grades for students who have
dropped a class.

= The Codes button allows you to view ] f
predefined codes for comments, Citizenship or Colcuiate Grades Clear Fil_| _Load from dail attendance recerds

. (Class Comments Print
skill set grades. E————— |

= The Calculate Grades button allows you to
calculate semester and final grades based on
recorded term grades.

= The Class Comments button accesses a
screen for recording class-wide comments.

= The Clear button allows you to clear all
grades, comments, citizenship, and
attendance for a certain term or semester.

= The Fill button allows you to fill the rest of the
column with the last entered value.

Explanation

= Grades can be recorded in the report card by
loading them from the grade book or entering
them by hand.

=  When entering by hand, you can enter grades
for all students in a class, or enter grades for
all classes or subjects taken by a student.
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Report Cards

When entering by hand, you have complete
flexibility on the grade types you use,
including:

— A,BandC’s

— Numeric Grades

— 0O,S,Nand U’s

— L #

Instruction — How to Load Grades from the
Grade Book

1.

Verify that grades in the grade book are final
and accurate. Any changes to a report card
grade should be done within the grade book
to provide an audit trail. The Curve feature
within the grade book provides the easiest
way to do this.

Click the Class Report Card button on the
Main Menu.

Select the class in the Class drop-down list
box.

Select the Grades tab.

Click the Load Grades from Grade Book

button. The Grade Book Load dialogue box
will appear.

Select the term you are loading from the Term
drop-down window.

Select whether you want a Letter or Number
grade recorded on the report card.

If you selected Number, enter the number of
decimal places to display.

Click the OK button.

Grade Book Load Screen

Gradebook Load
Term Grade Tupe
_I " Mumber
7 Letter
1 ~
2 3
= Decimal Places I':I
1 -
5 b Cancel |
—
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Report Cards

Instruction — How to Manually Record Grades | Class Report Card Screen
for all students in a class Rewmm 3

Class

1. Click the Class Report Card button on the Grades: | Comments | Citz. | Attend. | Skil | Prg Apt | Crd 0 | IENGZ" ;Hﬁl &ll
Main Menu. Dirks [4vg | 6P| uePa | P | co | I ™ Shaw Uinenralled SI\.jde:tts [']a ::udllmg Class>

2. Select the class in the Class drop-down list EN5 - Lo |G |G | Rt | o |G | o | o B (B | )
box. All students enrolled in the class will be :::en.{opln B
listed on the screen. privag e .

3. Select the Grades tab. .

H . . Chapman. Taryn - -

4. Click the cell of the grid where the grade is to e N e
go and type in the grade. - -

5. Press Enter or use the arrow key to move to e E E

« . Evans, Megan

the next cell and type the remaining grades. E.:dde.:ag:n;d -

6. Click the Fill button to load the last entry et .
down the rest of the column. If most students Hanis, Rtey .
are Satisfactory, use Fill to put an S in every CacuteGrades Cear| | LoadGiodes fom GradeBook |

Class Comments Piint |

row, then hand enter the exceptions. Save |
7. Click the Save button

Instruction — How to Manually Record Grades & Student Report Card Screen n
for all subjects taken by a student “epm Card 3

Student

: vades | Comments | Ciizsrishin | Atisndance | Crd 0w cheson, Elzabel - odes
1. Click the Student Report Card button on the | | &= cmes|Geats| sweewel catu] - pr=nfims :,I %{
Main MenU. Display | ava | GPA | UGPA| Pass | Cals | ) P prm e
i Terml | Term2 | Tomd | Termd | Tom | Tom |Sem 1 |Sem 1 | Gem 2 | Sem 2 |Finel
2. Select the student in the Student drop_down - Grade |Girads | Grade | Grade | Grads |Grads [Exsm |Grade |Exam |Grads

list box. All subjects you teach for that
student will be listed. This is good for lower
elementary teachers that have several
subjects per student they cover on a report
card.

3. Select the Grades tab.

4. Click the cell of the grid where the grade is to
go and type in the grade.

5. Press Enter or use the arrow key to move to
the next cell and type the remaining grades.

6. Click the Save button. Sove

Caleulate Grades Prirt Grid Prirt Report Card
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Recording Skill Set Grades

Explanation

= During the design of your school’s report
cards, skill sets will be loaded in RenWeb for
each class that has skill sets.

= Skill sets can be modified by school
administration at any time using the Edit
Course screen.

= There are two methods for entering skill set
grades:
— Entering a single skill grade by class
roster. Use this method when you want to

enter grades for a single skill for all your
students at one time.

— Entering all skill grades by student. Use
this method when you want to enter
grades for all skill sets for a single student
at a time.

Instruction — How to enter a Single Skill Grade
by Class Roster

1. Click the Class Report Card button on the
Main Menu.

2. Select the class in the Class drop-down list.

3. Click the Skill tab. A Skill Set drop-down box
will appear.

4. Select the Skill Set to be graded from the
drop-down list.

5. Verify that the correct Term tab is selected.

6. Click in the cell and type the skill grade.

NOTES:

e Move to the next cell by pressing Enter or
using the arrow keys.

e Use the Fill button to enter one grade and
fill the remaining grades automatically. This
works great if most grades are S, for
example. You can fillin S and just change
the exceptions.

e Enter comments for the skill where
appropriate. Your report card format will
dictate how long the comment can be.

Skill Sets - Class Screen

Class
Grades | Comments | Ciiz. | Attend. Skl | Prg Ript| Cid e | JIMATH 1 =

[MATH: Knows ordinal numbers 125 |
I T~ Show Unenralled Students () <Auditing Class>

Tert | Tem2| Tem3 | Temd | Tems Temé |

STUDENTS Grade | Comment

Aggen, Heather A S
Akin, Megan N

Aldersan, James L

Archer, Kevin

Ary, Wyalt 5

Baker, Danny W

Balser, Rebecca §

Bass, Olivia D

Bellamy, Conner T

Brown, Benjamin M
Clyde, Scott M
Compton, Sonya D
Crozier, Lany A

Ediin, Jessica G
Elliott, Jennifer E
Everett, David 5 -

Clear Fill
Frint

Save
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Report Cards

Instruction — How to enter All Skill Grades by
Student

1. Click the Class Report Card or Student
Report Card button on the Main Menu.

2. Click the Skill Set Grades button.
3. Select the student from the Student drop-

down list.
4. Verify that the correct Term tab is selected. Skill Sets - Student Screen
5. Click in the cell and type the skill grade.
6. Press Enter or use the arrow key to move to AL Temi | Tom | Tema | Tem| Tems | Terms| ;fhdfin.suzahem =
the next cell and type the remaining grades. ﬂ:“'"ﬂ E"“‘z 'E_::P:?mm o 4
NOTES: e o
e Use the Fill button to enter one grade and Haneon oo Toig e

Homerom | Gonduot Relating to others.

fill the remaining grades automatically.

e To further save time, after filling in S for the
first student, you can click the Copy to All
Students button to populate the S for all
students.

e You can view authorized grade values (i.e., -
S, N, +, -) by clicking on the Codes button. ol _r'

. Enter comments for the skill where Save | Fil Exit Codes Copy 1o all Studerts |
appropriate. Your report card format will
dictate how long the comment can be.
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Report Cards

Recording Citizenship
Grades

Explanation
= The design of your school’s report cards will
dictate how you record Citizenship grades.

= Citizenship and Behavior may have been set
up as skill sets in the homeroom class. If that
is the case, record the grades as discussed
above in the skill set discussion.

= Otherwise, the Citizenship tab on the Report
Card screen will be used.

Instruction — How to enter Citizenship Grades
1. Select the class in the Class drop-down list
found on the Report Card screen.
2. Click the Citizenship tab.

3. Verify that your Term tab is on the correct
term.

4. Type in the citizenship grade.
5. Click the Save button.

NOTES:

e Use the Fill button to enter one grade and
fill the remaining grades automatically.

¢ You can view preset conduct codes (i.e., S,
N, +, -) by clicking on the Codes button.

Report Card — Citizenship Grades Screen

Report Card |X|

Class

Grades | Comments Cifiz. | attend | Skil | ProRpt| Craowr|  |ALG2-2 W] Ea | rode |
:

Skill Set Grades |
1 T~ Shaw Unenralled Students '] ¢Auditing Class>

Tem | Temz| Tem3 | Temd | Tems Ten® |

STUDENTS

Abbatt, Carl
Adcock, James
Alexander, Toni
Baker, Mary
Biysan, Greg
Redwine. Cindy
Reneau, Billy
Ritcheson, David
Rubin, Marti
Russell, Roger
Schaefer, Denzel
Smith, Jessica
Smith, Suzie
Stephens, Allen

‘Williford, Erin

Print

Save |
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Report Cards

Recording Comments and
Comment Codes

Explanation

= The design of your school’s report cards will
dictate whether or not you will use comments
and the length of the comments.

= RenWeb offers the option to write specific
comments for individual students or write
class comments that will be populated on
report cards for the entire class.

= The report card design will also dictate
whether or not you will use comment codes.
If so, they will be preset for you in advance.

= You may also preset comments and select
them for repeated use.

Instruction — How to enter Student Comments
1. Select the class in the Class drop-down list
found on the Report Card screen.
2. Select the Comments tab.
3. Verify that your Term tab is on the correct
term.

4. Click the cell and begin typing. A Comment
box will appear. Type in a comment that will
fit within the space provided on the report card
as directed by school administration.

5. Click the OK button.

6. You can edit the comment by clicking on the
cell again and begin typing.

7. Click the Save button.

Report Card — Comment Codes Screen

Report Card

Class
Grades Comments | Citz. | Attend. | Skil | PraFipt| Cid Dwr | ) ENG1-2 S e | Code |
Skl Set Grades |
4 [~ Show Unenrolled Students [*) <Auditing Classs

Teu | Tem2 | Term3| Temd | Toms Tems |

STUDENTS

Carnes, Christopher
Can, Amy

Dixon, James
Fulmer, Julie
Garvey, Holly

Harden, Bailey
Norris, Ken

Waterman, Rosyln
Weaver, Clinton

Clear Fil
Print

Save |

Class Comments

Edit Comments Screen

Edit Comment

Good job on your improving your homework scores|

48 characters.
I~ Allow line feeds in comment.
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Instruction — How to enter Class Comments

1. Select the class in the Class drop-down list
found on the Report Card screen.

2. Select the Comments tab.
3. Click the Class Comments button.

4. Type in your comments for the appropriate
term.

5. Click Save when finished.

Instruction — How to use Preset Comments
and Comment Codes

1. Select the class in the Class drop-down list
found on the Report Card screen.

2. Select the Comments tab.

3. Verify that your Term tab is on the correct
term.

4. Click the Codes button. A list of preset
Comment Codes and Comments will
appear.

5. Click the Comment Cell for the student who
will receive the comment.

6. If you want to use the preset comment,
double-click the preset Comment in the 2™
column of the Codes pop-up window. This
will populate the Comment Cell for the
student with the preset comment.

7. If you want to use the preset comment code,
double-click the preset Comment Code in the
1% column of the Codes pop-up window to
populate the Comment Cell for the student.

8. To add additional comment codes for the
student, click again on the Comment Cell for
the student and double-click another preset
comment code in the 1* column of the Codes
pop-up window. This will add another
comment code, separated by a comma, to the
Comment Cell for the student.

9. Click Save when finished.

Report Cards

Class Comment Screen

Class Comment

Tem 1 Term 4
Temn 2 Term §
Temn 3 Temm B

| Cancel |

Report Card — Preset Comments Screen

Report Card

Class

Grades Comments | Cifz. | Attend.| Skil | PigRpt| Ciddwr | [ENGT-2 < =
|

Skill Set Grades

Tem | Tem2| Tem3 | Temd | Tems Temd |

%]

STUDENTS

Carnes, Christopher 1] Great atiiude
Canr, Amy 2| Daing very wel
Dixon, James 3 impraving
Fulmer, Julie 4| Hard worker
Garvey, Holly 5| Tutor Fiecommended
Harden, Bailey 6| Off task often

i 7| Mot working ta potential
8| Excessive late papers
5| Excessive tardies
10/ Low quiz grades
11/ Low test grades
Waterman, Rosyln 12 Disruptive
Weaver, Clinton 13| T much taking
14| Take cell away
15 Sitin comer

Clea

Class Commets
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Report Cards

Recording and Calculating
Semester, Exam and Final
Grades

Explanation

= The grade book is used for recording term
grades. Semester exams are recorded
outside of the grade book on the Report Card
screen so they can be properly weighted in
semester grade and final grade calculations.

= The Calculate Grade screen in RenWeb is
where weightings are applied to term grades
and semester exams to calculate semester
and final grades.

Instruction — How to enter Semester Exam
grades

1. Click the Class Report Card button on the
Main Menu.

2. Select the class in the Class drop-down list
box.

3. Inthe Semester Exam column of the Report
Card screen, type the exam grades for each
student.

NOTES:

e For the calculation to work properly, you
must type the grade as a numeric value,
not an alpha grade.

e We do not recommend recording final
exams in the grade book. They will not
appear on report cards, and cumulative
grading must be semester-based
versus term-based.

4. Once all term ending and semester exam
grades are finalized, you are ready to
calculate the semester or final grade, if
appropriate.

Calculate Grades Screen

Report Card =
Class

Grades | Comments | Ciiz. | Atend | Skil | PigRpt| Cdowe | [ENGT-4 ] E | peds |
:

Skl Set Girades |

Display | Awg | GR& | UGR&| Pass | Cale |
! [~ Show Uneniolled Students [*) <Auditing Class>

Tem2 | Tem3 [ Teimd | TemS | Temé (Sem 1 |Sem1 |Sem 2 [Sem 2 | Final
Grade |Exam [Grade |Grade

Teml

STUDENTS Giade |Giade |Grade | Grade | Grade | Grade |Exam

Abbott, Emily

Brandenburg, Breanne
DeRoo, Blake

Estes, Mick

Guidry, Maggie
McDonough. Ben
Payne, Jacob
Scarbrough, Jennifer
Shamburger, Erin
Smith, Mitchell
Thompsen, Cynthia
Wallace, Ke'Shantenal
Wiggins, Nate

Load Grades from GradeBook.

Save |

Calculate Grades Clear Fil

Class Camments | Frint |
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5.
6.

Click the Calculate Grades button.

The Calculate Grades window will open.
Verify that the formula for calculating
semester and final grades is accurate for your
class or make adjustments.

During RenWeb’s setup, a default formula
was entered that defines the weight of each
term grade and semester exam grade in
calculating the semester averages. Likewise,
each semester grade was weighted for
calculating final grades.

If your school determines final grades just
using term grades, a weighting was assigned
only to the terms for calculating the final
grades.

Select the Semester or Final Grade to
calculate.

Select whether to record the semester or final
grade as a Number or Letter.

Click the Calculate button. This will populate
the semester or final grade on the Report
Card screen.

Administration may now print report cards for
the entire school with the click of a button!

Report Cards

Calculate Grades Screen

Calculate Grades

Grade Calculation:
T1 T2 T3 T4 T8 TE Ex1

Semester? [0 [40 o [ o
Semester 2 ID— ID_ |4D— ID— ID_ I—
Final Grade IU— IU_ IU— IU— l_ IU—
Decimal Places ID_ Save

=

=

17

EXM2
IU—

D GEM1 sEM2

R

 Semester 2  Letter

Grade to calculate Save Grade As
 emeder I & Number
" Final Grade

L

o |
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Installing RenWeb on Your
PC at Home

One of the powers of RenWeb is that you can
access RenWeb from home as easily as from
school — provided you have a PC and Internet
connection. Dial-up access works well from
home; however, high-speed Internet is pre-
ferred. You will notice the biggest difference
when you do the initial download of RenWeb
onto your PC at home.

Please note that RenWeb does require Windows XP or higher. It is not
supported on a Mac. We do offer a separate browser-based version of
RenWeb that will work on a Mac; however, the look and feel will be quite
different, and performance is slower. Ask school administration or your IT
support to contact RenWeb, and we can provide instructions for Mac users
who want to use the browser-based solution from home.

® 0 00 00 00000 0O OO OO0 OO OO OO OO0 OO OONA DMV e e.e

S
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Explanation

= The initial installation of RenWeb is something
you will do only once.

=  When future upgrades are released, we will
provide you a link, which will provide you
upgrades using an upgrade wizard.

Demonstration — How to install RenWeb

1. Go to www.renweb.com.
Click the Support tab.
Click the Downloads tab.

Click the Full RenWeb Install — Click Here
link.

5. At the prompt "Do you want to run or save this
file?" click Run or Open.

6. Once the file has downloaded, you may see a
message "The publisher could not be verified.
Are you sure you want to run this software?".
Click Run.

7. When the installation wizard starts, follow its
prompts. The wizard will automatically create
an application shortcut on your Desktop and
Start menu that launches RenWeb.

8. We recommend that all administrators also
request when prompted the additional Start
Menu Program folder shortcuts for access to
other RenWeb tools.

9. You may also create a Quick Launch toolbar
in your task tray by selecting that option when
prompted.

10. Upon completion, you have the option to view
the updated Readme file for information
regarding the latest release. Click the
Launch RenWeb.com button to launch the
application directly.

Mo

Vista Users:

An additional step is necessary to “register”
RenWeb with Vista.

1. When you run the program for the first time,
RenWeb will configure components required
for certain areas of the program, including
grade book, email and some reports. If you
are running Vista, you will need to hold down
the keyboard shift key and right-click the
shortcut and choose “Run as ...” (second item

-82 -
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Renewing School Management School Management Software
via the webh.. Totally Integrated — In One Database — On the Web

Home  Overview Demos  Testimonials  NewsRoom  Partners | @ Support Login

Support Contact | Downloads | Upgrades | Faculty Access | Training Schedule

Full RenWeb Install | Donor Program
Downloads:

Convenience and ease of use are

as important to us at RenWeb as

they are to you and your

employees. Our download page

Full RenWeb Install
f
Full RenWeb Install - Click Here
“*Vista Users be sure to read download instructions

makes accquiring and accessing
ReniWeb as simple as clicking
your mouse.

Click here to view our Instructional Installation Video - Watch as, step

by step, the installation process is demonstated for you. (Opens in a new window)
Download Instructions Downloading of RenWeb is
available for all registered

1. Click the link shown above

2. When the File Download dialog appears select "Run this program from it's
current location” and then cick OK. The exact messages you get may vary
depending on your computer's operating system and web browser you are using.

3. The program will start to downioad the file. After downloading you may get a

Security Warning dialog *Authenticode signature not found". Select Yes or

Grant to continue the installation

Once the download is complete the installation program wil start automatically.

The program will be automatically installed in a new folder on the C: Drive named

Renweb, and shortcuts will be created accerding to your specification.

5. To start RenWeb program, double click on your shartcut icon.

6. “VISTA USERS™ When you run the program for the first time, Renweb wil
configure companents required for certain areas of the program, including
gradebook, email and some reports. If you are running Vista, you wil need to hold
dowin the keyboard shift key and right click on the shortcut and choose Run
as... (second tem from fop of pop-up window fst). Next select "Allow...” from
Windows pop-up and then login to Renweb. This process allows final components
to register properly and install to complete. (This needs to be done only the first
time the programis run)

7. The first time you run the program you will be prompted for your District ID. You
should get these codes from your local system administrator. Enter the codes info
the appropriate box and then select SAVE.

s

Newwork Setup Instructions - Click Here

clients. Please feel free to
contact us if you are interested
in learning more about what
RenWeb can do for your schaol

ReniWeb School Information
System (SIS) is rapidly becoming
the accepted standard in on-line
service for Christian as well as
private schools




Installing RenWeb at Home

from top of pop-up window list). Next select
“Allow ...” from Windows pop-up and then log
in to RenWeb. This process allows final
components to register properly and install to
complete. (This needs to be done only the
first time the program is run.)

2. The first time you run the program, you will be
prompted for your District ID. You should get
these codes from your local system
administrator. Enter the codes into the
appropriate box and then select Save.
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