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When training on RenWeb 1 in your school’s own database, it is important for all teachers
to:

Change their passwords.
Delete any practice information entered. (For example: grades, attendance, comments.)
Refrain from sending practice emails to parents or students.
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Logging in to RenWeb 1
Logging in for the First Time

1. In an Internet browser window, navigate to https://login.renweb.com.

2. Type your school's District Code.
3. Type your Username.
4. Type your Password, which is provided in your Administrator training.
5. Click Login.

Changing Your Password
The User Menu accessed by clicking your name in the upper right corner displays in all RenWeb①① areas.

Click your name to display the User Menu.

Click Change Password.
The Password Change screen displays in a new window. Type the required information and click Save.
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The password is case-sensitive and may contain special characters.
Never write down or share your password; do not reuse your password for any other login.
Always log out before leaving your computer.
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Attendance
Overview
The Attendance screen allows a teacher or attendance clerk to view or record attendance for an entire class.

Recording Attendance
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. In order to save time when recording attendance, use the following procedure:
a. Mark all students who are Absent.
b. Mark all students who are Tardy.
c. Mark all students who are present by clicking Fill Present

5. Click Add Code for all students you wish to mark Absent or Tardy and select the Attendance Code from the pop-up.
6. Select a saved comment from the drop-down arrow, or type a comment specific to the situation in the Add Comment field.

7. Click (Action Menu) and select Fill Present.
All students with no recorded attendance are marked as Present.

Changing Views
RenWeb①① provides the ability to view a summary of a student's attendance, plus class attendance by a Seating Chart or Seating Chart with
Pictures, which allows a teacher to set the number of rows and seats per row, assign students to the seats, and to view student pictures when
recording attendance.

5

https://rwu.renweb.com/@api/deki/files/2868/ActionMenu_icon.jpg
https://rwu.renweb.com/@api/deki/files/2868/ActionMenu_icon.jpg


Viewing a Student's Attendance Summary
1. From the Attendance screen, select a Student in the class list.

The student's summary attendance information displays, listing attendance for the Week plus attendance totals for the Month and Term.

2. Click Print to display the Student Attendance Report, which lists all attendance marks which are not Present, plus Total
Absences and Total Tardies for the term.

Using the Seating Chart
1. From the Attendance screen, click (Action Menu) and select Seating Chart.

The Seating Chart screen displays.

2. Click to add the number of Rows and Seats needed for the classroom.
3. Click Save.
4. Select a student in the list and select the location in the grid for that student.

The student's name is removed from the list and added to the grid. Repeat for all students.
5. To modify a student's seat assignment, select the student's name.

The selected cell will display as gray.
6. Select another cell in the grid.

The student's name is moved to the new seat location.
7. To remove a student from the seating chart, click (Remove Seat Assignment).

The student's name is moved to the unassigned students list.

8. Click to save your changes.
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Editing the Seating Chart
1. From the Attendance screen, click (Action Menu) and select Seating Chart.

The Seating Chart screen displays.

2. Click (Edit).
3. Modify the number of Columns and Rows, if necessary, or move students to a different position in the chart.

4. Click to save the changes.

Note: You may not remove a column or row if student names have been placed on that column or row. You must move them to
another position on the chart or remove them before you can modify the chart .
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Lunch
Recording Student Lunch
Lunch orders are typically entered by the homeroom teacher or first period teacher. Administration will need to determine a policy to ensure timely
lunch ordering.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Lunch.

The Lunch screen displays.

5. Click Add lunch items, or click an existing lunch order to modify it.
The screen displays available lunch items.

6. Click (Add) or (Remove) to modify the student's lunch order.
7. Click Save.
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8. Repeat for all students.

Recording Staff Lunch
1. From the Lunch screen, click Staff Lunch.

A new window displays lunch options.
Other staff members will display if you have Staff List - All security rights.

2. Select a Lunch Date.
3. Select lunch items from the drop-down options.
4. Click Save.
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Lesson Plans
Overview
The Lesson Plans screen allows you to document each day's class work, including information to be shared with students and parents (as
enabled by administration). Lesson plans are also a guide for classroom instruction.

Knowledge goals and instructional procedure
Teaching materials and resources
Method of evaluation (handout, project, or test)

Lesson plans in RenWeb typically include class work, homework, standards, documents, internal notes and information. (See Master Lesson
Plans to learn how to reuse lesson plans year after year.)

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Lesson Plans.

The Lesson Plans screen displays.

Adding Lesson Plan Information
The Lesson Plans screen defaults to the current date, and only displays sections which contain information.

ParentsWeb sections:
Lesson Plan - broad explanation of the lesson.
Homework - non-graded homework assignments.
Assignments - graded homework assignments published from Gradebook.
Documents - files to be used in class or for homework.

Internal sections:
Teacher notes - four sections labeled by administration.
Standards - standards associated with the lesson.

1. From the Lesson Plans screen, click the calendar to select a different date or scroll down to the desired date.

2. Click (Expand) to display other lesson plan options.
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3. Select a lesson plan section to enter information.

ParentsWeb sections:
Lesson Plan - type a broad explanation of the lesson.
Homework - type non-graded homework assignments.
Assignments - view graded homework assignments published from Grade Book.
Documents - upload files to be used in class or for homework.

Click Edit Web Documents.
The Web Documents screen displays.
Select a document.

Click (New Window/Tab) to view the document.
Click Save.

Internal sections:
Teacher notes - type information in four sections labeled by
administration.
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Standards - select standards associated with the lesson (only standards configured for the course will display).

Click (Expand) to view standards.

Click (Delete) to remove selected standards.

Click (Save).
Supervisor Comments - allows another staff member to type comments about the lesson.

Copying Lesson Plans
It is possible to copy lesson plans from one class section to another. This is typically needed when teaching the same subject in multiple periods.

1. From the Lesson Plans screen, click (Action Menu).
2. Select Copy.

The Copy Options screen displays.

3. Select a Class to copy to.
4. Select a From Date and To Date.
5. Click Copy.
6. Click X to close.

ParentsWeb Preview
It is possible to access ParentsWeb to review the information entered in the Lesson Plans screen.

1. From the Lesson Plans screen, click (Action Menu).
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2. Select ParentsWeb Preview.
ParentsWeb displays in a new window.

Lesson Plan Reports
It is possible to view lesson plan information in a variety of reports.

1. From the Lesson Plans screen, click (Action Menu).
2. Select Reports.

The Reports screen displays.
3. Select all desired reports.
4. Click Open.

The selected reports open in new windows.
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Master Lesson Plans
Overview
The Master Lesson Plan screen allows you to reuse lesson plans year after year, since master lesson plans are not tied to a specific school year.
They may be managed on two levels:

School: Administrators create lesson plans for a particular course for use by any teacher.
Staff: Teachers create their own lesson plans for their own classes.

School vs. Staff Master Lesson Plans

School Master Lesson Plans Staff Master Lesson Plans

Scenario An administrator determines the lesson plans for all
teachers who teach a particular course.

A teacher wants to use his/her own lesson plans for the
same class next year.

Rights Any teacher assigned to a class section of the course
can use the lesson plans.

Only the teacher who created the lesson plans can use
them next year.

Copied From School’s master lesson plan for the course. Teacher’s class section master lesson plan.

Copied To Each class section under the course. Teacher’s same class next year.

When to Create Master Lesson Plans
It is always easiest to create master lesson plans before the year is complete.

Administrators typically block teachers from editing grade books from the previous year (in System Defaults).
If you are unable to use the Master Lesson Plan feature, contact your administrator to adjust System Defaults.

If you did not create your master lesson plans before the year is complete, you will need to log into the previous year to access the lesson
plans and copy them to the master.
After copying to the master, you will then need to switch the year back to the current year and copy from the master you just created.

Creating a Master Lesson Plan
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Lesson Plans.

The Lesson Plans screen displays.

5. Click (Action Menu) and click Master Lesson Plan.
The Master Lesson Plan Menu displays in a new window.
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6. Select the Master Lesson Plan type to edit:
Click Edit Master Lesson Plan (School) to edit the Master Lesson Plan tied to the course.

The individual who typically edits the Master Lesson Plan (School) is the department head or a veteran teacher at the school.
Master Lesson Plan (School) can be copied into any class section of the course regardless of the assigned teacher.

Click Edit Master Lesson Plan (Staff) to edit the lesson plans tied to the class section.
These lesson plans will be available for you to copy into any class sections of the course you teach next year.

7. The screen allows you to:
Create a master plan by copying the daily lesson plans in another class section.

Click Copy.
Select a class.
Click Copy Lesson Plan From Class.

Any existing data in the master plan is overwritten with lesson plan information
from the selected class.

Create a master plan by copying from a master plan tied to the course. (Not available
if creating a School Master Lesson Plan.)

Click Copy.
Click Copy Lesson Plan from School Master.
Any existing data in the master plan is overwritten with lesson plan information
from the course master.

Create a master plan by adding information manually.
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Click + (Add).
OR click Edit to edit an existing Day Lesson Plan.

Select the day you wish to modify. Each lesson plan will be recorded sequentially by day for future reference.
Type desired information.
Select Documents and Standards from the drop-down options, as desired.
Click Save.
Click Move Up or Move Down to reorder the day's lesson plan in the sequence.
Click Save.

Copying From a Master Lesson Plan
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Lesson Plans.

The Lesson Plans screen displays.

5. Click (Action Menu) and click Master Lesson Plan.
The Master Lesson Plan Menu displays in a new window.

6. Click Edit Master Lesson Plan (School) or Edit Master Lesson Plan (Staff).
The Copy from Staff Master Lesson Plan or Copy from School Master Lesson Plan screen
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displays.

7. Select the Date to copy to. For example, select a Monday if you intend to copy a week's worth of lesson plans at a time.
8. Select Which lesson plan day to start from. For example, select 1 if copying the first day of the master lesson plan to the first day of

school.
9. Select the Number of days to copy in succession.

Note that if you start on a Tuesday and copy 5 days' worth of lesson plans, the fifth day will copy to Saturday. It does not skip weekends
or holidays/no school days.

10. Click Copy.
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Gradebook Summary
Overview
Class gradebooks are used to record assignment grades and calculate term averages. They function independently of report cards and course
levels.
Typically gradebook setup is the responsibility of faculty, but administration may determine some gradebook settings to keep grading consistent
across the school. By removing grade book setup security rights from the Faculty security group, administration may “lock down” the configuration
so it is not changed by faculty.

Note: Configuration should be completed before creating and grading assignments.

Gradebook Summary
The Summary screen of the Gradebook displays student grade information and allows access to assignments.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Gradebook.

The Summary screen displays.

5. Select a term from the upper left drop-down list.

6. Click (Action Menu) to access:
Gradebook Setup
Reports

Select all desired reports.
Click Open.
The reports display in a new window.
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Terms and Categories
The terms available depend on the configuration of the school year.
In this example, Quarter 4 is selected.

Depending on system settings, it may not be possible to edit information in a
term which has already ended.
Assignments cannot be created outside of the term dates.

The Categories drop-down option allows access to assignments by category. It
also allows you to return to the Summary screen.

Viewing Grade Information
Select a student to view detailed grade information.

Average: the current average based on all calculating assignments.
Gradebook: the letter grade corresponding to the average.
Report Card: the grade loaded to the report card (at the end of the term).
Category averages display based on all calculating assignments within the categories.

Click (Reports) to view a variety of student and assignment reports.
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Gradebook Options
Overview
Gradebook Options allows you to configure calculation, preferences, categories, and other options.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Gradebook.

The Summary screen displays.

5. Click (Action Menu).
6. Click Gradebook Options.

The Gradebook Options screen displays.
7. Make any desired changes.

8. Click (Save)

9. Click (Back Arrow) to exit.

20



Calculation
Method
The calculation method is usually determined by a school's historical practice. Note that, using the same earned grades, the different methods
produce different results.
Points

Assignments have a grades expressed as points earned.
The value of each assignment is determined by its maximum
points.
Categories are NOT weighted.
The term grade is determined by adding all the points earned
and dividing by the total possible points.

Weighted Percentage
Assignments have grades expressed as percentages.
The value of each assignment is determined by its weight.
Categories are weighted.
The term grade is determined in two steps.

1. Assignment grades are averaged (according to their
weight) within each category.

2. Category grades are then averaged (according to their
weight).

Mixed
Assignments have grades expressed as points earned.
The value of each assignment is determined by its maximum
points.
Categories are weighted.
The term grade is determined in two steps.

1. The total points earned is divided by total possible points
within each category.

2. Category grades are then averaged (according to their
weight).

Time Frame
The Time Frame determines whether assignments are visible and
averaged only in within the terms in which they are created, or are
cumulative across the semester or year.

Term: Assignments are grouped by term. For example, only Q2
assignments are used to determine the Q2 average. The S1
grade, if applicable, must be determined by averaging Q1 and
Q2 (possible along with a semester exam).
Semester: Assignments are grouped by semester. For example,
both Q1 and Q2 assignments are used to determine the Q2
average. The S1 grade is equal to a student's grade at the end of
Q2.
Year: Assignments are grouped by year. For example, Q1, Q2,
Q3, and Q4 assignments are used to determine the Q4 average.
The final grade is equal to a student's grade at the end of Q4.

Decimals
Decimals determines the number of decimal places displayed. Entering a decimal place of 1 will round the average to the first decimal place. For
example, a calculated average of 92.32641 will be rounded to 92.3. The decimal place value in the Grade Book must be the same as in the
Report Card Formula for each class to prevent double rounding.
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Categories
Categories are created to group assignments for organizati
on and for weighting (if using the Weighted Percentage or Mixed calculation method).

1. Click Add New Category.
2. Type a Title.
3. Type a Description.
4. Type a Weight.

This is not used for the Points calculation method.
It is not necessary to use %. Simply type the number and ensure that total weight of
all categories = 100.

5. Select the terms in which the category should be active.

6. Click (Save).
Click Delete to delete the category.

Letter Grade
Since the grade book calculates numeric averages, this setting allows you to specify the letter
value for any given calculated grade. Schools which do not show letter grades on report cards
or transcripts do not need to configure letter grades.

Note: In the example below, an average of 80 or 81 will result in a letter grade of B–.

Click Add to create a new line, and type a Letter and Grade.
Click Clear Letter Grades to start over.

Other Options
Sorting

Assignment allows you to sort assignments by the date added, due date, or title.
Student allows you to sort students by name or alias.

ParentsWeb
Web Progress Report allows you to select the type of progress report accessible in
ParentsWeb.

Disabled
Full Details
Category Averages
Term Average

Preferences
Treat Incomplete as 0: Assignments marked Incomplete or Missing will calculate as a 0.
Cap Category Grade at 100: The category average will not exceed 100 even if the
calculated grade is greater.
Cap Term Grade at 100: The term average will not exceed 100 even if the calculated grade
is greater.
Show Earned Points: The progress report will display total points earned. (This option is
usually selected when using the Points Calculation Method.)
Show Curve Points: The Summary screen will display a Curve option.
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Show Standard Grading: Standard-based grading functionality will be available in a variety of screens.

Copy
It is possible to copy the same configuration to other classes.

Select a class to copy the configuration to, and click Copy.
Click Clear Class to cancel.

Load Defaults
It is possible to load the defaults configured by administration for the course level of which your class is a part.

1. Click Load Defaults.
The confirmation screen displays.

2. Click Load Defaults to overwrite your configuration with administration default settings.

23



Gradebook Assignments
Overview
Assignments are the specific work for which students are graded. Assignments must be created within categories.
For example, Chapter 3 Spelling Test is an assignment that would be added in the Test category. Once an assignment is created, you may begin
Assignment Grading.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Gradebook.

The Summary screen displays.

5. Select a term from the upper left drop-down list.
6. From Categories, select a category to view assignments.
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Category Assignments
The Category screen displays a variety of options.

(New Assignment) allows you to create a new assignment.

(Drop) allows you to Auto Drop assignment grades.

(Search) allows you to find a specific student in the class.

(List) or (Tile) allows you to change views.

Assignment Information
Assignment information displays in the tile and list view.

Select the assignment to enter grades.

Click (Edit) to change the assignment.

Click (Standards) to view the standards associated with the assignment
Select All Assignments from the assignment drop-down list to view all assignments in the category.

Creating an Assignment
1. Click (New Assignment).

The New assignment screen displays.

2. Enter Assignment Information.
a. Type a Title.
b. Type a Description.
c. Select a Date Assigned.
d. Select a Date Due.
e. Type a Max Points.
f. Type a Weight, if using the Weighted Percentage calculation method, to change the value of the assignment relative to other

assignments in the same category.
3. Select Preferences.
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a. Select Calc/Display to have grades entered for the assignment to calculate in averages
and display for students and parents.

If not selected, the assignment average will display in red, indicating it is not
calculating/displaying.

b. Select Publish to Lesson Plan for the assignment to display in the Lesson Plan area.
c. Select Mark as Test for the assignment to display in the Student Test Schedule report.

4. Click (Save).
5. Copy the assignment to another class, if desired.

a. Select a class to copy to.
b. Click Copy, or click Clear Class

to cancel.
6. Select Standards to associate with the

assignment. Only standards configured
for the course will display.

a. Click (Expand) to view
standards.

b. Click (Delete) to remove
selected standards.

c. Click (Save).

The assignment displays in the category.
7. Select the assignment to begin Assignment Grading.
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Assignment Grading
Overview
A variety of options exist for grading assignments. See Giving Extra Credit and Grading Standards for more specific information.

Entering Assignment Grades
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Gradebook.

The Summary screen displays.

5. Select a term from the upper left drop-down list.

6. From Categories, select a category to view assignments.
The screen displays any existing assignments.

7. Select an assignment.
The screen displays a list of students, showing any existing student assignment grades.

8. Click in the Earned field and type a grade.
9. Hit the Tab key on your keyboard to move to the next student.

10. Repeat for all students.
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11. Click (Save).

Filling and Loading Grades
It is possible to enter grades for multiple students simultaneously.

Click (Fill) to enter the same grade for all students who do not have a grade entered already.
The Fill Grades screen displays.

Type the Grade.
Click Apply and Save.

Click (Load) to enter grades based on attendance.
The Load Grades From Attendance screen displays.

Select the Date.
Enter Absent, Tardy, and Present grades.
Click Apply and Save.

Auto Dropping Grades
It is possible to automatically drop the lowest in the category for each student.

1. From the My Classroom screen, select a class.
The Attendance screen displays.

2. From the Classroom menu, click Gradebook.
The Summary screen displays.

3. Select a term from the upper left drop-down list.
4. From Categories, select a category to view assignments.

5. Click (Drop).
The Auto Drop screen displays.

6. Select the Number of grades to drop.
7. Select the Drop Method.

Drop lowest grades based on average
Drop lowest grades based on earned points

8. Select other options.
Clear Previous Drops: reverses previously dropped grades. Only the current grade drop will be in effect.
Count "Excused": considers excused assignments as grades to be dropped.
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Count "INCOMPLETE": considers incomplete assignments as grades to be dropped.
9. Click Drop Grades.
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Giving Extra Credit
Overview
Extra credit may be given in a variety of ways.

A separate "Extra Credit" category should not be used.
While not typically considered extra credit, grades may be curved from the Grade Book Summary screen Curve column or by editing an
individual student assignment grade.

Bonus Points
1. Edit an assignment grade for a student.
2. Enter bonus points and a note explaining the extra credit.

Assignment 1 Assignment 2 Category
Average

Before bonus points 63 75 69

After 2 bonus points 65 75 70

Extra Credit Assignments
1. Create an assignment as you normally would.
2. For participating students, enter the grade earned.
3. For students not participating:

Leave the grade blank to prevent the assignment from displaying in the Grade Book Student Progress Report.
Enter a status of Excused to display the assignment as excused in the Grade Book Student Progress Report.

Assignment 1 Assignment 2 EC Assignment Category
Average

Billy 63 75 69

Susan 63 75 82 73
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0-point Extra Credit Assignments
1. Create an assignment with a Maximum Points value of 0.
2. For participating students, enter the number of points to be added to the total points earned within the category.

This has the same effect as adding bonus points to a particular assignment in the category.
A single assignment may be used for an entire term to enter cumulative extra credit points.

3. For students not participating:
Leave the grade blank to prevent the assignment from displaying in the Grade Book Student Progress Report.
Enter a status of Excused to display the assignment as excused in the Grade Book Student Progress Report.

Assignment 1 Assignment 2 EC Assignment Category
Average

Billy 63 75 69

Susan 63 75 2 70

Note: The examples above illustrate equally weighted assignments using the Weighted Percentage calculation method. However,
these options may be used for any calculation method.
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Communication
The Communication screen allows you to send email messages to students, parents, and other individuals.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Communication.

The Communication screen displays, listing the students in the class.

5. Select the desired students and click > (Right Arrow) to move them to the Students List., or click >> (Double Arrows) to move all students.
6. Select options recipient options desired to populate the To Email(s) field. Emails are sent in a Blind Carbon Copy style. Recipients will not

see the To Email(s) list.

Students: will send to the email address on the Students screen.

Custody: will send to the email addresses of any individual marked as Custody on the Relationships tile in Families.

Correspondence: will send to the email addresses of any individual marked as Correspondence on the Relationships tile in Families.

Grandparent: will send to the email addresses of any individual marked as a grandparent on the Relationships tile in Families.

Emergency Contact: will send to the email addresses of any individual listed as an Emergency Contact on the Contacts tile in
Students.

Financial Responsibility: will send to the email address of any individual designated as Financially Responsible on the Financial
Responsibility tile in Families.

Pick Up: will send to the email addresses of any individual listed as a Pick Up Contact on the Contacts tile in Students.

Advisor: will send to the email addresses of any individual listed as an Advisor on the Advising tile in Students.

Carbon Self: will send a copy of the email to the address in the From field.
7. Click Recipient Report to see a list of students with email addresses for each recipient type.
8. Type the Subject.
9. Type the message.

10. Click Browse to select an attachment.
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11. Click Send Email.
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Report Cards Overview
Overview
The Report Card area is used for entering and reviewing information that will appear on report cards.

Accessing Report Cards
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. From the Classroom menu, click Report Card.
The Report Card screen displays.

Comparing RenWeb ? to Desktop Report Cards
RenWeb①① includes enhancements to make the Report Card process easier on faculty, based on feature requests submitted by our customers.
For instance, exam grades are now added on a single screen, rather than jumping back and forth between a Display and Avg tab. The
information below is meant to help you understand the locations of the report card information in RenWeb①①.
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Report Card Tab Group
The information found in the Report Card tab group in Desktop is accessed from the Report Card drop-down menu in RenWeb①①.

Grades Tab Group in Desktop
When you select a class in Report Cards - Class in Desktop, the Grades tab group displays, including the Display, Avg, GPA, UGPA, Pass, and
Calc tabs. The Display tab includes letter or number grades for all terms, exams, semesters, and the final grade.

When you select Report Cards from the RenWeb①① Classroom menu, the screen defaults to Grades, including the same Display, Avg, GPA,
UGPA, Pass, and Calc for the selected Term, all on one screen rather than separate tabs.
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Term, Exam, Semester, and Final Grades
In RenWeb Desktop, the Term, Semester Exam, Semester Grade, and Final Grade columns appear, and what is displayed is controlled by which
item in the Grades tab group is selected. (Display, Avg, GPA, UGPA, Pass, and Calc.)

In RenWeb①①, the Term, Semester Exam, Semester Grade, and Final Grades are accessed via a drop-down menu.
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Understanding the Report Card Action Menu
RenWeb①① incorporates an Action menu in the top right corner of several Classroom screens. Action menu options change depending on
the information displayed. For instance, in the Report Card area, when viewing Grades for a Term, the action menu will display options
to Clear or Load Grades, but if viewing Grades for a Semester Grade or Final Grade, the action menu allows you to Calculate grades. To help
you understand the Action menu, here are examples of the options you will find in Report Cards:
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Report Card Grades
Overview
The Report Card screen is used for entering and reviewing information that will appear on report cards. The format of the printed report card is
determined by the report card template chosen by administration.

Grades can be recorded in the report card by typing them directly or loading them from the gradebook.
Administration policy and Course Level configuration determine the grades that should be entered.

Loading from Gradebook
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Report Card.

The Report Card screen displays.
5. Select the Term for which to load grades.

6. From the Action menu, click Load grades.
The Load Grades from Grade Book screen displays.

7. Select the Grade Type to Display, either Alpha or Numeric.
Numeric grades will be loaded to the student's report
card Average for the term whether Alpha or Numeric grades
are loaded to the Display field.

8. Select the number of Decimal Places to display. (This is
usually 0.)

9. Click Load Grades.
OR
Click Exit (X) in the top right corner of the window to exit
without loading grades.

10. Click (Save).

Recording Term and Exam
Grades

1. From the Report Card screen, select the Term or Semester
Exam for which you wish to record grades.

2. Select the Display - No Grades field for the first student you wish to enter a grade, and type either the alpha or numeric grade.
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a. Alpha grades must be typed as they appear in Recognized Letter Grades in Course Level Configuration. If all recognized letter grades are
upper case letters, they must be typed upper case. An Invalid grade entered error message appears for users typing lower case
Display grades.

b. Numeric grades typed in the Display field are automatically added to the Average field.

3. Computer users can press the Tab key to move between students in the class to continue adding Display grades.
a. If adding alpha Display grades, when users press Tab at the end of the student list, the cursor jumps to the top of the Average column to

continue adding numeric grades.

4. Click (Save).
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Skill Sets
Overview

School administration determines the skill sets for each course.
There are two methods for recording skill set grades:

By Class: Use this method to enter grades for a single skill for all your students.
By Student: Use this method when you want to enter grades for all skill sets for a single student.

Use the Fill Grades option to fill the most common grade in all empty skill set grade fields.
Teachers may either fill the most common skill set grade first and then change the grades which are the exceptions, or enter the
exceptions first, then use Fill Grades to populate all empty grade fields.

Assign skill grades for a single student and copy to all students in the class.

Recording Skill Grades by Class
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Report Card.

The Report Card screen displays.
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5. From the Report Card menu, click Skill Sets.
The Report Card - Skills by Class screen displays, with the first defined skill listed. To view a list of all defined skills, select the skill to view
the drop-down list of skills.

6. To use Fill Grades to first add the most common skill grade:

a. Click (Action menu) and select Fill Grades.

b. Select the Grade field and type the grade you wish to fill for all students.
c. Click Apply and Save.

All students are assigned that skill set grade.
d. If necessary, select the student grade you wish to modify and type the student's correct grade.
e. Repeat for other students, if necessary.
f. Select the Add comment field and type student comments as needed.

OR
7. To add the grades which are the exceptions first (not the most common grade):

a. Select the No Grade field for a student and type a grade.
b. Repeat for all students as needed.

c. Click (Action menu) and select Fill Grades.
d. Select the Grade field and type the grade you wish to populate the remaining empty grade fields.
e. Click Apply and Save.

All students with no previously assigned grades receive the skill set grade.
f. Select the Add comment field and type student comments as needed.

8. Click (Save).
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9. Select the Skill Set drop-down list to select another skill for which to record grades and repeat the process.

Recording Skill Grades by Student
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Report Card.

The Report Card screen displays.

5. From the Report Card menu, click Skill Sets.
The Report Card - Skills by Class screen displays.

6. Click Skills to list all assigned skills for the first student in the class.

7. To use Fill Grades to first add the most common grade first for all skills:

a. Click (Action menu) and select Fill Grades.
b. Select the Grade field and type the grade you wish to fill for all skills.
c. Click Apply and Save.

The grade is assigned for all skills.
d. If necessary, select the skill grade you wish to modify and type the student's correct grade.
e. Select the Add comment field and type student comments as needed.
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OR
8. To add the grades which are the exceptions first (not the most common grade):

a. Select the No Grade field for a skill and type a grade.
b. Repeat for all skills as needed.

c. Click (Action menu) and select Fill Grades.
d. Select the Grade field and type the grade you wish to populate the remaining empty grade fields.
e. Click Apply and Save.

All skills with no previously assigned grades receive the skill set grade.
f. Select the Add comment field and type student comments as needed.

9. Click (Save).

Copying Skill Grades to All Students
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Report Card.

The Report Card screen displays.
5. From the Report Card menu, click Skill Sets.

The Report Card - Skills by Class screen displays.
6. Click Skills to list all assigned skills for the first student in the class.
7. Use Fill Grades to populate all skill grades, or type the skill grades in the No Grade fields for all skills.

8. Click (Action menu) and select Copy Grades.

9. Click Yes, copy to copy all skill grades for the selected student to all other students in the class.

Notes:
When copying Skills grades, all grades are saved automatically.
Comments are not copied.
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Citizenship Grades
Recording Citizenship Grades

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Report Card.

The Report Card screen displays.

5. Confirm the correct Term is selected.
6. From the Report Card menu, click Citizenship.
7. Select the Add Citizenship field for a student and type the citizenship grade.

OR

Click (Edit) to select from a list.

8. Select the code or description from the Citizenship Codes list and click to return to the student list.

9. Repeat for all students and click (Save).

10. To remove Citizenship Grades for all students in the class, click (Action menu) and select Clear Grades.
11. Confirm you wish to clear Citizenship Grades by clicking Yes, clear.
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Comments and Comment Codes
Overview

The design of your school’s report card templates determine the allowable length for comments.
Comment codes, if configured, are created by school administration.
Class Comments and Student Comments are recorded on the same screen.

Recording Class Comments
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Report Card.

The Report Card screen displays.

5. Confirm the correct Term is selected.
6. From the Report Card menu, click Comments.
7. Click the Class Comments field.

The Class Comments screen displays.
8. Type the comments you wish to appear for all students in the class.
9. Click Save.

Recording Student Comments
1. From the Report Card Comments screen, confirm the correct Term is selected.
2. Click Add Comment for a student.
3. Type the comment as needed.

OR
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Click to display the Comment Codes list.

4. Select the numeric code(s) or the description(s) for the student. Multiple comments or comment codes may be selected. (Selecting the same
code or comment will remove it from the student.)

5. Click to close the Comment Codes list.
6. Repeat for all students, if needed.

7. Click (Save).
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Semester and Final Grades
The Report Card screen allows you to calculate semester or final grades from term and exam grades (if applicable) according to their proper
weights.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Report Card.

The Report Card screen displays.

5. Select the Semester or Final Grade in the Term drop-down list.
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6. Click (Action menu) and select Calculate grades.
The Calculate Grades screen displays.

7. Verify that the formula for calculating Semester or Final Grades is accurate for your class.
a. To modify the Report Card Formula, click Configure. (Security settings may prevent you from changing the formula.)
b. Edit the formula as needed and click Save Configuration.
c. Click Calculate to return to the Calculate Grades screen.

8. Select which Grade Type you wish to appear in the Display field, either Alpha or Numeric.
A numeric grade is calculated for the Average field regardless of which option is selected.

9. Select to Include or Exclude unenrolled students.
10. Select whether to Skip Calculation or to Perform Calculation if a student is missing one of the grades used in the calculation. For

instance, if a student has an excused absence for the semester exam and you do not want their semester grade to calculate until an exam
grade has been recorded, select Skip Calculation.

11. Click Calculate Grades.
A message displays confirming grades have been calculated, and the Semester or Final Grades display.

12. Click (Save).
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Announcements
Creating Announcements

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. From the Classroom menu, click Web Items.
The Web Items area displays.

5. Click Announcements.
6. Select a Begin date and End date to determine when the announcement will display to parents and students.
7. Select an Icon to display with the announcement.
8. Select Global to make the announcement viewable by all classes you teach.
9. Type a Title for the announcement.
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10. Type the desired announcement information in the Message field.

11. Click Save.
The announcement displays in the list.

Editing or Deleting Announcements
1. From the Web Items Announcements screen, click Edit for the announcement you wish to modify.

2. Edit the announcement as necessary.
3. Click Save.

OR
Click Delete to remove the announcement.

50



Calendar Events
Creating Announcements

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. From the Classroom menu, click Web Items.
The Web Items area displays.

5. Click Calendar.
The Class Calendar screen displays.

6. Select the Date.
7. Select the Global option to make the event viewable by all classes you teach.
8. Type a Title for the event.
9. Type the event information in the Message text box.
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10. Click Save.
The Calendar Event appears in the calendar list on the left of the Class Calendar screen.

Editing/Deleting Calendar Events
1. From the Class Calendar screen, click Edit for the event you wish to modify.

2. Edit the calendar event as necessary.
3. Click Save.

OR
Click Delete to remove the event.
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Documents
Overview
It is possible to upload documents to attach to lesson plans and as general resources for parents and students. While you may upload any file
type, PDF is a standard format that does not require the purchase of additional software.

Adding Documents
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. From the Classroom menu, click Web Items.
The Web Items area displays.

5. Click Documents.
The Class Documents screen displays.
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6. Click Browse.
7. Select a file to upload and click Open.
8. Select the Begin Date and End Date to determine when the document will display to parents and students.
9. Type a Caption (a short description which will display in ParentsWeb).

10. Select the Global option to make the document available to all of your classes.
11. Click Save.

The document displays in the Class Documents list.
12. Click View to display or download the document.

Editing or Deleting Documents
1. From the Class Documents screen, click Edit for the item you wish to modify or delete.

2. Edit the document information as necessary.
3. Click Save.

OR
Click Delete to remove the document.
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Homework Drop
Homework Drop allows students to upload homework assignments that may be downloaded by the teacher.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Web Items.

The Web Items screen displays.
5. Click Homework Drop.

The Homework Drop screen displays.

6. Select an option to view student documents:
a. Not Downloaded
b. Downloaded
c. All

7. Click Download for the file you wish to save to your computer.
8. Click Save.

The document is saved to your Downloads folder.
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Pictures
Be sure to follow all school and district policies concerning the publication of photographs on the Internet.

Uploading Pictures
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. From the Classroom menu, click Web Items.
The Web Items area displays.

5. Click Pictures.
The Class Picture Gallery displays

6. Click Browse.
7. Select the picture to upload and click Open.

Very large files may be reduced in size using photo-editing software.
Pictures will be resized to 400 x 400 pictures if they exceed those dimensions.

8. Type a Caption.
9. Select the Location.

Cover – The image will display on the front page of the classroom website.
Gallery – The image will display in the grouping selected.

10. Type a new Album, or select from the drop-down list.
11. Type a Hyperlink for the picture, if desired.
12. Select the Global option to display the picture to all of your classes.
13. Click Save.
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Editing or Deleting Pictures
1. From the Class Picture Gallery screen, click Edit for the picture you wish to edit or delete.

2. Edit the picture information as needed and click Save.
OR
Click Delete to remove the picture from the album.
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Portfolio
Uploading to the Portfolio
The student Portfolio allows you to store examples of student work and other files, as determined by school administration.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Web Items.

The Web Items menu displays.
5. Click Portfolio.

The Student Portfolio screen displays.

6. Select the student name in the Student List.
7. Click Browse.
8. Select the file to upload and click Open.
9. Type a Note to describe the document, if desired.

10. Click Upload Document.
A confirmation message appears at the top of the screen and the document information appear in the portfolio list.

11. Click Return to Menu to return to the Web Items screen.

Downloading from the Portfolio
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Web Items.

The Web Items menu displays.
5. Click Portfolio.

The Student Portfolio screen displays.
6. Select the student name in the Student List.
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7. Click the Filename for the document you wish to download.

8. Click Save.
Depending on which Internet browser you are using, options will vary for how to access the file.

Deleting a Portfolio Document
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Web Items.

The Web Items menu displays.
5. Click Portfolio.

The Student Portfolio screen displays.
6. Click Delete next to the item you wish to remove.
7. Click Yes to confirm you are sure you want to delete the file.

The item is deleted from the student's Portfolio.
8. Click Return to Menu to return to the Web Items screen.
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Resources
Resources allows you to provide links to websites that may be useful to students and parents. Be sure to follow all district and campus guidelines
about linking to non-district sites.

Adding a Resource
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. From the Classroom menu, click Web Items.
The Web Items area displays.

5. Click Resources.
The Class Resources screen displays.

6. Type a Sort Order, if desired. Websites sort alphabetically within each order number (Sort Order 0, A-Z displays before Sort order 1, A-Z).
7. Type a Caption. (The website name or a short description of the website.)
8. Type the URL, including http://. For example: "http://www.renweb.com".
9. Select the Global option to make the resource available to all the classes you teach.

10. Click Save.
11. Click the Caption in the resource list to test the saved URL. For example, users would click Google Search Engine in the screen shot

below.
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Editing or Deleting Resources
1. From the Class Resources screen, click Edit for the resource you wish to modify.

2. Edit the resource information as necessary.
3. Click Save.

OR
Click Delete to remove the resource.
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Syllabus
Syllabus may be used to document a course outline or classroom policies.

Adding a Class Syllabus
1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. From the Classroom menu, click Web Items.
The Web Items area displays.

5. Click Syllabus.
The Class Syllabus screen displays.

6. Type a Title.
7. Type or paste text in the Details text box.
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8. Select the Global option to make the item available to all of your classes.
9. Click Save.

Editing or Deleting a Class Syllabus
1. From the Class Syllabus screen, click Edit to modify the syllabus as necessary and click Save.

OR
2. Click Edit to display the syllabus information, then click Delete below the syllabus you wish to remove.
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Demographics
The Students screen allows you to view student, parent, and contact information.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.

4. From the Classroom menu, click Students.
The Students area displays a list of students in the selected class, with the Demographics option selected.

5. Select a student.
The Student Information screen displays student, parent, and contact information. The information can only be changed by an
administrator.
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Behavior
Overview
The Behavior screen displays student behavior records for the current school year and allows you to add records. The available records depend
on your user security settings. Select an existing event to view it.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Students.

The Students area displays a list of students in the selected class, with the Demographics option selected.
5. Select Behavior.
6. Select a student.

The Behavior screen displays.

Adding a Student Behavior Event
1. In the Behavior screen, click + (Add).
2. Select a Date.
3. Select a Reported By individual. This option is only available to administrators.
4. Select an Event.
5. Type a Description.
6. Type Notes. This field does not display to parents in ParentsWeb.
7. Type Sanctions.
8. Select a Level.
9. Select a Type of Demerit or Merit.

10. Type a demerit/merit Value.
11. Type a Status.

If desired, click Memorize to save your settings as the default for that Event,
or click Forget to clear the default.

12. Email the event, if desired.
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a. Click Email.
Email options display.

b. Select who should receive the email.
c. Click Send.

13. Click Save.
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P/T Conference
Viewing P/T Conferences
The P/T Conference screen displays parent/teacher conference records for the current school year and allows you to add records. The available
records depend on your user security settings. Select an existing record to view it.

1. From RenWeb①①, click (Menu).
2. Click My Classroom.

The My Classroom screen displays.
3. Select a class.

The Attendance screen displays.
4. From the Classroom menu, click Students.
5. Select P/T Conference.
6. Select a student.

The P/T Conference screen displays, listing existing conferences.
7. Select a Date to view existing P/T Conference information.

Adding a P/T Conference Record
1. In the P/T Conference screen, click + (Add).
2. Select a Date.
3. Select a Reported By individual. This option is only available

to administrators.
4. Type a Subject.
5. Select the Location.

Phone Conversation
In-Person Conference
Email/Mail

6. Select the Reason(s).
Academic
Conduct
Other (Type a short explanation)

7. Select Observation(s). You may type additional
observations. The available list of observations is defined by
administration.

8. Type a Recommendation.
9. Type Parent’s reaction/comments.

10. Click Save.
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Birthday Report
Printing in Chrome or Tablets

1. From RenWeb①①, click (Menu).
2. Click Report Manager.

The Report Manager screen displays.
3. Select the Category of Grade Book.
4. Select the Birthday (All) report.

5. Select from available filters to populate the student list.
6. Select students from the list and click > (Right Arrow) to move them to the Selected List.
7. Click Print.

The Birthday (All) report displays in a new window.

Printing in Firefox, Safari, or IE
Silverlight-enabled browsers will display some areas of RenWeb①① differently.

1. From RenWeb①①, click (Menu).
2. Click Report Manager.

The Report Manager screen displays.
3. Select the Category of Grade Book.
4. Select the Birthday (All) report.
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5. Click Print Preview.
The Students Filter screen displays.

6. Select a student status and subcategory to populate the student list, or click Advanced Filter.
7. Select students from the list and click > (Right Arrow) to move them to the Print List.
8. Click Print Preview.

The Birthday (All) report displays in a new window
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Class Roster
Printing in Chrome or Tablets

1. From RenWeb①①, click (Menu).
2. Click Report Manager.

The Report Manager screen displays.
3. Select the Category of Grade Book.
4. Select the Class Roster report.

5. Select from available filters to populate the Selection List.
6. Select classes from the list and click > (Right Arrow) to move them to the Selected List.
7. Click Print.

The Class Roster - Selections screen displays in a new window.

8. Select a Sort option.
9. Select a Report Template.

10. Click Submit.
The Class Roster report displays.

Printing in Firefox, Safari, or IE
Silverlight-enabled browsers will display some areas of RenWeb①① differently.

1. From RenWeb①①, click (Menu).
2. Click Report Manager.

The Report Manager screen displays.
3. Select the Category of Grade Book.
4. Select the Class Roster report.
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5. Click Print Preview.
The Classes Filter screen displays.

6. Select a student status and subcategory to populate the student list, or click Advanced Filter.
7. Select students from the list and click > (Right Arrow) to move them to the Print List.
8. Click Print Preview.

The Class Roster - Selections screen displays in a new window.

9. Select a Sort option.
10. Select a Report Template.
11. Click Submit.

The Class Roster report displays.
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Incomplete/Missing Assignments
Overview
The Incomplete/Missing Assignments report is available in two versions, Class and Student, to help you find assignments with a status other than
Valid.

Printing in Chrome or Tablets
1. From RenWeb①①, click (Menu).
2. Click Report Manager.

The Report Manager screen displays.
3. Select the Category of Grade Book.
4. Select the Incomplete/Missing Assignments - Class or Incomplete/Missing Assignments - Student report.

5. Select from available filters to populate the Selection List.
6. Select classes or students (depending on the version of the report) from the list and click > (Right Arrow) to move them to the Selected List.
7. Click Print.

The Incomplete/Missing Assignments - Class or Incomplete/Missing Assignments - Student screen displays in a new window.
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8. Select from available options.
9. Click Print.

The report displays.

Printing in Firefox, Safari, or IE
Silverlight-enabled browsers will display some areas of RenWeb①① differently.

1. From RenWeb①①, click (Menu).
2. Click Report Manager.

The Report Manager screen displays.
3. Select the Category of Grade Book.
4. Select the Class Roster report.
5. Click Print Preview.

The Classes Filter screen displays.

6. Select a student status and subcategory to populate the student list, or click Advanced Filter.
7. Select students from the list and click > (Right Arrow) to move them to the Print List.
8. Click Print Preview.

The Incomplete/Missing Assignments - Class or Incomplete/Missing Assignments - Student screen displays in a new window.

9. Select from available options.
10. Click Print.

The report displays.
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Student Test Schedule
Overview
The Student Test Schedule report allows you to view a list of tests your students are scheduled to take in other classes, should you wish to
schedule tests in your classes around them. It displays assignments that have the Mark as Test option selected.

Printing in Chrome or Tablets
1. From RenWeb①①, click (Menu).
2. Click Report Manager.

The Report Manager screen displays.
3. Select the Category of Grade Book.
4. Select the Student Test Schedule report.

5. Select From and To dates, the period in which you wish to check for scheduled tests.
6. Select from available filters to populate the student list.
7. Select students from the list and click > (Right Arrow) to move them to the Selected List.
8. Click Print.

The Student Test Schedule report displays in a new window.

Printing in Firefox, Safari, or IE
Silverlight-enabled browsers will display some areas of RenWeb①① differently.

1. From RenWeb①①, click (Menu).
2. Click Report Manager.

The Report Manager screen displays.
3. Select the Category of Grade Book.
4. Select the Student Test Schedule report.
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5. Click Print Preview.
The Students Filter screen displays.

6. Select a student status and subcategory to populate the student list, or click Advanced Filter.
7. Select students from the list and click > (Right Arrow) to move them to the Print List.
8. Select a Start Date and End Date, the period in which you wish to check for scheduled tests.
9. Click Print Preview.

The Student Test Schedule report displays in a new window
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