
TEACHER GRADEBOOK INSTRUCTIONS 
 

Getting Started 
 
After logging in to JPAMS, you should see the following screen: 
 

  
 
Single-click on the JGradeBook Icon 
 
You will see the following screen: 
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Single-click anywhere on the screen and a setup screen will appear 
 

 
 
Click the OK button on the Setup screen. You will see the JGRADEBOOK main screen. 
The first thing you need to do is to choose a subject. You do this by clicking inside the Section 
box and choose the subject.  
 

 
 
 
 
If all of your subjects do not appear, you can scroll down to see the rest. 
As soon as you choose your subject, the current Marking Period will appear to the right of the 
subject. You can always change the marking period by clicking inside the marking period box and 
choosing the one you want. 
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After selecting your class, your class roll should appear.  
 
Adding an Assignment 
 
You are now ready to create a new assignment. You do this by clicking on the yellow icon on the 

toolbar that says New.      You can also click on the word Assignment on the Menu bar and 
choose New. 
  

 
 
Once you have done this, you will see the assignment editor.  
The first thing you need to enter is assignment name. This name should be the name of your 
activity, quiz, test, etc. This name has to be unique for this subject .For example, you cannot have 
to two assignments named “Chapter Test”. Instead, call them Chapter 1, Chapter 2, etc. Another 
way you can make them unique is to add a date on the end of the name. For instance, “Pop Quiz 
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10/05/04” or “Pop Quiz Oct. 5”. You can also use descriptive names such as “Project-Indian 
Culture”.  

 
Assignment Type.  This item is very, very important. If 
you do not choose one of these, your grades will 
not be averaged correctly. The two options you have 
to choose from are “TSA” (teacher selected activity) or 
“Test”.  All TSA assignment types will have their grades 
averaged and doubled. All Test assignment types will 
only be averaged. This is in keeping with our parish 
grading policy.  If you select TSA, you should see a 
weight value of “2” appear. If you select Test, you 
should see a weight value of “1”.  Maximum Value 
should default to “4”.  
 
Grade Post Type – For Elementary/Junior High 
Schools, choose Letter Grade. 
For High Schools, choose Numeric Grade.  
 

Date Assigned/Date Due - Date Assigned and Date Due are mandatory. These dates can be the 
same.  To change them, you can either single-click inside the date box and type in the correct 
date. Or you can double-click and a calendar will appear for you to choose your date. 
 

  
 
Description – You may enter a description of the assignment here. 
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After all items have been completed, click the Save Button.  
You are now ready to begin entering grades. If this assignment also receives a grade in another 
subject, you can also click on the Copy to Other Sections button instead of Save and this 
assignment will be saved in both subjects. 
 

 
 
To enter grades, you simply enter the grade in the assignment column that you have just created. 
There are a few special grades that you need to know about. The grade “I” is to be used for 
incomplete grades. The grade “X” is to be used if the student receives a 0 “F” for the assignment. 
This would be used for unexcused absences, suspensions, etc. The grade “E” will exempt the 
student from the assignment. It does not count against them. Leaving a grade blanks is the same 
thing as entering an “E”, it doesn’t count against them either. For students that enter your class 
during a 6-weeks period, you can leave their grades blank grades. For all other situations, it is 
best to enter an “E”. 
 
To save the grades, you must press the Enter or Tab key. As you are entering the grades, you 
will notice that the grade is being averaged in the Final column. These averages should be 
correct.  
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Recalculating Grades 
 
However, sometimes the final average will not calculate correctly due to several changes that are 
made on a particular student. To ensure that the final grades are correct, it is a good idea to 
occasionally “recalculate” your grades.  
 

 
 
To recalculate, you need to click on Grades at the top of the screen and choose Recalc 

assignment grades.  The shortcut for recalculating grades is the  button on the Toolbar.  
Correcting an assignment 
 
To make a correction to an assignment, you need to click inside one of the cells for that 
assignment you wish to edit, then click on the word Assignment and choose Edit. Make your 
changes and click Save. 
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Removing an assignment 
 
To remove an assignment, you need to click inside one of the cells for that assignment you wish 
to edit, then click on the word assignment and choose “remove”. 
 

 
 
 
 
Arranging assignments 
 
To rearrange your assignment, click on the word Assignments and choose Arrange. 
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A popup screen will appear.   
 

 
 
• User Selection – Places the assignments in order they were created, from most recent to 

oldest 
• Alphabetical – Places the assignments in alphabetical order.  
• Date Due – Places the assignments in order of date due, from oldest to most recent 
• Date Assigned – Places the assignments in order of date assigned, from oldest to most recent 
• Assignment Type – Places the assignments in order of the assignment type. Will group TSAs 

together, then Tests together.  
  
Chose the order you wish to arrange your assignments and click Apply. Once you click apply, you 
can either click: 
• Close – Will only save these Arrange option until you exit JGradebook or choose another 

subject.  
• Save – Will save these Arrange option until you decide to change it again. 
 
 
SYLLABUS (Adding/Editing/Removing/Inquiring) 
 
To look at syllabus, click on assignments and choose syllabus. An entire list of your assignments 
will appear. You can change the order of the columns by dragging them to the order you desire.   
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From this screen, you can create a new assignment, edit and existing assignment, remove an 
assignment, or print assignments. 
 
Locking the screen 
 
To temporarily lock your screen so no one else can see or change it, click on SYSTEM at the top 
of your screen and choose LOCK CONTROLS. This locks your screen. You have to enter your 
password to continue working. Once you enter your password, you may continue working.  

 
 
Dropping a grade 
 
Click on the grade you want to drop.  

 
 
 

 9



Click on Grades on the Menu Bar. Choose the Drop/Restore Grade. The shortcut for this is the 

D/R button on the Tool Bar.  
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The grade will remain in the cell but will be grayed out and cannot be changed unless you restore 

it. Click recalculate  to refigure your grades. 
 
Restoring a Dropped Grade 
 
Follow the same instructions for dropping a grade. This time, when you click on Drop/Restore on 
the Grades drop-down menu, the grade will be restored and can be edited and will count in the 
final average. Be sure to recalculate your grades. 
 
 
Dropping the Lowest/Highest Grade through the Program 
 
Click on Grades on the Menu Bar.  Choose Drop Lowest/Highest.  
 
 

 
 
 



Click Select All at the bottom of this box to put a check by each of the assignments. If you want to 
drop the grades in only certain assignments, simply place a check in the boxes by those 
assignments.  
 

 
 
If you want to drop the grades in only certain assignments, simply place a check in the boxes by 
those assignments.  
 

 
 
Click on the down arrow at the right of the Drop Lowest Grade box. Choose either Drop Lowest 
Grade or Drop Highest Grade. Click Apply Drop. The lowest/highest grade for each student will 
be grayed out and dropped. 
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Restoring all Dropped Grades 
 
To restore all dropped grades, click on Grades on the Menu bar and choose Restore Dropped 
Grades.  
 

 
 
Running a Grade Distribution 
 
Click on Grades on the Menu bar and Choose Summary. 
 

 
 
 
Scroll down and click on one of the choices, for instance, “Final Grades (bar). A graph will appear 
showing the grade distribution of your final grades for this course.  
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You can then print the chart or simply close out after you review it.  
 
Student Data 
 
The Students option on the Menu bar gives you the following options: Attendance, Conduct, 
Student Term Grades and Evaluation.  Attendance and Evaluation are for future use.  
 
Conduct (Adding Comments) 
 
Open the class you want to insert comments into. Click Students on the Menu bar and choose 
Conduct. 
 

 
 
Click the X in the upper right hand corner of the FAQ Box to close it. 
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To add a comment to a student(s) in this class, click in the box in the appropriate comment 
column. An X will appear in that column. C1 is for 1st 6-weeks, C1 is for 2nd 6-weeks, etc. 
 

 
 
Now click the appropriate comment in the column at the right. The code letters or numbers for that 
comments will replace the X in the box by the student’s name. 
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Those comments whose code begins with N will print in the Needs Improvement section of the Report Card. Those 
comments whose code begins with P will print in the Shown Improvement section of the report cards. Those 
comments with Number codes will print in the Teacher Comments section of the Report Card. 
 
When finished, click Quit at the bottom of the screen.  
 
To delete a comment, click in that box by the student’s name and click on the blank line at the top of the comment list.  
 
Keep in mind that if you have no grades in a class, you will not be able to enter comments. The comments that are 
available are shown below. Others will be added to fit our parish at a later date. 
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Viewing a Student’s Grades for all Grading Periods 
 
Click on a student’s name. Click Students on the Menu Bar and Choose Student Term Grade.  
 

 
 
The following screen will appear: 
 

 
 
This can be printed if necessary.  
 
REPORTS 
 
The Reports choices are Print Grade Log, Print Attendance Log, Assignment Report, 
Assignment Statistics, Gradebook Report, Term Grades Report and Student Progress 
Report. 
 

 
 
Grade Log  
 
Is simply a hard copy gradebook page to enter grades. This can be used at the beginning of the 
year before you begin entering grades into your gradebook. 
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Attendance Log 
 
Gives you a page you can use to keep up with attendance. 
 
Assignment Report  
 
Gives you a list of the grades for a particular assignment. To run this report, you must first 
highlight one of the assignments. Then click on Reports on the Menu bar and choose 
Assignment Report.  
 

 
 

 
 
To Hide the student’s name, click the Hide Name button. To add the names back, click the 
Restore button.  
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You can print this report by clicking on the Print button. 
 
Assignment Statistics Report  
 
Gives you specific statistics on each assignment. If you click the Columns to View, it will allow 
you to remove some of the columns temporarily.  

 
 
You print this report by clicking the Print button.  
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Term Grades Report 
Gives you a list of all students in the class and each of their 6-weeks grades. The 6-weeks grades 
are P1, P2, P3, P4, P5, P6.  The Final Grades is F1. 
 

 
 
To Hide Name, click on the Hide Name button. To restore names, click on the Restore Button. To 
print, click the Print button.  
 
Student Progress Report 
  
Prints a Progress Report for students. To print just one student, then highlight the student and 
choose “Print Selected Student”.  To print a progress report (1 sheet per student), choose “Print 
All Students”.  
 

 
 
The ADMIN option on the Menu bar is for Administrative purposes only and is used by office 
personnel only. 
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Entering Student Attendance 

On the gradebook screen, there is an icon that looks like a calendar.     Click on this icon to 
retrieve the attendance screen.  The screen should contain all students that you have in 
homeroom.  
 
To mark a student absent, click inside the blue box, next to the student’s name. The screen will 
blink and information will appear next to the blue box.  The time will appear in the OUT box, a 
code will appear in the CODE box, a U will appear in the E box and Dr./Parent Note Needed will 
appear in the O-Reason box.   
 
You can then click inside the blue box of the next student that is absent and continue doing this 
until you are finished.   
 

 
 
Once you have completed entering your students that are absent, click on the red box marked 
SignOffRollCall .   
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Once you click on this box, the following screen will appear. 
 

 
 
On this screen you can add a memo that the secretary will be able to read when she runs the 
Rollcall Verification report. To do this, click on the ADD MEMO button at the bottom of the screen 
and type your memo. When done, press the OK key. 
 

 
 
At this time, do not enter the HandLunchCount. JPAMS will compute this automatically. 
Click on the OK button.  
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You are done!! 


