Sample Information Sheet for Users

	<Letterhead>

Welcome to NetClassroom <Enter customized name throughout, if appropriate>.  We are excited to offer you online access to academic information, including grades, attendance, conduct, report cards, and transcripts. <List only features available to your users.>
NetClassroom is Easy to Use

· You can use the navigation bar on the left side of the screen to open new pages.  To open a page from the navigation bar, click a picture or the underlined text.  For example, to open the Assignments page, you can click the book bag or Assignments. <If you do not offer access to the Assignments page, you can give another example.>
· On any page in NetClassroom, click the underlined text to open a related page. For example, if you click the course name U.S. History on the Grades page, the Course Catalog page for U.S. History appears. <If you do not offer access to the Course Catalog page, you can give another example.>
· To update the information on a page, click the Refresh button. For example, if you select a new term on the Schedule page, click Refresh to view the schedule for the term. <If you do not offer access to the Schedule page, you can give another example.>
NetClassroom Ensures Each Family’s Privacy
Parents. With your unique NetClassroom user ID and password, you can view academic records for your child or children. Other users cannot access your family’s information.

Students. With your unique NetClassroom user ID and password, you can view your own academic records. Other students cannot access your information.
Logging Into NetClassroom

Using a Web browser on any computer (use Internet Explorer or Netscape on PC, use Firefox on Mac), enter http://Web server name/NetClassroom. <Replace “Web server name” with the exact name of your Web server. If you renamed the NETCLASSROOM virtual directory, replace “NetClassroom” with the name of the virtual directory.> On the NetClassroom login screen, enter the online user ID and password listed in the attached letter.  For security reasons, do not share this information with anyone.

To edit your online password, click Change Password on the navigation bar.  Your password can be a maximum of 20 characters and is not case-sensitive. Select a password that others cannot easily guess. For safe, secure passwords, follow these guidelines.

Do not include:
· A family name in any form (first, middle, last, maiden, spelled backwards, nickname, or initials).

· Any part of your user ID.

· Any common name, such as Joe.

· A phone or office number, address, birthday, or anniversary.

<If you do not give users rights to change their passwords, omit the information about the Change Password feature.>
NetClassroom Helps Keep You Informed 

<Delete the description of any feature you do not offer users.>
NetClassroom gives you easy access to schedules, course grades, assignments, assignment grades, attendance, conduct, report cards, transcripts, the school calendar, and each department’s course catalog.

· Find out when classes meet. To open the Schedule page, click Schedule on the navigation bar. On the Schedule page, you can view a student schedule for a specific academic year, session, and term.

· Review grades in a previous or the current academic year. To open the Grades page, click Grades on the navigation bar.  On the Grades page, select an academic year and session to view marking column grades for each class. If a marking column displays a grade or check mark picture, click the entry to view assignment grades on the Grades - Assignments page.

On the Grades page, you can also click a teacher’s name to view contact information for the teacher on the Faculty Information page. On this page, you can click the listed e-mail address to contact the teacher by e‑mail. 

· Keep track of progress between report cards. On the Grades - Assignments page, you can view a running marking column average and running category averages for a marking column and class. The Percent of Grade column displays the percentage of the grade each category is worth (such as 20% for the Homework category, 20% for the Quizzes category, and 60% for the Tests category).

On the Grades - Assignments page, you can also view assignment grades. You can use the Category field to determine the assignments to appear.  For example, select Tests in the Category field to display only assignments in the Tests category.  To list each assignment grade as a percentage (score divided by maximum achievable score), you can select Percentage in the Grade to Display field.  For example, if a student scores 20 out of a possible 25 points, the assignment grade displays as 80%. To list both the actual numeric score and the maximum achievable score for each assignment grade, you can select Actual Points in the Grade to Display field.

To open the Grades - Assignments page, click a marking column grade or check mark picture on the Grades page or the Go button on the Assignments page.

· Verify the dates and details of homework assignments, quizzes, and tests.  To open the Assignments page, click Assignments on the navigation bar. On this page, you can view assignment dates and descriptions by day, week, or month.  You can also select to view information for a specific class (such as Math‑03) or category (such as Tests).  To open the Grades - Assignments page, select a class in the Grades for field and click Go.

· Keep track of absences and tardies.  To open the Attendance page, click Attendance on the navigation bar.  On this page, you can list attendance by day or class and to view in summary or detail. View this information frequently, especially if excessive absences and tardies affect grades or prevent exemptions from exams.

· View conduct records. To open the Conduct page, click Conduct on the navigation bar.  On this page, you can view the date, infraction, consequence, the faculty/staff member who reported the infraction, the faculty/staff member assigned to the consequence, and the status of the consequence.

· Review report cards.  To view the most recent report card, click Report Card on the navigation bar. 

· Review transcripts. To view the most recent transcript, click Transcript on the navigation bar.

· View the school calendar.  To open the School Calendar page, click School Calendar on the navigation bar.  For each month, you can view events such as school holidays, field trips, and exams.

· See what we offer.  To open the Course Catalog page, click Course Catalog on the navigation bar.  Select a department to view a list of the courses offered.  Click a course name to find out how many terms the course meets and if it has prerequisites and corequisites. To change the academic year for the course catalog, change the academic year selection on the Schedule, Attendance, or Conduct page.

· Change your address online.  To open the Change Primary Address page, click Change Address on the navigation bar.  On the Change Primary Address page, you can update your address in our records.

When Can I Use NetClassroom?
You can log into NetClassroom between 6 am and 2 am every day, including Saturday and Sunday. <Enter the hours your database is running.>

NetClassroom FAQs

For answers to common questions, click FAQs on the navigation bar.


