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Starting JGradebook  
 
There are two methods by which you can log on to JGradebook. 
 

¥ You can log on to JGradebook from any computer with internet access by going to our parish 
website:   http://claibornepsb.org/     

¥ You can also log onto JGradebook within the Claiborne Parish JPAMS  network by logging 
onto a CPSB computer that has JPAMS installed. 

 
 

Logging on to the Internet Version  
 
While the Internet version is very good, be aware that the Internet version of the grade book does not have as many 
features as the JPAMS grade book accessed through the school network.   
 

Access our parish website and click  the teacher ICON at the top right of the homepage. You 
will then be able to access JGRADEBOOK and/or these instructions. 

 
 
Select your district  and school  from the drop down list of schools.  Year will default to the current year.  
 (we are district 014) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter your JPAMS login and password in the same format as you normally login at school.  You should now see a basic 
gradebook screen. 
 
Important: When on the web version s ave o ften and logout when done!   After completing your work, clicking on 
System , then Logout  will bring you back to the login screen.  Clicking on Exit  will close the Internet Explorer program. 
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Logging on to Jgradebook  from a Computer with JPAMS  
 

Double click on the JPAMS  icon on your desktop. It looks like a coffee cup.  A log-in box will appear.  Enter your 
username and your password. Press ENTER or click OK. 

The Teacher WorkStation menu screen will appear.  Double click on the JGradebook  button. 

Click anywhere in the green area and the setup box will appear (as shown below).  For Year to Search , make sure the 
current year  is selected.  Be sure the correct School  and District  are displayed.  DO NOT check on Home Interface 
Center Installed?   Location o f Pictures  should be set to Server . Click the OK bar at the bottom. 

 
Your name should appear in the bottom left corner of the screen.  In the bottom center is a selection arrow to pick the 
class you wish to work with.  In the bottom right is a selection arrow to pick the grading period to work with.  After selecting 
a class and grading period, a user will see the class roster of students.  The teacher is now ready to begin entering grades 
for the selected class. 

Students shaded in blue are Limited English Proficient. Students shaded in gray are no longer enrolled in the class. 
 

Starting the Year  

Setting up Categories  
Use categories to organize your gradebook.  This feature allows you to choose specific colors for the different types of 
assignments given in a class. (i.e. Test, Quiz, Term Paper, etc.)  These categories will appear in the Assignment Type 
drop-down box when you create a new assignment.   
 

 
To create categories, click on Assignments  on the Menu Bar and choose Categories  from the drop-down menu.  Click 
on New and a new row is added for the category.  Click in the cell for Assignment Type  and type your first category (i.e. 
Tests, Exams, Homework, etc).  Select the Grade Type  if other than Numerical Grades.  Enter the default Maximum 
Value  (this can be changed when creating an assignment) of points.  If your district approves of the use of weights, enter 
the weight value for the category.   

Rule:  Categories cannot have the same name.   Example:  Quiz  for Numeric grades with a max of 50 cannot have 
same name as Quiz  for SNU grades with a max of 100pts. 

 
Note:  If setting up categories that use SNU’s, be aware of the following:   
SNU Numeric:   Set a Default Max Value of 100.   
SNU Letter:   Set a Default Max Value of 2. 

Click in a box under the color column and choose a color.  This will color code the different assignments in your 
gradebook.   



Version:  4/9/2010  Page 4 

 

Repeat for additional categories.  By clicking on New, you create a new line to insert a new category.  Click Save when 
finished.   

 

Enter ing Assignment  Grades  
On the top row of menu commands, click Assignments  then New (or use the New icon on the Toolbar).  

Enter a title for the assignment in the Assignment Title  field.  Click the drop down arrow in the Assignment Type  field to 
pick the category of the assignment.  Click the drop down arrow in the Grade Post Type  to identify the assignment as a 
Numerical Grade, SNU Numeric, or SNU Letter  grade.  

 
If the subject is a core course (Math, Lang Arts, Social Studies, Science), a user can associate GLE’s that are already 
preconfigured for the class.  Click in the Curriculum Unit  field.  A list of Units will be displayed.  Click to pick a Unit .  The 
screen will then move to a listing of Activities  for this unit of the course.  A user can select one or more activities.  Click 
the Next  button to move to a listing of matching GLE’s.  Click the appropriate GLEÕs for the assignment.  When done, 
click Append to Objectives , then Close Window .  A nice feature of adding GLE’s is that there is a GLE report that can 
give results of the GLE’s covered in JGradebook for the year. 

Enter how much the assignment is worth by entering the possible points in the Maximum Value  field.  If there are Bonus 
Points  possible, enter them in the Bonus Points  field. 

Enter the Date Assigned  and Date Due  fields.   

 
After entering the information, click Save.  If you wish to copy the assignment to other class, click the Copy to Other 
Sections  button. 

A new column for the assignment will now be displayed in the grade book.  Double click in the first cell, then begin to type 
the grade for the assignment.  To move to the next cell, simply tap the ENTER button or the DOWN arrow and the active 
cell will drop down to the next student.  After entering the grades, click on the Save icon (looks like a disk) at the top of the 
tool bar. 

The assignments can be moved around to suit your needs by clicking, holding and dragging with your mouse.  You can 
also use the Arrange  feature under the Assignments  menu. Click Save to save the arrangements. 
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Assignments  Menu Items  
 
Arrange : Allows the user to have the assignments arranged by User Selection (drag and drop), 
Alphabetical, Date Due, Date Assigned, or Assignment Type.  Select one, click the Apply button, 
followed by the Save button and finally the Close button. 

New:  Creates a new assignment.  Key in the Assignment Name (Do Not Use The Same Name 
For Any Other Assignment In Grading Period).  Make sure you have a Maximum Value  unless it 
is for Bonus Points .  Copy to Other Sections  allows you to copy this same assignment to other 
sections in your grade book.  Click Save when completed. 

 

Edit:   Allows the user to make changes to his or her assignment.  Select the assignment first by 
clicking the assignment title in the grade book.  This will turn the column yellow.  Then click Assignment > Edit . 

Remove:   Allows the user to delete the entire assignment and any grades given.  The assignment must be chosen first 
before selecting Remove .  The grade book will automatically recalculate the final average. 

Categories:  Sets up your Assig nment Types  (Categories) for all sections of your grade book. 

Syllabus:  This is a handy feature.  It allows you to view all of your assignments.  From this screen you can also edit or 
remove the assignment.  It can also be printed. 

 
 

 

 

 

Grades  Menu Items  
Highlight Empty Grades : If no symbol or grade was entered on an assignment, the cell will be 
highlighted. 

Drop/Restore Grades:  The Drop  feature will allow you to “drop” a single grade, which will not be 
calculated in the final average.  The cell will turn grey.  The Restore feature will allow you to edit 
that cell or restore it (take the grey off).  This is helpful when a student is dropped and you need 
to key in grades.  Click in the grey cell, choose Drop/Restore Grades , and then enter the grade. 

Restore  Dropped Grades:  This feature will you to restore all dropped grades throughout the 
whole section.  This will also undo the Drop Lo west /Highest Grades  and restore them.  (Note: 
Students who have dropped from school or the section will also have all cells restored but when 
you leave the class section and return, these cells will be dropped againÑ grayed out.) 

Duplicate Grades:  Allows the user to give the same grade to all students.  Create the assignment first and then use this 
feature.  You will pick the assignment from the list as shown on right.  Enter the grade you wish to give to all students in 
the Enter Grade Value  box at the bottom.  If just a few students did not make the duplicate grade, just delete their grade 
and enter the correct one. 

Drop Lowest/ Highest Grade:   Allows the user to drop the lowest or highest grade among all or some of the assignments.  
The setup is similar to the Duplicate Grade feature as shown. 
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Lock/Unlock:  Grades will be locked so that no grade can be accidentally changed or deleted.  You must select the 
assignment first before locking grades.  Grades will then turn red, indicating they are locked. 

Recalc Assignment Grades:  In the case where an assignment’s maximum grade was changed, use this feature to 
recalculate the final average.  Also, if a dropped grade is restored, use the Recalc  feature. 
  

Students  Menu Items  
Attendance:   This feature allows the user to access the Attendance module in JPAMS to mark 
first-period absences and to check the absences in other classes. 

Conduct:  Click here to post conduct / comment codes for students. 

Student Term Grades:  Allows the user to view the final grades of each nine week period for the 
selected student. 

Seating Chart:  Allows you to move pictures of students in their seating order.  Pictures must be 
stored on server for this to work. 

 

Test Scores:   Click here to view student test score information.  The test scores can be printed and a chart comparing 
grades to test scores is produced by clicking on a test score result. 

Reports  Menu Items  

 
Print Grade Log:  Prints the names of students on a spreadsheet.  This can be used as a 
grade sheet or an attendance log. 

Print Attendance Log:  Same as Grade Log  

Attendance Roll Book:   Click to view student’s attendance over a specified date range.  
Cell click on a date to reveal a student’s attendance by day. 

Curriculum GLEÕs Monitor :  Click to draw a school based report of the GLE’s covered in 
the assignments and the average grade for the assignment.  Click the count to see the 
students with actual scores on the GLE based assignments. 

Curriculum Checklist:   A report for the teacher to review or show a supervisor the GLE’s 
covered in a given class.  Very nice for test preparation! 

Assignment Report: View or print the grades of an assignment with or without students’ 
names.  You can click on the Sidno  column heading and put it in numerical order. 

Assignment Statistics:  View or print statistics about all your assignments (number of points, bonus points, highest & 
lowest score, range, median, mean, and mean indicator).  You can select the columns to view/print. 

Grade Summary Charts:  Charts are available to compare grades by student, whole class, one assignment or all 
assignments. 

Grade book  Report:  Print out all of the grades in one section for a period.  This is the same as clicking the Printer  icon in 
the toolbar. 

Term Grades Report:  Allows the user to view or print grading period grades for the class, including the final grade. 

Student Progress Report:  Allows the user to print the progress report of a section for one or all students. 

Student Missing Assignment Report:  Print a list of students and the assignments that have not been posted. 
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Toolbar  
 
Tooltips are available for each icon.  Just hold your mouse pointer (without clicking) over each icon and an explanation will 
appear. 
 

 
Graduation Cap:  Gives the demographic information on a selected student.  The email of the parent/guardian is a 
hyperlink to start an email to that person. 

New:  Creates a new assignment dialog box 

Duplicate Grade : Creates a duplicate grade for an assignment or selected assignments. 

Drop/Restore Grade :  Drops the selected grade from being part of the average.  Reselect to make an active grade. 

Highlight Non -Posted Grades : Highlights the cells with missing grades. 

Recalculate Final G rade:  Recalculates averages for the current grading period.  Necessary if the maximum points 
possible on an assignment is changed. 

Save:  Saves the information to the server.  Click before leaving the class to go to another or before exiting. 

Print Grade book  Report :  Prints the grade book for the class. 

 

Post Attendance:  Brings you to JPAMS Attendance Module 

Discipline:  Click to post discipline referrals on a student in the class.  Permissions to use must be set by the district 
administrator. 

Seating Char t:  Shows student names and pictures.  Can be moved around to match the arrangement of the class. 

JGradebook Help  

Calculator  

 

Valid Grades  
 

1. Alpha:  Valid grades are A, B, C, D, and F. 

2. Numeric:  Valid grades are 0 to the Maximum Point Value  and can be decimal.  For example, you may opt to 
award a half point on a partially correct answer.  Thus, you can post a 95.5 providing the value is within the 
assignment’s total points possible. 

3. S, N, U Alpha:  Valid grades are S, N and U. 

4. S, N, U Numeric:  Valid grades are 0 – Maximum Point Value  and can be decimal.   

5. Other:  Valid other grades are E, I, P, R, W, X and blank.  These grades are always valid for any assignment.  A 
black assignment grade is equivalent to the E grade below. 

E Used to mark an assignment grade as exempt grade for a student and it is not counted as a part of the 
final marking period average. 

i Used to mark an assignment as incomplete.  The final marking period grade will remain as an I grade as 
long as any assignment has an I grade posted. 
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P Used in any assignment to signal the final marking period average as a passing (P) grade. 

R Used in any assignment to signal the final marking period average as a readiness (R) grade 

 

Maintaining a Printed Copy of Grades  
Note:  All system data for all years are backed up in several locations, but it is wise to print copies of a gradebook to 
provide a safety check of grade data.  Teachers are encouraged to print copies of the gradebook, particularly after 
entering a large number of grades and at key times (progress reports, end of grading period).  Keeping these printouts 
handy in a folder or in the class record book will help if there are questions of the validity of grade data. 
 
Print a Grade book  Report  for each class at progress report time. 
Print a Grade book  Report  for each class at the end of each grading period.  Attach this report to the Class Record Book 
or place in a secure folder. 
School office staff will print grade verification reports at the end of each grading period, prior to report card printing. 

a. Teachers review the verification reports for accuracy, incompletes, or missing grade averages. 
b. Teacher mark any edits needed and fix accordingly in JGradebook. 
c. Teachers sign/date grade verification report and return it to the office as confirmation that the grades are 

ready for report card printing. 
d. School office staff keeps signed/dated grade verification reports for each nine weeks on file in the office. 

 

 
 
 
 

Obtaining Help for JGradebook  

1. Talk to the JGradebook “expert” on the school staff.  This will resolve many questions. 
2. Email or call your district JPams Coordinator. 
3. Email JPAMS support at support@edgear.com.  Be precise in your description of the problem. 

4.  Call JPAMS directly at 800.509.7070. 

 

Viewing Training Vid eos for JGradebook  
 

 
¥ From you internet browser, go to :   http://edexec.com/ 
¥ Click on “Documentation” 
¥ Click on “Grades/Jgradebook” 
¥ You will then see a variety of training videos from which to choose. 


