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For  each  Course/Section 

1. Enter assignment grades – Save often 

2. Missing 9-week grades – PEIMS clerk  

3. Click  Post to Report Card  each class 

4. Enter  Comments – Conduct – Effort 

6. Enter  Character Development 

7. Finalize  gradebook  only  at very end 
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Online  Handouts 

http:// webclass.org 

Report Card 
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MyEPISD  Login 

Login 
Username – Password 
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TEAMS  Login 

Click  TEAMS 
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Gradebook  Login 

 User ID:  EPISD  username 

 Password: EPISD  password 
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Access  Gradebook 

Pull-down 
Teacher 
Menu 
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Access  Gradebook 

Select 
Enter Classroom Grading 
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Open  Course / Section 

1. Double-click on desired section to open 

2. No longer highlight section and click  

Select 
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Select  NW  Tab 
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Missing  Grades 

• TEAMS will not calculate 9-week 

 grade average with  NG  or  blank 

• Click “L”  (Link)  in gradebook for 

 missing transfer grades 

• Options for  receiving teacher 

1. Use grades intact from sending teacher 

2. Use only averages from sending teacher 

3. Discard all grades from sending teacher 
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Save  Often 
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Select  NW  Tab 
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Click  Post  to  Report  Card 

• Copies student grade averages 
 into  Report Card  tab area 
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Click  Post  to  Report  Card 

• Click  OK  on Alert message 
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Click  Report  Card  Tab 
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Report  Card  Tab 

Nine Weeks 4  

appears in first 

column position 
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Ignore  Proj  Column 

Ignore Proj Column  

Displays average for 

NW1 – NW2 – NW3 

Not  NW4 
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Save  Often 



T E A M S 
 Gradebook 

─────────────────── 

Show 
Comments 



23 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Show  Comments 

Select Filter:  Show Comments 
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Show  Comments 

Gray area shows 

grades and comments 

NW1 – NW2 – NW3 
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Show  Comments 

Use one comment 
Two comments per 

student does not fit 

on report card form 
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All  Comments 
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Individual  Comments 
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Comment  Values 
10  Always Prepared 21  Did Not Turn in Work 

11  Cooperative 22  Disrespectful in Class 

12  Excellent Student 23  Disruptive Behavior 

13  Great Attitude and Effort 24  Does not Follow Instruction 

14  Great Improvement 25  Excess Absences/Tardies 

15  Hard Worker 26  Inattentive in Class 

16  Improving 27  Parent Conference 

17  Participates in Class 28  Poor Test/Quiz Grades 

18  Positive Attitude 29  Tutoring Recommended 

19  Uses Time Wisely 30  Unprepared for Class 
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Conduct  and  Effort 

Select Filter 

Show Comments 
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All  Conduct 
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Individual  Conduct 
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All  Effort 
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Individual  Effort 
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Save  Often 



T E A M S 
 Gradebook 

─────────────────── 

Character 
Development 



37 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Character  Development 

Select  HR – Home Room 
• For report card 

• Not progress report 
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Character  Development 

WOR Completes work 

LIS  Listens 

IND  Works Independently 

OTH Works well with others 
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WOR – Completes  Work 
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LIS – Listens 
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IND – Works  Independently 
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OTH – Works  Well  with  Others 
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Absences  by  Nine  Weeks 

Select  HR – Home Room 

Not a course/section 
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 Show  Attendance 

Select Filter: 
Show Attendance  OR 

Show Attendance and Comments 
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 LTR  Column 

LTR column 
Shows absences 

by nine weeks 
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Save  Often 
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Class  Assignments 
Report 
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Click  Reports 
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Class  Assignments  Report 
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View  Report  Immediately 

PDF Report may take 

10 - 20 seconds to generate 
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View  Report  Later 

Select  My Report Profiles 
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Select  Report  Queue 
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Select  Desired  Report 
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Sign  Out 
 



56 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Sign  Out 
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Online  Handouts 

http:// webclass.org 

Report Card 
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TEAMS  Sign-In 

http://  webclass.org 

Click  Attendance  link 
• Complete form 
• Click  Submit 


