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<School Name> | 2000 Daniel Island Dr, Charleston, SC 29492
Phone: 1.800.443.9441 ( Website: www.blackbaud.com

Sample Information Sheet for Users
About the Sample:

In this document, you can find a sample of what to provide students and parents when they get started with NetClassroom. We recommend you delete this first page and update the information sheet with a custom header, footer, and your school’s information. We highlighted content in yellow content that needs special attention. 

<Today’s Date>
Dear <Customized Name>,
Welcome to NetClassroom! We are excited to offer you online access to academic information, such as daily grades, attendance, conduct, report cards, class details, and more. <Update the list with the features available to your users> Before you use NetClassroom, we recommend you review the basic features including how to keep your information secure.
Getting Started in NetClassroom
We respect you and your family’s privacy. With your unique NetClassroom user ID and password, if you are a parent, you can view the academic records for your children only. Other users cannot access your family’s information. If you are a student, you can view your academic records only. Other users cannot access your student information. 
How Do I Log In? 
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Open one of the preferred Internet browsers compatible with NetClassroom, such as Microsoft Internet Explorer, Mozilla Firefox, or Google Chrome. Navigate to:
http://webservername/NetClassroom7/  <Update the location of your NetClassroom address>
The NetClassroom login screen appears. Enter the User ID and Password listed in the attached letter. For security purposes, do not share this information with anyone. 
<Omit the following Change Password information if you do not enable users to change their passwords.>
If you need to change your password to one you’ll remember better, from the navigation bar, under My Settings, click Change password. 


You can enter a maximum of 20 characters. 

	Password Tips

· Do not enter a password others can easily guess. 

· Do not use a family name in any form (first, middle, last, maiden, spelled backwards, nicknames, initials, or the name of your pets).

· Do not use any part of your user ID.

· Do not use common words like Joe, dog, beach, or password.

· Do not use a phone number, office number, fax number, address, birthday, or anniversary.




Customize Your Home Page
On your Home page, you can view important daily information such as your latest grades, class assignments, class announcements, and your schedule. In the left navigation bar, you have access to important tasks and school announcements appear. 
To change your Home page settings, from the navigation bar, under My settings, click Customize home. On this page, you can customize the following:

· The marking column to use for your latest grade averages.

· You can show or hide your class announcements.

· You can show or hide your latest assignment grades. Then, you can decide for what timeframe you want to see, such as today’s grades, this week, last month, and more.

· You can show or hide your class schedule. 
· You can show or hide assignments due and then select how many days to show. We recommend you show at least the next 3 days. <Update with your school’s recommendations.> 
· Then, select which events you want to see on your calendar. We recommend you show your classes, assignments, and holidays. <Update with your school’s recommendations.>
What Can I Do in NetClassroom?
The navigation bar at the top of every page is how you access all your student information and tasks in NetClassroom. In the following tables, review what you can do and where you can find important school information.

<Update the following tables with the features you enable and disable for students and parents.>
	Classes
	

	Class Details
	For each of your classes, you can see class announcements, class documents, class assignments, and class marking column grades. You can also see your teacher’s contact information. To contact the teacher, on the Class details page, click the teacher’s name.

	Assignments List
	View all your current class assignments.

	Assignments Calendar
	View all of your assignments on a calendar. You can select day view, week view, or month view. Also, you can filter your calendar by class or by category. 

	Attendance
	Review your attendance information by day or by class. 


	Grades
	

	Graded student work
	For each marking column, you can see your assignment grades and category averages for each class. 

	Averages
	For each class, you can see your marking column grade average.

	Report card
	When ready, you can review the most recent report card.

	Transcript
	When ready, you can review the most recent transcript.

	Graduation Requirements
	Review your progress on the requirements of your diploma. 


	Registration
	

	Course Catalog
	View the classes that we offer. You can filter the course catalog by academic year, session, term, department, and grade level.

	Schedule
	View your class schedule.

	Enroll in classes
	Enroll in your classes for the upcoming academic year. <Update Enroll in classes and enter course requests with what type of registration your students use.>

	Enter requests
	Enter course requests for the upcoming academic year.

	Approve course requests
	If you are a student’s relation, review and approve your student’s course requests for the upcoming academic year. 


Billing – Review the most recent billing statement.
Conduct – Review conduct infractions including the consequence information.
School Calendar – View the school calendar which includes school holidays, field trips, exams, and more. <Update with what information your students can see on the school calendar.>
	My Settings
	

	Customize home
	Change your Home page settings.

	Change address
	Update your primary mailing address.

	Change password
	Change your NetClassroom password.

	Security questions
	If you forget your NetClassroom password, you can reset the password yourself with security questions. On this page you can review and update your security questions.

	FAQ
	Learn the answers to frequently asked questions about NetClassroom. 


When Can I Use NetClassroom?

You can log into NetClassroom between 06:00am and 02:00am every day, including Saturday and Sunday. <Enter the hours your school’s database runs.>
Questions?

If you have questions about NetClassroom, contact <enter school’s NetClassroom contact here> at <email address> or <phone number>. 

Sincerely,

<Enter School’s Administrator information here.>
