
WELCOME TO RENWEB
THE STUDENT MANAGEMENT SYSTEM OF CHOICE

-TEACHER’S STEP BY STEP INSTRUCTIONS ENCLOSED





STEPS TO LOG IN

On any browser (phone, tablet, computer) go to RenWeb: Factsmgt.com

Click on SCHOOL LOGIN and choose RENWEB1

Note that RenWeb University options have RenWeb tutorials available for 

your viewing

Enter your Login information:

District Code: JC-JAM

Username: JC email address

Password: abcd1234 

(this default password can be changed by you after

logging in) 





This is your Home Page
Menu button on top left



Click you initials on the right to change the password



Menu options for Teachers

The Main Menu options to 

be used are:

1. Classroom – for 

attendance, grades 

and homework

2. Communications –for 

emails through 

RenWeb

3. Report Manager for 

reports





Classroom - Attendance

When you choose 

‘Classroom’ the default 

view is the Attendance 

register.

1. Click on the TERM 

bullet (Date only 

shows classes you 

teach that day)

2. Search for or Click 

on the class you 

wish to 

view/update.



Classroom – Marking the Attendance

Marking quickly

1. Change the date

2. Click on the code, 

Then click beside 

the student or click 

‘Fill Code’ and all 

students will get 

the code 

underlined.

3. If you change 

‘day’ to 
week/month/term you 

will loose the ability to 

FILL.

4. P=Present, 

RS=Representing 

School, L=Late, LE=Late 

with excuse, AU=Absent 

no excuse





Classroom – Menu

Classroom related 

Menu is on the right 

side. Click the 3 lines.

Most useful:

1. Gradebook for the 

grades

2. Attendance for the 

attendance

3. Communications

for emails

4. Lesson Plans to 

load homework

5. Report Card for 

Exam grades (once 

per term)



Classroom – Updating the GradeBook

GradeBook.

Initially will be blank.

Set up the column 

headings for each 

grade set.

To set up the heading:

1. Click the PLUS
2. Choose the category 

(CW-Classwork, HW-

Homework or TEST)

3. Titles are to start 

with the category 

e.g. “HW –Devices”

4. Description –more 

details

5. If the mark is not 

out of 100, then 

state.

6. SAVE

SAVE
(Click orange 

diskette)



Classroom – Entering Grades

Entering Grades

1. After the headings are set 

(at least one CW, one HW 

and one TEST per term).

2. Enter the grades under the 

column.  If total marks was 

30, then enter how many 

point of 30 the student got. 

(similar to Excel column of 

data)

3. Do not leave grade cells 

blank.  Enter a code if 

there is no grade.  This will 

explain why.

4. Note that this is a weighted 

average: CW=25% 

HW=25% and TEST=50%





Setting Homework

To set homework for Parents 

and students to see:

1. Choose ‘Lesson plans’ 

from the classroom menu 

(right side)

2. Click on date the HW is 

being shared

3. Type or copy and paste, 

the homework in the 

‘Web Homework’ 

section.

4. Note –’homework drop’ 

option is for when the 

student uploads 

homework from the 

parentweb.



Setting Homework

To set homework for Parents 

and students to see:

1. Homework can also be 

uploaded from your 

personal device by clicking 

on ‘Upload document’

2. Click ‘Choose File’ and 

select the document you wish 

to upload

3. Once file is uploaded, 

click ‘Save’





Emailing - Communications

To send emails:

1. Communications –

from the main menu 

(left) for emails 

through RenWeb

2. Compose the email. 

(a) tick to have copy 

to self (b) start the 

subject with “QA 

Message: xxx”

3. Create the body of 

the email (attach files, 

include links, include 

images. Whatever 

you need.

4. Then Click ‘FILTER’



Emailing – Communications - Filter
To send emails:
1. Communications –

Compose, then click 

FILTER to choose the 

recipients.

2. ‘Students’ would be the 

choice for the student 

and/or parent’s 

attention.

3. Choose the students and 

click the arrows in the 

middle. >> for all 

students in the group. > 

for the selected students.

4. Choice can by year 

group, or class. Very 

flexible.

5. Important: tick CUSTODY 

for parent, STUDENT (at 

the bottom) if a copy is 

to go to the student and 

STAFF (if a copy is going 

to another staff member)



Emailing – Communications - Recipients

To send emails:

1. Communications –

Recipients tab (after 

the filter is completed)

2. Here you will see who 

will, in fact, be getting 

the emails. Note those 

who have no email 

address, parent or 

child.

3. Then click SEND 

MESSAGE (top right). 

Indication that it is 

sending will be seen.  

Wait before moving 

from the page, to see 

that it is sent.



Closer to the end of the term, instructions for 

putting in the Exam grade, comments and Skills 

Grades, will be shared.

Enjoy RenWeb! It is Awesome!




