
FACULTY FAWeb (Faculty Access for the Web) 
INSTRUCTION SHEET 

Use this link to login to the FaWEB:  https://48182faweb.blackbaudondemand.com/FAWeb7/Forms/
FAWebShell.aspx 
Create a favorite by using your web browsers “Favorites” or “Bookmarks” tool. 

LOGGING IN: 
Your login has been sent to you via email.  Please use the login credentials found in that email. 

Your login screen looks like this:   

  

You will be brought to the FaWEB home page: 

  

First you should change your password to something you will remember AND write it down.  

https://48182faweb.blackbaudondemand.com/FAWeb7/Forms/FAWebShell.aspx
https://48182faweb.blackbaudondemand.com/FAWeb7/Forms/FAWebShell.aspx


 To do this: 
1. Click on the Options Button here:    Choose “General”  

  

2. Create your new password in the fields provided: 

  

FAWEB HOMEPAGE: 
Confirm the Academic Year 



1. Click on “Home” in the green bar 
2. Your screen will look like this:        Confirm the Academic Year is Correct 

 

  
3. To change the Academic year: Select “Settings”  
4. Select the academic year from the drop down box 
5. Click OK 

  



  

Entering in your class description (Class Notes): 

You will need to enter in a class description for each of your classes. This is the description that 
parents see on their reports just above your comments.  
To do this: 

1)  Move your cursor over “Gradebook” and choose “Enter class notes”. 

  

2) Make sure you have the correct Marking column and class chosen. 
3) Begin typing the course description in the white space, notice you have spell check and 

format options in this box.  When finished click “save”. 
4) Feel free to enter descriptions for all of your courses.  If you need copies of what you used 

last year, please contact the registrar. 

Entering in grades and comments: 
1. Move your cursor over “Gradebook” and click on “Enter grades by class”. 
2. Your screen will look like this: 

  

3.  Click in the first cell under “QX Grade Not Ready” cell. 



4.  Type in the grade, Click “Save”. SAVE OFTEN, you will be logged out after 20 minutes of 
being idle 

  
5.  Enter in Comments by clicking on “Edit Comments” SAVE OFTEN, you will be logged out 

after 55 minutes of being idle. 

  

6.  Type in your comments and click “Save and Close”.  Note there is an option of having a 
mentor proof  

  



Reviewing grades and comments: 
1. From the Home Screen: Move your cursor over “Reports” and click on “Progress report” 
2. Your screen will look like this:         Select the “Marking Column”  
3.

  

4. Click on the Classes and Students Tab 
5. Select the Classes / Students to include 

 

  

6. Click on the Format Tab 
7. Select “Marking column comments”  



  

8. Click on the Preview Tab. The Students Grades and Comments will appear. 
9. Scroll to review or Select Print 

   

Marking Grades Ready For Registrar: 

1. To notify the Registrar that your grades are ready to post, you must mark them as “Ready.”  
Do not mark grades ready for Registrar until all edits are complete for the class(es). 

2. From the Home Screen: Move your cursor over “Gradebook” and choose “Mark Grades Ready 
for Registrar” 

3. Change the drop down box to “Ready” for the class(es) you are marking ready for registrar 
4. Click Save 
5. To Exit program click on “Exit” on the green tool bar. 



  

Other Features: 
To email a parent(s): 

1. From the Home Screen: Move your cursor over “Email” on the green tool, choose “Create a 
new email” 

  
2. Choose your school:  High School or Lower School 
3. Choose “Send email to :”  Student Relations  
4. High school faculty have the option of emailing Advisees family as well 
5. Click on “Classes” and choose which classes you would like to email 

  

6. Click on Students, choose “Selected” students or “All”.  If you do not see any students listed 
for the class, return to the “General” tab and uncheck the “Only include students 
considered currently enrolled in the class” 



  
7. Click on “Compose” 

  
8.  Fill in the From and Subject section and choose if you want to Cc anyone. 
9. You can personalize your email to parents by using their first and/or last name simply by 

clicking on the First Name/Last Name fields on the left like this: 



  
10.Select either “Submit” to send your email or “Save” to send at a later time. 
11.You now have the ability to be sure your email was sent and make sure nothing was 

returned. 
12.Click on “Email” choose “Undeliverable Emails” a list of bounced or undeliverable comes up 

for you to follow up.  Please let the registrar know if you get a returned email. 

Viewing Student Information: 
You will have the ability to view student information such as: 
Family relationship names, contact information, the student’s schedule, what activities they are 
involved in, completed progress reports and attendance. 

1.  Click on “Students” on the green tab 

  

2.  Click on the Students Name and their available information displays. 



  

3. Note that you can view a students schedule, conduct, faculty notes and what they can see if 
they are utilizing the NetClassroom functionality. 

 

MISCELLANEOUS 

Alerts: 
This will remind you of what tasks might need completing. 

Other Tasks: 
There is a LOT of functionality that is available to you.  Feel free to review these areas, 
learn about them and use them if you wish.  The only plan for this program right now is for 
reports and another useful tool to communicate with your families.  Please keep in mind, if 
you wish you can easily create and share assignments, post articles for parents to read and 
share class messages. 


