
HeadMaster Training Manual - Page 2 

Table of Contents 

 

Getting Started 

HeadMaster Support ................................................................................................4 
Setting Up User Administration...............................................................................5 
Managing your Drop-down Lists..............................................................................9 
Setting Up Options .................................................................................................10 
Setting Up Zip Codes ..............................................................................................15 
Setting Up Immunizations ....................................................................................20 
Managing Teacher Information ............................................................................20 
Managing Student Information..............................................................................23 
Managing Behavior.................................................................................................34 
Creating Correspondence ......................................................................................38 
 

Attendance Features 

Setting Up Grade Levels .........................................................................................43 
Post School Attendance .........................................................................................44 
Class Attendance.....................................................................................................47 
Setting Up Subjects................................................................................................50 
Setting Up Classes...................................................................................................52 
Creating Student Schedules....................................................................................61 
Posting Class Attendance ......................................................................................68 
Using Check In/Out................................................................................................71 
Calculating Attendance...........................................................................................76  
Viewing Attendance................................................................................................76 
 

Grading Features 

Have you set up the following?..............................................................................82 
Setting up Default Assignment Types ...................................................................82 
Setting up Assignment Types by Subject ..............................................................84 
Creating Assignments............................................................................................88 
Posting Grades ........................................................................................................97 
Setting up Skills ....................................................................................................101 
Posting Skills.........................................................................................................107 
Calculating Grades................................................................................................112 
Generating Skills & Progress Reports ..................................................................115 
Generating Report Cards......................................................................................119 
Updating Permanent Records ..............................................................................121 
Generating Transcripts.........................................................................................121 
 

Retrieving Data from HeadMaster 

Customizing Grids ................................................................................................123 
Utilizing Searches .................................................................................................130 



HeadMaster Training Manual - Page 3 

Using HeadMaster Reports .................................................................................. 133 
HeadMaster Online .............................................................................................. 135 
 

HeadMaster Billing 

HeadMaster Billing Set Up................................................................................... 137 
Assigning Billing Codes ........................................................................................142 
Entering and Posting Invoices..............................................................................144 
Entering and Posting Payments ...........................................................................150 
Billing Reports ......................................................................................................160 
 

Classroom Manager 

About Classroom Manager ...................................................................................162 
Classroom Manager Calendar Tab .......................................................................162 
Accessing Individual Information........................................................................166 
Posting School Attendance ................................................................................... 167 
Posting Class Attendance using the Class Attendance Assistant.........................169 
Posting Class Attendance using the Seating Chart ...............................................171 
Managing Lesson Plans ........................................................................................ 173 
Setting Default Assignment Types ....................................................................... 175 
Creating Individual Class Assignment Types....................................................... 176 
Adding Assignments .............................................................................................180 
Copying Assignments ...........................................................................................192 
Entering Assignment Grades................................................................................ 195 
Entering Skills Grades ..........................................................................................199 
Adding Behavior .................................................................................................. 203 
Creating Correspondence .................................................................................... 205 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


