
Instructions for School Admins to link Teachers and Students to Clubs and Sports for the WebPams/JCampus Messaging 
 
In order for teachers, coaches, and sponsors to be able to send SMS messages to their clubs or sports through WebPams, both 
the students and coaches and sponsors will need to be linked to the Clubs and Sports. 
 
Instructions for Linking Coaches and Sponsors to the Clubs and Sports: 

1. Open the “Clubs and Sports Manager” under “Student Master” and “Loaders”. 
2. Click OK on the setup box. (Leave the Clubs and Sports fields blank.) 
3. In the blank line at the top, begin entering the information in each column. 
4. Here is an explanation about each column: 

a. Type – select 01 for a club and 02 for a sport 
b. Code – select the code for the club or sport you are entering 
c. Grade Range – select the grades for students who may participate in this club or sport (if necessary) or leave 

blank for all grades 
d. Sponsor ID and Sponsor Name – click in one of these fields to select the teacher or staff member who is the 

coach or sponsor for this club or sport 
e. Title – enter a description for the club or sport if you would like to use something other than the default 

description in the “Description” column 
f. Permissions – not used currently 

5. Click the green save button in the last column on the right.  The screen will refresh and the new entry is added. 
Notes: You can enter the same club or sport code multiple times as long as you specify a different grade range for each one.  
For instance, you can have code “FTB” (Football) for 9th grade assigned to Coach Freshman, code “FTB” for 10th and 11th 
grade assigned to “Coach JV”, etc.  You can set the title for each one to say “Freshman Football”, “JV Football”, etc. 

 

 
 
Instructions for Linking Students to Clubs and Sports: 

1. To link students to a club, you will use the “Club Code Fast Loader” and to load students to a sport, you will use the 
“Sport Code Fast Loader”.  Both are under “Student Master” and “Loaders”. 

2. Both have very similar setup boxes.  You can use the Filter button to select specific grades of students or gender or 
specific classes.  For example, if all of your soccer players are in 9th grade and all in Mr. Smith’s classes, you can go to 
Filter and select the grade and then in the Class field, you can select all of the classes associated with Mr. Smith.  Using 
the filters in the setup box can help you load the clubs and sports faster. 

3. Once you have a list of students, both fast loaders work the same way.  Here are the help articles for each loader that 
gives specific info for them: 

a. Club Code Fast Loader - https://wiki.edgear.net/wiki/w/index.php?title=Club_Code_Fast_Loader 
b. Sports Code Fast Loader - https://wiki.edgear.net/wiki/w/index.php?title=Sport_Code_Fast_Loader 

4. To add a student to a club or sport, simply click in the blank area to the right of the student’s name under the “Add” 
column.  This will put an * (asterisk) in the column and then you can click the club or sport code in the list to the right. 

5. By default, the system sets the Begin Date to the first day of school and the End Date to the last day of school.  If you 
need to change these, you will need to do it before you assign the code to the student.  You can also blank out the End 
Date by clicking the month field and then clicking the blank line at the top. 

 
Once students are added to the club or sport code and the code has been assigned to a coach or sponsor, that coach or sponsor 
will be able to send messages to that student through WebPams on their mobile device! 


