
Instructions for Teachers using the WebPams/JCampus Messaging 
 
Notes: 

- Currently the messaging feature is available from mobile devices. An option will be added to the teacher gradebooks 
soon. 

- This messaging is 1-way meaning that recipients cannot reply to the texts. 
- Teachers will automatically see any classes they are linked to in the Master Schedule for their school. When students are 

added or dropped from a class, that goes into effect immediately. 
- If a teacher is a coach of a team or a sponsor for a club, those sports and clubs will need to be setup by an administrator 

at their school and then they will see them in their list to message. Instructions for this process have been sent to the 
principal and school technologist for each school. 

- Since the messages come from a “generic” number, I would suggest starting the message by addressing who it is going 
to and ending it by signing your name. For example, I might start a message by saying “Hello, OPSB teachers.” and I 
would end it by putting “Thanks! Jason Ambrose”. 

 
Instructions (screenshots are included below and on the 2nd page): 

1. On your mobile device, go to the opsb.net home page. 
2. Tap on the 3 lines in the upper right and scroll down to “Staff Links” and “WebPams Gradebooks”. 
3. From here, you can add a shortcut to the login screen to the home screen on your mobile device. In Chrome, tap on the 

3 dots in the upper right and tap the “Add to Home screen” option. In Safari, tap the share button in the bottom of the 
screen and tap the “Add to Home Screen” option. You can name the shortcut and you can simply tap that shortcut from 
now on and skip steps 1 & 2. 

4. Login using the first part of your email address and your email password (just like you login to WebPams on your PC). 
5. Tap on the “Initiate Message” button. 
6. Tap on the class, sport, or club you would like to message. 
7. Type your message into the box. 
8. If you would like to preview the message, you can click the “Preview” button and enter your own 10-digit cell phone 

number and send it to yourself (it can take several seconds for the text to come through in some cases). If the message 
looks good, you can click the send button and it will go out to your class, sport, or club or you can click cancel and go 
back and edit the message. 

9. If you do not want to preview the message, you can simply click the “Send” button. 
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