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Welcome to Ignitia Teacher!

Your administrator provided you with a Login ID, password, and URL, probably in the format
“https://yourschoolname.owsoo.com” to access Ignitia As soon as you go to that site, you see a
screen similar to the one below.

Ignitia has three modes, or applications; Administrator, Teacher and Student. The Login page for
each looks the same. Your Login ID and Password used direct you to the correct mode.

Username

Password

About  Terms of Use

Below the Login box, you see three links, About, Help, and Terms of Use. These links are on every
page in both the Administrator and Teacher modes. Let’s quickly walk through each of those links,
starting with About.

About

The About page is where you find the active Ignitia Version number. You can also find this
information in the Copyright bar at the bottom of every page in the application. This page also
gives you a link to contact our school setup team and access to the Teacher and Student
Overviews of Ignitia.

Help

This link is where you find the Admin, Teacher, and Student Quick Start and User Guides. You
can also find links to our Technical Support database of frequently asked questions, as well as
email and telephone contact information for Tech Support.

Terms of Use
Clicking this link allows you to access a copy of the “End User License Agreement”.

Once you login, you see these same three links in a bar across the bottom of every screen in the
application, along with one additional link, Feedback.
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Feedback

The Feedback page enables you to send the Ignitia team suggestions, or issues you may encounter in
the product.

When you click the Feedback link, a window like the one below opens.

The top section includes
instructions about
completing the form and
an example of a
completed form. Please
complete the form at the
bottom of the page.

Feedback x

‘We value you as a custormer and appreciate the time you take out of your schedule tao
infarrn us of any suggestions or issues concerning our materials.

Multiple issues should be submitted separately.

Name: automatically

fI”ed |n for you YOU can 1. Enter vour comments in the box below, Clearly describe the situation you are
. encountering,
type over thls If you 2, Be zure to include:
need to change it. ® Subject
o Grade
Email: the address we ° Enit
o Lasson
use to Send you the 3 You rmay also copy and paste the URL address for the page vou are writing about,

issue number and
respond to any

- Marme . .
guestions you have fedmin admin
regarding the issue. Email
Phone: A number Phone
where we can contact

Feedback

you about the issue, if
necessary.

Feedback: Please use
this space to give us as
much information about
the issue, suggestion, or
problem as you are
able. If thIS iS an iSSl_,Ie Wwe will reply to vou shorkly, Be sure to provide = valid email addresz and phone number
you are experiencing in caze we have to contact yvou for additional information.

Wh”e |n the appllcatlon, For a status update or if you have any further concerns regarding this matter, contact
we need the SubjeC'[, technical support at (877) 251-66862,

grade, unit and lesson, Thank you,

(copy and paste the Ignitia™ Feedback Team

URL address into this

area) along with cancel | Send
detailed information =

describing the issue you
are experiencing.

Click Send to submit the form to our development team or Cancel to discard the form.
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Home

After you login as a teacher, the first page you see is your Home page. Notice the box across the
bottom of the page? This is where you find the links we just discussed on all subsequent pages in
Ignitia Teacher.

Copyright @2010, Glynlyon, Inc, All rights reserved, About Help Terms of Use Feedback WVersion: 2.0.0_bl70

Let's take a look at the top banner of your Home page. This banner remains consistent, no matter what
page you are on in the application. You can always see the hame of your school and your login name.
Additionally, there are two links on the right-hand side of the banner:

I 4 3

New Fralues @
Logged in ssa Abbott My Preferences Logout

Chi Bh

Home | Assignment Alerts | Students | Course Enrollment | Gradebook | Courses | Reports | Messages

Above the Ignitia logo, you see a gray New Features button. Clicking this expands the window to
display a list of new features and a link (the More button), where you can see previous updates and
changes to the application. If you do not want to see New Features button on your screen, click the
button once to expand the window once and click the checkbox beside “Hide this bar when I close it”.
You can always see the New Features and Updates again by clicking the Version number in the lower
right-hand corner of your screen.

The New Features button reappears each time Ignitia has a new release.

welcome!

We've recently made some important enhancements to our program,
You may have noticed some of them already. We hope all of them make your
experience better than ever,

Three Major Enhancements

« Mew Features Motification - you're looking at it! For more infarmation, click on
the MORE buttan,..

« GoTo - easily move from one screen to another while keeping the student vou
are currently waorking

« Grading for Lessons, Tests, and Quizzes with a combination of auto-graded
and rmanual-graded gquestions has been greatly improved!

I:l Hide thiz bar when I close it,

More

Hew Fealues @
Logged in as: Melissa Abbott My Preferences Logout

Chi Rho

Home | Assignment Alerts | Students | Course Enrollment | Gradebook | Courses | Reports | Messages
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Preferences

Appearance tab — Click this x
tab to modify your Theme
or Background. (You can

Only do th|S If your admin Theme excite-bike [Change]
has permitted It) Modifies the look of the application

Change Password tab —
Click this tab to change your
password. (You can only do
this if your admin has
permitted it.) Madify the background of the

application
Click the Save button to
retain the changes you
made. Click Cancel to
return to your Home page

and discard any E3

modifications.

Background

4

Logout — allows you to easily logout from anywhere in the application.

New Fraluez @)
Lagged in as: Melissa Abbott My Preferences Logout

Chi Phe

Home { Assignment Alerts | Students | Course Enrollment | Gradebook | Courses | Reports | Messages

Another area that remains constant across all of the pages in Teacher mode is the row of tabs across
the top of the page, enabling easy access to all functionality within the application. This guide walks
you through each tab and the corresponding functions and features available when you click each
one.

lm:ignmem Alerts lstudent: Icuur:e Enrcllment IGradehunh I Couries Imepnrt: lHe::age:

4/3/2012 6




@ Ignitiam Teacher User Guide

Let's begin on the far left with the Home tab.

ssa Abbort My Preferences  Logout

/ T
{ "; Ign Itla Chi Rho Academy

Home | Assignment Alerts | Students | Course Enrollment | Gradebook | Courses | Reports | Messages

Home
Ask and it will be given to you; seek Actons

and you will find; knock and the door Student Title etiase
will be opened to you. For everyone

who asks receives; the one who seeks  Mariz Baraga Project: Conflict of Interest Help Requested
finds; and to the one who knocks, the
door will be opened. Matthew 7:7

Kari Schulz The Head and Crown of CreaGrade Assignmient

In the morming, LORD, you hear my voice; in the  |Peyton Culver Quiz 1: Toward French ColorUnlock Quiz

morning 1 lay my requests befare you and wait

Madeline Carlisle Evaluating Enpressions  Yiew Bloched Assigpment
expectantly, Psalm 5:3

Peytan Culver Essay: The LLS, Policy for V Grade Assignment

Kari Schulz Activity: Interviewing an OliGrade Assignment v
< b

[10 & Migw 1 -7 of 7
New Messages
Concurrent Student Licenses Purchased 150000 Date Frinm Subject
8/8/2011 | Schulz Kari Health?
April 2012 % lII T
8/8/2011 |Baraga, Maria Help Meeded - Project: Conflict of Interest - |

Sun | Mon | Tue | Wed Thu | Fri | Sat 7/29/2011 | admin, admin Course Schedules

T/292011 | Syman, Alen History Project

2z 23 24 25 26 27 28 10 & Wiew 1 -4 of 4

29 20

Copyright @2010, Glynlyon, Inc. Al rights reserved. Server: do71  About Help TermsofUse Feedback Version: 2.2.1.1

Your Home page has several panels:

1. Message of the Day — think of this as your announcements bulletin board. Your administrator
controls what displays in this panel on the Home page of everyone who has a login to your OW
installation.

2. Calendar — your school calendar displays in the panel on the left side of the Home page. At the
top of the calendar you can also see how many students are currently logged in at the current time.

3. Actions — displays assignments needing to be graded by the teacher and messages sent when a
student uses the Help button on an assignment problem. Shows the student name, the
assignment type and title of the assignment needing to be graded; or the date, student name and
subject of the message if a help request. Click the linked message to go directly to the question to
be graded. Remember to check the question numbers for an asterisk (*). This is a reminder that
guestion needs manual grading.

Clicking a Help request takes you to the first help request in the assignment.

Clicking an Unlock request allows you to unlock a quiz or test the student left, without submitting it
as complete, and then tried to reenter within a two minute window.

When the student attempts to reenter the quiz or test within this two minute window, he or she is
presented a pop-up box asking if they want to submit the score they currently have on the quiz or
test, or if they want the teacher to unlock it so they can complete the quiz or test. The choice to ask
you to unlock it generates this action request type.

Clicking an Access Blocked Assignment request takes you to the failed assignment.

If you are not assigned a course, this area will be blank.
Consider this as your reminder to check the Gradebook or Message Inbox.
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4. New Messages — shows you a listing for each new, unread message in your OW Inbox. You see
the date each message was sent, who sent it, and the subject line of the message. Click a new

message to open the message.
Assignment Alerts Tab

The Assignment Alerts tab displays a page with a list of all student assignments with a status of
“completed”, “graded”, “assigned” or are overdue. Assignhments requiring manual grading appear on
your Home tab in the Actions block and on the Action Required page under the Gradebook tab.

Hnme

Show Progress for |past 5 days % |and For | my students s

RN

5|:I|ool Setlmg: Teacher.l'mlmln Studen‘l: I'aren‘l: Courie Enrollment Gradebook Courses Reporn Henage:

ARSI A SRR

S0 W

Teacher Student Course Unit Tite Type Campu: | Actvity Date Status Attempts Score
Jelect W Felect w
admin admin Megan Tanner Earth Scienc 1 4. Competing Perspe LESS0ON Al \3‘ 0920 8:374M| Graded  » 1/MaE  78.9%
admin admin Megan Tanner Earth Scienc 1 2. Introduction to E: L ESSON Al i 02/20 3:2948M| Graded W 1/MaE  B5.7%
admin admin Maria Baraga English I (2C 2 20. Review LESSOHM Al y 09720 1:02AM| Mot started Ju] 0%

Wiew 1 - 3 of 3

You can choose to view a list for just today, or up to the past seven days. Just

the Show Progress for drop-down list to make your selection.

Use the drop-down list to the right of Show Progress list to filter the display to
all students or only students assigned to you.

There are 12 columns across the top of the Assignment Alert page. You can

on any column with the arrowheads beside the column header.

use
today W
I_pagt 2 days show
past 3 days
past 4 days
past 5 days
past & days sort

ast 7 days

For example, you can sort by Teacher, Student, Course,or Assignment Title. Currently the list is

sorted by Teacher in descending order. |
know this because the downward facing
arrowhead to the right of Teacher is
darker than the other arrowheads.

4/3/2012
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You also see three symbols in the Activity column (and in the upper right corner of the page):

tells you the assignment is graded
A lets you know the assignment is past due
+ indicates the assignment has been reassigned to the student

- indicates the student was not able to achieve a passing grade on the assignment in the
maximum number of attempts allowed.

You can sort by these activity symbols and the Status as well.

Using the blank textbox below the column headers, | can also narrow the list to display a specific
teacher, student, course, or assignment title by entering the first 3 or more characters of the name |
want in the textbox below the column heading.

Let’s take a look at the columns starting on the left.

Teacher Name

Student Name

Course Name

Unit number

Assignment Title

Assignment Type

Campus ID

Activity (Graded, Reassigned or Overdue)

Date the assignment was submitted as complete

Status of the assignment - Assigned, Graded, Not Started (you may see this on overdue
assignments). Assignments with these three status codes are the only ones you will see
displayed on this page.

e Attempts

e Score — assignment score

You can adjust the width of the columns by hovering your mouse over the line to the right of each

- . . it <+ (T . .
column header until it looks like this: o " @ When your cursor looks like this,

click and holding your mouse button down, drag the column to the width you prefer.

You can click any assignment title to go directly to that assignment.

You can also change the status of any assignment in the list by clicking the drop-down
arrow beside the status displayed. The choice you see may differ depending on the
current status of the assignment.

If an assignment shows the status as “Assigned” you can either mark it “Complete” or sssigned

“ i ” Completed
Sklpped ' Mot itarted

Assignments with a status of “Graded” can only be reassigned. Do this by changing Graded

the status to “Assigned”. Skipped

Assignments showing a status of “Not Started” may be changed to “Assigned” or “Skipped”.
Any assignment you change to “Skipped” drops off your list when you refresh your screen.

All assignments over five days old automatically drop off the list.

4/3/2012 9
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Roles and Functions of the Teacher
Your administrator selected your role; teacher or super teacher, when creating your account.

Teacher Super Teacher

Sees only students enrolled in classes hel Sees ALL enrolled students.
or she is assigned or students he or she
added or registered in the program.

Can perform the functions allowed by the| Can perform the functions allowed by
admin (student maintenance, add the admin (student maintenance, add
students, assign courses, create/edit students, assign courses, create/edit
courses) ONLY for students enrolled in | courses) for ALL enrolled students.

assigned classes.

Your administrator also chose the functions you would be able to perform in the role assigned:

Student Maintenance - enables you to edit students (change permissions, modify name)

Add Students — allows you to create a new student and assign them to a course with you as the
teacher.

Assign Courses — permits you to assign any course to any student you can see. This includes
assigning students to courses taught by other teachers.

Create/Edit Courses — makes it possible for you to create a custom course or edit a custom course
created by another teacher or admin, who has allowed others to edit their custom courses.

Change Thresholds and Weights — lets you change assignment type grade weights and pass
thresholds for students.

Students

This page displays the list of students. There are several ways to filter or sort the list of students. You can
filter the list using the View: dropdown on the top line, immediately below the Registration tab. You can
select to see only students enrolled in courses you are assigned (My students). What you see when you
select all students depends on your role. If you are an admin or super teacher, you see all students
enrolled in your school. If you are a teacher, you see only students enrolled in courses assigned to you
and students you created.

You can display active students only (the default), inactive students, or all students (the combination of
active and inactive students). Use the drop-down menu in the Active column to see the inactive or all
students.

Remember, the students you see depend on the role assigned. Super teachers see ALL students
registered in the school’s application. Teachers see ONLY the students assigned to a course assigned to
them. Either way, the list of registered students can get long, so we provide ways to easily locate the
student you want.

Search Capability

Notice the row immediately below the column headings (Online, Active, etc.). You see blank text boxes
on this row in most of the columns. These are search filter boxes. Start typing in any of these boxes and
the system begins filtering the list for you to meet your search criteria. This functionality is available on
several other pages in the application as well. When you see the blank text boxes immediately below the
column headers, you can use them to filter your list.

4/3/2012 10
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As we walk through what is on the Student Registration page, remember, you may not see all of the
options, depending on the functions your administrator assigned to you.

Before we walk through creating a student let’s look at some of the options Ignitia provides. It is
important to realize the system is set up at two levels, school and student. If the administrator did not
allow an option at the school level, it cannot be changed at the student level by a teacher regardless of
permissions.

Student Options

Threshold Settings — there are several:

Lesson Pass Threshold: the percentage students must achieve on lessons to continue to the
next lesson in the course.

Quiz Pass Threshold: the percentage students must achieve on quizzes to continue to the next
assignment in the course.

Test Pass Threshold: the percentage students must achieve on tests to continue to the next
assignment in the course.

CRx Pass Threshold: the percentage students must achieve on pre-tests to test out of a unitin a
CRx mode assigned course.

CRx Pass Threshold applies only to the original test for each unit of a course assigned in CRx
mode.

CRx (or prescriptive credit recovery mode) is a way for you to assign a course in which students are
presented with a pre-test for each unit in the course. If the student achieves a score at or above the
CRx Pass Threshold, the other assignments in that unit are skipped and the student is assigned the
pre-test for the next unit in that course. As long as the student achieves the CRx Pass Threshold,
the assignments are skipped and the next pre-test is assigned. The score achieved on the pre-test is
the unit score.

If the student does not achieve a score at or above the CRx Pass Threshold, the assignments in the
associated unit are assigned to the student. There are several points to be aware of when this
happens:

1. The normal Lesson, Quiz and Test Pass Thresholds apply for all assignments.

2. Quizzes and the post-tests are treated as they are in any other course; meaning students
have the maximum number of attempts set for this course to complete a quiz or test and the
score they achieve is the recorded score.

3. The score for the pre-test is discarded and the unit score is the cumulative of all lessons,
quizzes and the post-test for the unit.

If you have permission to change the thresholds, the Personalize Thresholds checkbox is enabled.
You must check this box to enable any of the Pass Threshold textboxes, where you can then
change the settings for this student. If you have permission to change the pass thresholds, you can
also change the maximum attempts and the block assignment type features.

Maximum Attempts: For each pass threshold setting, except CRx, there is an associated Max
Attempts field. You can change the default setting for a student in a specific course. If the student
fails to achieve the pass threshold for the assignment type, he or she is automatically reassigned that
assignment. You have two options if the student fails the maximum number of times you allowed. The
student continues in the course and takes the failing grade or you can block their progress in the
course until you review the assignment and decide on a course of action.

4/3/2012 11
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Block Progress: Again, for each pass threshold setting, except CRX, you see an associated Block
Progress field. If you check this box, once the student has failed the assignment for the maximum
number of times you allowed for this course, he or she cannot continue in the course until you permit
it. A message appears on your Home page in the Actions block, as well as on the Action Required
page. The Grading page displays a checkmark in the Block column for the next assignment and the
failed assignment shows “max” after the number of attempts, for example 3/max.

Weighting: this function allows you to set different weighting percentages for student assignments;
lessons, projects, quizzes, and tests. The total of the four must be 100. You can set one or more or
assignment types to 0, but we do not recommend doing this, especially for projects, as all custom
assignments are projects, so would carry no grade weight. You must click the Personalize Weights
box to enable the individual assignment weight textboxes. If the Personalize Weights box is grayed-
out, you cannot change the weighting percentages.

Review Test Quiz: permits the student to view completed tests and quizzes, including their answers.

Student Answer Key: enables students to see the answer key in completed assignments only.
Enable Grading View: permits students who have not achieved the Pass Threshold in a lesson to
see which problems they answered correctly, which ones are partially correct, and which are
incorrect. They CANNOT see the answer key.

Change Passwords: allows students to change their own password.

Randomize Questions: displays the questions in student lessons, quizzes and tests in a random
order. If the student is required to do a lesson, quiz or test more than once, it is very unlikely the
questions will display in the same order. If two students, seated beside each other are working on the
same assignment, it is HIGHLY improbable they will see the questions in the same order.

You, as teacher always see questions in the same, original order. Once a student has successfully
completed an assignment, the questions are always displayed in the original order.

Allow Background: permits students to select one of the other backgrounds provided.
Theme Selection: allows students to choose their own application theme.

Display Planner: enables the student planner (on the My Courses tab) to appear for the student.
This allows them to easily see their progress through assigned courses, as well as any past due
work.

Allow Messaging: this option can be edited at two levels, to enable students to send messages, but
not receive them as well as to permit them to receive messages but not send them. You can also
allow or disallow both functions.

Create Student

Let's start by creating a student, and then we’ll look at the rest of this page. If you are adding more than a
few students, you can download and use the template to enter multiple new students at once. We’'ll do
one student so you can see what information is necessary.

Click the Create Student button on the top row. The Create Student window (shown on the next page)
appears.

4/3/2012 12
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Login Enabled: Default is enabled. Click
the checkbox to remove the checkmark and
prevent student ability to login.

Create Student

Login Enabled

User Status: Default is Active. Click the User Status Active ¥
arrow to the right of “Active” to select “On
Hold” or “Archived”.

First Name

Last Name

First Name: Type in student’s first name.

Username

Last Name: Type in student’s last name.

Password

User Name: Type in the user name for this
student. This field cannot be edited or
Changed. Default Term ® 2011-2012 (07/18/2011 - 05/24/201 2]

SchoolTerm

Password: Type in the student password. It O custom  Stant
must be a minimum of 6 characters.
Alphanumeric and some special characters

Repeat Password

End

are a”OWGd. OChoose at enrollment
Repeat Password: Enter the same Personalize Thresholds O

password again to verify it. CRx Pass Threshold

Default Term: Select the term the student Lesson Pass Threshold

is to have automatically display when a

student is enrolled in a course. Students RlaxzlLessonAtiempts

can be assigned a custom term. Click the
circle beside “Custom” and select the Start
and End dates. Quiz Pass Threshold
You can choose the term when you enroll
students in courses. Click the circle beside
“Choose at enroliment. Block Quiz Progress
Default term is set to school default term set
during school setup.

Block Lesson Progress

Max Quiz Attempts

Personalize Threshold Settings: Click this box to place a checkmark to change the Pass Threshold
and/or CRx Pass Threshold settings for this student. Default is the student inherits the school-level
settings.

CRx Pass Threshold: See page 10 of this document for a description of this function. The school CRx
pass threshold is the default. To change it to a different setting for this student only, you must first check
Personalize Threshold Settings and then type over the displayed number.

Lesson Pass Threshold: The school pass threshold is the default. If you want to change it to a different
setting for this student only, click the box in Personalize Threshold Settings and type over the displayed
number.

Max Lesson Attempts: Enter the maximum number of times you want a student to attempt to complete
lessons (achieve the lesson pass threshold) before having the either continue in the subject or be blocked
from continuing in this subject.

Block Lesson Progress: Click to place a checkmark in this box, if you want to prevent the student from
continuing in the subject once the student has failed to achieve the lesson pass threshold score after
completing the maximum number of attempts.

Quiz Pass Threshold, Max Quiz Attempts, Block Quiz Progress: These three fields are approached in
exactly the same way as the Lesson Pass Threshold, Max Lesson Attempts, and Block Lesson
Progress. The difference is that they apply only to quizzes.

4/3/2012 13
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Notice the scroll bar to the far right of the Create Student page on the previous page. The lower half

of the page is shown below.

Test Pass Threshold, Max Test
Attempts, Block Test Progress:
These three fields are approached in
exactly the same way as the Lesson
Pass Threshold, Max Lesson
Attempts, and Block Lesson
Progress. The difference is that they
apply only to tests.

Personalize Weights: Click this box to
permit changing the assignment-type
weight percentages. See page 11 of
this document for a description of this
function. If this permission is not
allowed at the school level, this box is
not enabled.

Lesson Weight, Project Weight, Quiz
Weight, Test Weight: Enter the
percentage for each assignment type.
All four must total 100. The Personalize
Weight box must be checked to enable
this.

Student ID: Optional field -
Alphanumeric and special characters
are allowed.

Campus ID: Optional field -
Alphanumeric and special characters
are allowed.

Create Student
Test Pass Threshold
Max Test Attempts
Block Test Progress
Personalize Weights
Lesson Weight
Project Weight
Quiz Weight
Test Weight
Student ID
Campus ID

Student Review Test Quiz

Student Answer Key

Enable Grading View

Change Passwords

Randomize Questions

Disabled

Cancel Save

A

Student Review Test Quiz: Check this box to permit student to review completed and graded quizzes

and tests.

Student Answer Key: See page 11 above for a description of this function. The school setting is the
default. To a different setting for this student only, click the box. If this is not allowed at the school level,

you cannot change it at the student level.

Enable Grading View: Click this box to allow students who have not achieved the pass threshold to
view which questions they have correct or incorrect.
See description in Student Answer Key. If this is not allowed at the school level, you cannot select it

at the student level.

Change Passwords: See description in Student Answer Key. If this is not allowed at the school level,

you cannot enable it at the student level.

Randomize Questions: See description in Student Answer Key. If this is not allowed at the school

level, you cannot permit it at the student level.
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Allow Background: If you permitted

backgrounds at the school level, the i =
associated box is checked enabling
this student to add background _
images. Click the box to restrict this Theme Selection =
student only from using this feature.
Display Planner =
Allow Message Send [

Theme Selection: If you permitted
theme selection at the school level, Allow Message Receive B
the associated box is checked
enabling this student to choose their
own application theme. Click the box Cancel || Save
to restrict this student only from using
this feature.

Display Planner: Selecting this option displays a 4 square Planner tab for students, “Overdue”,
“Schoolwork”, “Upcoming” and “Overall Progress”. Students can access their daily schoolwork from
either the Planner tab or the Courses tab.

If you do not choose this option, students see only see a Courses tab. No due dates are displayed
for students without the Planner option; hence, they have no overdue assignments. All assignments
are accessed using the course tree displayed on the left-hand side of this Courses tab page.

Allow Message Send: If you selected Allow Messaging at the school level, this option is enabled.
Click the box to restrict the student from sending messages within the application.

Allow Message Receive: If you selected Allow Messaging at the school level, this option is
enabled. Click the box to restrict the student from receiving messages within the application.

Save / Cancel: Be sure to click the Save button when you are finished. Click Cancel to delete what
you have entered and return to the Registration tab.

Import Students

To register multiple students at once, use the Import Student feature. All students automatically inherit
school level settings and permissions. You can change them for each student during the Preview and
Edit process. (See Step 7 on next page.)
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1. Click the Import Student button on the Student Registration tab.

2. Click the Download Template button on the Import Student pop-up window. MS Excel is the
default application for the Import Students file.

3. Click Open with and OK to use the default. Four fields are required:
Student first name
Student last name

User Name

Password — you will get an error message if the password is less than 6 characters.

NOTE: Student ID and Campus ID are optional fields. Use Student ID to enter any student
identification number. If your installation has multiple campuses, it is a very good idea to
designate an identifier for each and enter it in the Campus ID field. You can use any alpha or
numeric character in these fields.

4. Enter the information for each student. Save the file to a location from which you can upload.
5. Click the Browse button and locate the template file you just created and saved.
6. Click the Next button.
Preview and Edit
7. The Preview and Edit Login Ensblad: (9] User Status: [Aetive 0 Changs Passwords
window opens. Randomize Questions Allow Background Theme Selection
Duplicate Usernames R S
appear in red with a chu pass Thrashald | 2%
message at the tOp Of Lasson Pass Threshold [ 70 Quiz Pass Threshold [ 70 TastPass Threshold| 70
the student list alerting Wi Lesson avempes [ 10 i emprs 1 W Test ampes
you to this. Click each slckezson royress ] slock Quiz progress L] Blck TestProgress ]
field you want to @ serosram (30115513 GiTeO T S S =
change, one at a time. Ocuseom st nd
A textbox opens O chocss sesnrolimans
a”OWIng you to type EAH First Name Jurde:aswam Jweun mmmmmm 1234::§§wurd — Student Id Campus Id
over the exiting entry. Do
Be sure to click in [ bertn e o
another field after you O e arls pere
make a change o R
verify your changes. — -
YOU get an erI’OF [ oylan Spalding dspaldingl 123456 ME1
message if the O romnah sty hesalang
password is less than
6 characters long.

students.

8. Make changes to settings at the top of the page. Any changes made here apply to all imported

were customized.

NOTE: If you make changes to any settings while on this page, those fields are now customized for
these students. If you later change a school setting that you customized on this page, it will
NOT be applied to these students. You must change each individual student whose settings

9. Click the checkbox in the first column to select students on the page to import.

10. Click Submit when you are finished.
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Your students should now appear in the student list on the Students/Registration page.

Home IAssignment Alerts IStudenb IDourse Enroliment I Gradebook l Courses IReporis Ir-‘lessages _

Registration

Wiewr: | all students Create Student Import Student Dizable Login Enable Login

r‘ Online Login Enabled Status Student ID Campus ID FirstName LastName® Usemame Controls

[ all v || active w0 Il

D Enabled Active HOS Al Claire Arnato arnato Edit GoTo ® 7

D Dizabled Active SE4 Al Andres Ascencion | ascencion Edit B0 To *

|:| Enabled Active 510 Al Luis Baraga baraga Edit Go To

D Enabled Active W4z Al Maria Baraga mbaraga Edit Go Ta

I:‘ Enabled Active ETS Al Alberto Barela barela Edit GoTo *

D Enabled Active ET3 Al Armando Begala abegala Edit GoTo *

D Enabled Active [ZES} Al Doreen Begala begala Edit GoTo *

M Enablad Active EZ& Al Siva Bhasran bhazarn Edisr finTo. b

3 >
Page 1 of 8 k- » 1Uv Wiew 1 - 10 of 77

Filtering the List

You may have noticed a drop-down menu on the far left side of the box immediately below the
Registrations tab, This allows you to filter the list of students to either “all students” registered or
“my students”. If you select “my students”, only students assigned to courses where you are assigned
as the teacher appear.

Notice the empty text boxes just below the column headings for Student ID, Campus ID, First
Name, Last Name, and Username. Simply start typing in any of these boxes to filter the student list.
You can also sort the list by who is Online. Simply click the header “Online” to display the sort arrow.

There are nine columns across the Registrations page:

[ online Login Enabled Status Student ID Campus ID First Name Last Name® Username Controls

all || dctive A4

1. Selection Column: Allows you to perform the same action to multiple students in one step. Click
the checkbox in the row for each student you want included. A checkmark indicates the student
is selected.

2. Online: Indicator tells you if the student is logged onto the application or not. If
the indicator on the row with the student’s name is highlighted/darker this tells -
you the student is logged on the system. To log this student off the
application, freeing up a license, simply click the icon on the row
corresponding to the student you want to log off.

3. Login Enabled: Lets you sort the student list by students whose logins are
enabled, disabled or see all students displayed.

4. Status: This column allows you to filter the list of displayed students, Use the drop-down menu
to select, “All”, “Active”, “On Hold”, or “Archived”. The default is active.
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5

. Student ID: Student ID assigned to this student by your school. Optional field

6. Campus ID: The campus ID assigned to this student by your school. This is an optional field to
use if your school chooses.

7. First Name: Displays the first name of the student
8. Last Name: Displays the last name of the student
9. Username: Displays the student’s login username
10. Controls: Links to additional functionality for the student. See the “Controls” paragraph below

Disable Login/Enable Login

There are two buttons on the right side of this tab, Disable Login and Enable Login. If you want to
prevent or permit student login:

1. Click the checkbox in the far left column of the same row as the student name
2. Click the appropriate button (Disable Login or Enable Login).

To change the status of multiple students, repeat Step 1 for all students you wish to change, then go

to Step 2.
Controls

Ad(ditionally, there are two buttons in the Controls column: GoTo %

1. Edit

2 Go To Assignment Alerts
When you click the Go To button, a menu, like the one to the right Course Enrollment
displays. You can go directly to the Assignment Alerts, Course Gradebook
Enrollment, Gradebook, or Action Required pages related to the : 5

Action Reqguired

student from here.

The easiest way to enroll a student in a course is click Course
Enrollments on this menu. Alternately, you can click the Course Enrollment tab and search for the
student. (See Course Enrollment on the next page.)

The fastest way to access grading tasks, or see tasks related directly to a single student is to use the
links from this menu. You can also click the associated tabs for the items and search for a student.

Clicking Edit opens the Edit Student page for this student, which displays all of the student
identification information and settings for this student as they are currently saved in the system. From
this page, you can make changes to this student’s settings as described in the tables on pages 13-15.
The Edit Student page is the only place you can change a student’s status to On Hold or Archive.

On the bottom of the tab you see the page number and a drop-down box with 10 displayed, you can
use the drop-down arrow to choose to display more students (20 or 30) per page. The “View”
message at the far right of this row lets you know which students you are viewing based on the either
the total number of students or the total number of students that meet your filter specifications.
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We STRONGLY recommend you enroll students by clicking the Add Enrollments link beside the
student’s name on the Registration tab. This links you directly to the student’s current course
enrollments and enables you to easily add another course, or unenroll the student from a course. You
can also reschedule a course on this page.
Once you click the Add Enrollments link, that student’s enroliment page displays. The top box is a
Search box we will discuss shortly. For now, let’s look at the bottom half of the screen.

o oo g e e R

-
(%) wizw by student

() Wiew by course

Student

Teacher

Subject

Course

Mai Mguyen
-Select a teacher-
-select a subject-

-Select a course-

(@) All students

() Al Enrolled Students

(O All Mon-Enrolled Students

v

() All Enreliments For Criteria:

L 2011-2012 (07/18/20%

(i Subject

Reschedule Selected

Mguyen, Mai (nguyen)

Activate Seleced

Course

Results: 1 to 1 of 1

Inactivate Selected

Teacher

Results: 1to 1 of 1

Gota Pags | 1

Add Enrollment

Actions

Gota Page | 1

The student name and user name display above the courses the student is already enrolled in. If this
is the first course enrollment for the student, you see only the column headings, along with the

function buttons:

¢ Reschedule — allows you to reschedule due dates for selected courses
e Activate — lets you activate a selected course
e Place On Hold — permits you to put the selected course into On Hold status

e Archive — lets you place the selected course in Archive status.

¢ Add Enroliment — allows you to add a new enroliment for the selected student(s)

P Subject Course

RFescheadule Activate Flace On Hold

Archive

Status

Reason

Teacher

Term

Add Enrollment

Actions

Let's take a look at the above functions as well as the Edit link, found in the Actions column to the

right of each student’s name.

4/3/2012

19




@ Ignitia’
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To add a course enrollment for a student from this page, click the Add Enrollment button to the right of
the student’'s name to display the Add Enrollment window. The student’s name is already displayed.

Click the Subject drop-down box and
select the subject to assign.

Click the Course drop-down box and
choose the specific course you want to
assign.

Click the Status drop-down box and
select the status for the course. Default
is Active.

Click the Teacher drop-down box and
select the teacher for this course.

Select the term to use for this course.
The school default term displays
automatically. Click the arrow to the right
of the displayed term to see other
available school-level terms. If you do
not see the term you want, click the
circle beside Student or Custom as
appropriate to display those available
terms.

To assign this course in prescriptive
recovery mode, click the box to the left
of CRx Mode.

To block all tests and/or quizzes in this
course for this student, click the
checkbox beside Block Tests and/or
Block Quizzes.

To personalize any of the pass
thresholds, click the Personalize
Thresholds box and enter the new
percentage in the appropriate Pass
Threshold box.

To personalize the CRx Pass
Threshold, enter the percent (number
only) in the textbox.

Add Enrollment

Student

Subject -Salect a3 subject- LV
Course
-Select a course-
AL Active W
Teacher -Select a teacher-
Tertm
@School Future Term (06/08/2011
O student
OCustom

Enrollment Settings

CRx Mode 4|
Block Tests 4|
Block Quizzes 4|
Personalize Thresholds O

CRx Pass Threshold

Lesson Pass Threshold

Max Lesson Attempts

Block Lesson Progress

Quiz Pass Threshold

Max Quiz Attempts

- 12/08/2012) ¥

Cancel Add Enrollment

After each of the Lesson Pass Threshold, Quiz Pass Threshold, and Test Pass Threshold fields,
you see the option to determine the maximum number of times a student may attempt to successfully
achieve the pass threshold before they are prevented from continuing in the course. Enter the
maximum number of attempts for the selected assignment type in this course in the associated Max

Attempts field.
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After the Lesson Max Attempts, Quiz

Max Attempts, and Test Max Block Quiz Progress
Attempts, is an associated Block

Progress field. Click the checkbox for Test Pass Threshold
the selected assignment type to prevent

the student from continuing in this Max Test Attempts
course, if the maximum attempts have

been used without achieving the Block Test Progress

associated pass threshold.

To personalize the assignment weighting Personalize Weights O
percentage for lessons, projects, quizzes
or tests, click the Personalize Weights
box and then change the percentage
weights in any of the Lesson Weight,
Project Weight, Quiz Weight, and/or
Test Weight boxes. Remember, the
total of these four boxes must equal 100. Test Weight

Lesson Weight

Project Weight

Quiz Weight

Click Add Enrollment when you have
selected the options you want or click

Cancel £dd Enrollment

Cancel to discard this enrollment.

After you click Add Enrollment, a
confirmation window pops up, click OK.

Enrollment added successfully.

0k

P

Once you have enrolled the student in a course, it appears below the column headers described at

the bottom of page 18.

Reschedule Activate Place <n Hold Archive Add Enrollment
D Subject Course Status Reason Teacher Term Actions
|:| Science | Earth Science (20110 | Active Thomas, Donna | Future Term (06/06/2011 - 12/058/2012) | Edit
Reschedule

To reschedule a single course for a student:

1. Click the checkbox in the far left-hand column beside the course you want to reschedule.

2. Click the Reschedule button.

3. Select the Term on the Reschedule window and then click the Reschedule button, or click

Cancel to return to the Enrollments tab without making any changes.

Click Ok on the Success box that appears when you click the Reschedule button.
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To reschedule multiple courses for a single student:
1. Click the checkbox in the first column beside the courses you want to reschedule.

Ackers, Andrew (Username: ackers, User Status, Active)
Reschedule Activate Place ©n Hald Archive Add Enrallment
[] subject Course Status  Reason Teacher Term Actions
[]| English Language English II (20111 | Active Jardan, Jahn Future Term [0&/06/2011 - Edit
Airts 12/08/2012)

D Elactive Vietnam Era Active Abbott, Future Term [0&/06/2011 - Edit
fza11) Melissa 12/08/2012)

D Science Earth Science Active Thamas, Future Term (060672011 - Edit
[2011) Donna 12/08/2012)

2. Click the Reschedule Selected button at the top of the course list (above the Actions
column).

3. Select the Term on the Reschedule window and then click the Reschedule button, or click
Cancel to return to the Enrollments tab without making any changes.

4. Click Ok on the Success box that appears when you click the Reschedule button.
NOTE: Rescheduling a course requires 24 hours for changes to appear.

Place On Hold
Place on Hold permits you to temporarily prevent the student from working in this course.

1. Click the checkbox in the first column beside the course you want to put in this status.
2. Click the Place On Hold button at the top of the course list.

[] subject Course Status Reason Teacher Term Actions

|:| Elective | Vietnar Era [2011) | Active abbott, Melizza | 2011-2012 (077182011 - 05/24/2012) | Edit

3. Click the Place On Hold button on the confirmation window to remove the course for this student
or click Cancel to leave the enrollment as is.

4. Click Ok on the Success box that appears when you click the Inactivate button.

NOTE: Depending on the search criteria you have set, the course may disappear from the course
list. To view it, make sure you have the Enrollment Status in the Search box set to All.
To remove the hold, you need to change the status of the course. Do this by repeating the
steps above, but click the Activate button instead of the Place on Hold button in Step 3.

To place multiple courses on hold for a student, you have two choices. If you are placing all courses on
hold, consider either putting the student in Place On Hold status or Disabling the student’s login.
Otherwise, click the checkbox in the first column beside the courses you want to Place on Hold for the
student and follow Steps 2-4 above.

NOTE: If you place a student in On Hold or Archive status, all of their enrollments (courses) are also
changed to reflect that same status.
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Archive
The Archive button allows you to archive this course for a student. To archive a course:

1. Click the checkbox in the first column beside the courses you want to Archive for the student.

Reschedule Activate Place <n Hald Archive Add Enrallment
[] Subject Course Status  Reason Teacher Term Actions
|:| Englizh Language Englizh II (2011 | Active Jordan, John Future Term [0&f0&/2011 - Edit

frts 12/08/2012)

2. Click the Archive button at the top of the course list.
3. Using the Reason drop-down list, select why you are archiving the course:

~ Itis Complete

~ Itis Incomplete (and will not be completed)

~ It is being Dropped

~ Itis Void (perhaps the wrong course was assigned)

4. Click the Archive button to complete the action or click the Cancel button to leave the
enrollment as is.
5. Click Ok on the Success box that appears when you click the Archive button.

NOTE: Remember, there is a grace period after you archive an enroliment or a student. This period
can range from 1 to 100 days, depending on what you, as the administrator set in the School
Settings / Archive. The default is set to 28 days.

During this grace period, you can reinstate the enrollment or the student. After the grace
period, you can view or pull reports on the data, but no work can be done and you cannot view
the problem level of an assignment.

To Archive student enroliment from multiple courses, click the checkboxes beside the courses to
archive, and follow Steps 2-5 above.

Edit
Let’'s take a look at the Edit link in the Actions column. Clicking this link opens an Enroliment
Settings pop-up window. Before we look at this page, there are a couple of points to note.

Notice, the Status column after each course name. Depending on the Enrollment Status selected in
the Search box at the top of the window, you see either All courses, Active courses, On Hold courses,
or Archived courses.

Amato, Claire (Username; amato, User Status: Active) Go To *
Reschedule Activate Place ©n Hald Archive Add Enrallment
[ subject | Course Status | Reason Teacher Term Actions
D Elective| High Schaal Health Active Hazen, Tyler Z011-2012 (07/18/=2011 - Edit
(2011) 05/24/2012)
[] | Elective| Civil War (2011) Active Abbotr, 2011-2012 (071872011 - Edit
Melisza 05/24/2012)
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Clicking the Edit link opens an Enrollment Settings pop-up window where you can:

Click the drop-down

arrow to the right of the Enrollment Settings X
current teacher’'s name
s
to change the Teacher Teacher
of record. (This moves
all pending action Status archived BB
required from the current
teacher to the new 2ne or more of the fallowing enrollments has completed work,
teacher. Reason CDI‘I’IFIIEtE w
Change the Status by
chckm_g the drop-down Enroliment Settings
arrow in that box. If the
course is in Archived CRx Mode

status, you see a note to
the side advising you the
number of days left in
the “grace period”,
before the course may
no longer have the
status changed back to
On Hold or Active. (The
|ength of the grace CR= Pass Threshold
period is set in School
Settings > Archive.)

Block Tests
Block Quizzes

Personalize Thresholds

Change the options you Lesson Pass Threshold

set for CRx Mode,
Block Tests or Block
Quizzes. If the checkbox
beside the option has a
checkmark, it is enabled. Block Lesson Progress

Max Lesson Attempts

W
Click to remove the
checkmark. No
checkmark? Click the Cancel Save Enrollment
box to add one. Grayed- P

out? This option is not
available for this course.

To change any of the Pass Threshold settings, you must first click the Personalize Thresholds box
to enable the other two.

Enter the new percentage for the setting(s) you wish to change. (Archived courses cannot be
modified.)

After the Lesson Pass Threshold, Quiz Pass Threshold, and Test Pass Threshold, is an
associated Max Attempts field. Enter the maximum number of attempts for the selected assignment
type in this course.

The lower half of the Enrollment Settings screen appears on the next page.
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After the Lesson Max Attempts, Quiz Max Attempts, and Test Max Attempts, is an associated
Block Progress field. Click the checkbox for the selected assignment type to prevent the student from
continuing in this course, if the maximum attempts have been used without achieving the associated
pass threshold.

Change the assignment-type weights by first clicking Personalize Weights to enable the Lesson
Weight, Project Weight, Quiz Weight, and Test Weight text boxes. Next enter the weighting into
these boxes, making sure the four boxes total 100.

Click Save Enrollment to retain the changes you made or click Cancel to discard them.

Click Ok on the Success box that appears when you click the Save Enrollment button.

Enrollment Settings x

Quiz Pass Threshold -~

Max Quiz Attempts

Block Quiz Progress

Test Pass Threshold

Max Test Attempts

Block Test Progress

Personalize Weights i

Lesson Weight

Project Weight

Quiz Weight

Test Weight

Cancel Save Enrollment

To the right of the student’s name, above the Add Enrollment button, you
see the Go To button. Just like on the Student tab, the Go To button
displays a list of pages linked to this student. Click any of the links to go
directly to the Assignment Alerts, Course Enrollment, Gradebook, or Assignment Alerts
Action Required page for this student.

GoTa =

Caourse Enrollment

Gradeboalk

fction Required
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Course Enrollment Filter/Search Function

If you choose to use the Course Enrollment tab, the box at the top of the Enroliments tab page is a
SEARCH box, NOT where you actually enroll a student in a course. Use this feature to filter your
course or student list.

@ View by student  Student Status Active | Student | Andrew Ackers @ All Students
) Viewby course  gprgliment Active | Teacher [-Select a teacher- ¢ All Enrolled Students
. - All Men-Enrolled Students
Status Subject |-Select a subject- w O
¢ All for Time-frame
Course -Select a course- - - - -
Future Term [06/06/2 %

You have the choice of displaying the filtered list by student or by course. To see a list of all students
enrolled in a specific course, click View by course. Each course displays in alphabetic order with all
students enrolled in that course listed below the course name.

Civil War (2011) T
Reschadule Ackivate Flace ©n Hald Archive Add Enrollrment
|:| Student Name Subject Course Status Reason Teacher Term Actions
D Meely, Casandra [(Username: Elective | Civil War Active Abbatt, 2011-2012 Edit
creely, User Status: Active) (z011) Melisza (oviiafz011 -
05/24/2012)
|:| Arnato, Claire (Username: Elective | Civil War Active Abbott, 2011-2012 Edit
amato, User Status: Active] (z011) Melisza (ovi1g/z011 -
05/24/2012)

Alternately, you can choose to view the list by student, where you see each student’s name with the
list of courses they are enrolled in below. Click the circle beside View by student.

Baraga, Maria {(Username: mbaraga, User Status: Active) o To *
Reschedule Activate Place ©n Haold Archive Add Enrollment
D Subject Course Status Reason Teacher Term Actions
D English Language | Enaglish I{2011) Active adrnin, 2011-2012 (07718/2011 - Edit
Atts admin 05/24/2012)
|:| Elective Perzonal Financial Active admin, 2011-2012 (07f18/2011 - Edit
Literacy [2011] admin 0S/24/2012)

You can also filter the list to see only the enroliment information for one student, by typing the name
of a single student into the Student textbox. (Once you have entered three letters, a list of students

whose nhame begins with those letters appears. You can continue typing or select from the displayed
list.

If you only want to see who is enrolled in a specific subject or course, use the drop-down menus
beside Subject and/or Course to make your selection.

You can also narrow the list displayed by choosing only enrolled or non-enrolled students or by
selecting a specific term. Just click the circle beside your choice. Once you make your filtering
choice(s), be sure to click Search to see the list appear below the Filter/Search box.

The buttons and links in the displayed lists work as described on the previous pages no matter what
filter or search you use.
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Gradebook
There are two tabs in your Gradebook:

e Grading — enables you to keep track of how your students are progressing through their
assigned course(s).

e Action Required — permits you to directly access any assignment needing your attention with
a single click.

We’'ll walk through the features and functions of both pages, beginning with the Grading page.
A few points about grading first:

e Students and teachers see the current score of assignments with manually graded problems
(assignments in the “completed” status).
If essay type questions are left blank, they are automatically graded zero.

¢ |If the application determines the student has no chance of achieving a passing score, even if
all manually graded questions receive a 100%, the lesson is automatically reassigned to the
student.

e The assignment is not sent to the teacher for grading until either the student has achieved the
pass threshold or the maximum number of attempts is reached.

o |If the student leaves all essay questions blank, the teacher receives a “Blank Essay
Notification” instead of a request for Manual Grading.

Grading

The box at the top of the Grading tab page is a SEARCH box. Use this feature to filter your course or
student list. You can then choose to narrow your list by selecting only one student, only one teacher, a
single subject, a single course within a subject, or some combination of these choices. (You must
choose a Subject before you can choose a single Course.) Additionally, you can choose to view a
selected term or identify a specific range of dates (Begin and End).

[ crodina T action reauire 1

I k'
() View by student  Student Status | Active W | Student | galect a student- @ Al Time-frames
O Wiew by course O Future Term (06/06 %

Enrellment Active ¥ | Teacher | -Select ateacher-

Status O Begin j

Subject | -Select a subject- W

Course -Select a course- (W End j

*, A

You have the choice of displaying the filtered list by student or by course. To see a list of all students
enrolled in a specific course, click View by course. Each course displays in alphabetic order with all
students enrolled in that course listed below the course name. In the example below, | selected one
subject and one course.

In addition to the student name, you see the date the student started the course and the date they are
to be finished with all course work. There is a bar chart to quickly see student progress through the
coursework and finally the current score for all completed work in the course.
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Essentials of Business {Z011)
Student Name

+ Meely, Cazandra (Active)
+ [Carter Zoe [Active)

+ |Gonzales, Carlos (Active)

+ [Izley, Ryan (Active]

+ |[rent, Julie (Active)

+ |Zahneg Suzanna (Active)

Entollment 5tatus

Active

Active

Active

Active

Active

Active

Start

2/1e/2011

Ti1zfz011

2162011

2/16/2011

2162011

2/16/2011

End

S/z4iz012

Sf2Tiz0lt

SI24Z012

Sfz4fz2012

SI24Z012

Sfz4fz2012

Progress

iHo To ]
——STOTET]
10%  79.5
10%  83.8
59% EE
15%  89.5
T B9.3
17% 80,7

Notice the * in the first column. Click this to expand a list of all unit titles for this course below a
student’s name. The far right column displays the student’s current composite score for this entire
unit. You can skip an entire unit that has not been started. To skip an entire unit, click to place a
checkmark in the unit to be skipped. All assignments in this unit show a status of “Skipped”, when the
unit is expanded. (See second example below.) You can also skip individual assignments as
discussed on page 26.

#

+ |1

Unit Tide

THE ORIGIMS OF LS, IMNWOLVYEMEMT

FROM MILITARY ADVISORS TO COME

A MATION DIVIDED BY WAR

SCHIEWYING PEACE WITH HOHOR

THE LEGACY OF VIETHAM

COURSE REVIEW AMD EXAM

Skipped

O

OoooOomn

O

Start

zfzofzo1z2

zizijzo1z

Complete

Progress SCore

100% Q0.6

13% 7.5
0% u]
0% u]
03 u]
0% u]

Click the *+ beside any unit title to expand the unit and see all assignments in that unit. At this level
you see additional information:

e Assignment Type

e Assignment Status

¢ Blocked indicator

¢ Due date for the assignment
e Number of times the student has tried to successfully complete the assignment (Attempts)
e Assignment Score
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Course Manwe Enrellment Status Start End Progress Score

— |Earth Science (2011] Active 662011 | 12/8/2012 2%  93.4
- # Unit Titde Skipped Start Complete Progress Score
-1 QRISIM OF THE EARTH D 2f1efz012 25% 934

- Type Tite Status Bloched Due Started Complete  Attempt Score
REFEREM{L1, Course Cuerviaw D u} u}

LESSOM |2, Intraduction to Earth Sciend Graded o D 252012 2MEf2012 2MEf2012 1 100
PROJECT |2, Project: Research a Carear fssigned % |:| 2ef201z2 u} u}

LESSOM |4, Competing Perspectives Graded % Fi ZA1TiZ01z2 ZA1E6/2012 ZA1E/2012 1 34,7

LESSON |5, Science Weighs In Graded “ I:l Zf20/2012 Zf1E6/2012 ZM16/2012 1 100
PROJECT &, Project: Doppler Effect fsigned W D 24212012 o o

QUIZ T Quiz 1 Graded " D 2iezfz012 2MEf2012 2MEf2012 1 Ta.T
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- |2 HISTORY &F THE EARTH 0% u]
Type Titde Status Blocked Due Started Complete  Attempt Score
LESSOM |1, Determining Earth's Age Skipped w I:l a a
LESSOM |2, Relative Dating Skipped ) I:l u} u}
FRCJECT |3, Project: Relative Dating Skipped “ I:l u} u}
LESSTM |4, Absolute Dating Skipped ¥ LJ o o
QUIZ 5. Quiz 1t History of Life an E: Skipped " I:l ] ]
LESSOM |6, Geologic Time Skipped ] I:l a] a]
PROIECT |7, Projects The Clock of Eanz Skipped V Fl a a
LESSOM |2, Mass Extinctions Skippad ] I:l [u] [u]
FROJECT |2, Project: Before, During, and Skipped V |:| ] ]
LESSMN |10, Paleaclimatic Changes Skipped V Fl a a
FRZJECT |11, Praject: Sreenhouse Effec Skipped V I:l a a
QUIZ 12, Quiz 21 Study of Earth’s H Skipped " I:l ] ]
FRCJECT |13, Special Project Skipped ] I:l u} u}
LESSOM |14, Review Skipped ¥ LJ o o
TEST 15, Test Skipped ¥ F o o
TEST 16, Alternate Test Skipped v LJ o o
REFEREM{17, Glossary and Credits Fl a a
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At this Assignment level, you see:
e Assignment Type — options included: lesson, project, quiz or test
e Assignment Title

e Status — these are automatically assigned by the system. You can change them as necessary
to meet your needs. Options include:

0 Not Started — status given to all assignments the student has in queue to work on
0 Assigned — status for currently assigned work

0 Skipped - status for assignments you or the application chose not to assign to the
student. If you want to assign a skipped assignment, you must first change the status to
“Not Started”, and then change it to “Assigned”.

o Completed — status given to assignments the student has submitted as finished, but
having teacher-graded problems. Once you or the teacher completes all grading tasks for
the assignment, the status is automatically changed to Graded. If you want the student to
redo the assignment, you can change the status to “Assigned”.

0 Graded - status for all assignments submitted by the student as complete having no
teacher graded problems. If you want the student to redo the assignment, you can change
the status to “Assigned”.

¢ Blocked — if this box has a checkmark, the assignment is blocked, preventing the student from
continuing in this subject until you or the teacher removes the block. Click the box to remove the
checkmark to unblock the assignment. Alternately, if you want to block an assignment, not
currently blocked, click the box to add the checkmark.

NOTE: If you block an already posted assignment, the student CANNOT view the
completed, posted assignment, but CAN move forward to future assignments in
the course.

e Due Date — shows the date the assignment should be completed by the student
e Completed Date — Once the assignment has been fully completed

o Attempt — counter showing the number of times the student tried to successfully complete the
assignment. If the student has reached the maximum number of attempts allowed, you see
“max” after the number, for example 3/max.

e Score — percentage score the student has achieved on the most current attempt on the
assignment

To collapse the assignment and/or unit views, returning to the student list, click the = to the left of the
unit title or student name.

Alternately, you can choose to view the list by student, where you see each student’s name with the
list of courses they are enrolled in below. Click the circle beside View by student. When you choose
to view by student you have the same options detailed above (View by Course), it just displays
information under either the selected student or each student in a course. For example, on the next
page is a picture of what you see if you select a single student:
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Grading | Action Required

Home IAssignment Alerts ISchnoI Settings ITeacher,r"Admin ] Students ] Parents Il:ourse EnmllmentIGradehook ]l:ourses IRnporIs ] Messages -

'
@- View by student  Srudent Status all W | Btudent | claive Amato @' Al Time-frames
(3 Wiew by course [ | r O z011-2012 (077183 |
Enrollment | &l M| Teacher | —calect 3 teacher- .f:‘ ettt (0741t |
Status . B = "/ Begin in
Subject | -Select s subject- (W | Lo ] e
Course | -Selecta course- (W End e
s
1 Gaoto Page | 1 of 1
Results: 1 ta 1 af1
Amato, Claire {Username: amato, User Status: Active) Go To
Course Mame Enrollment Status Start End Progress Score
+ |High Schoal Health (2011] Active Ti28/f2011 | 5f24/2012 3% 2874
+ (Ciwvil War (2011) Active Ti2Ef2011 | 5242012 =5 25,1
1 Gaoto Pags | 1 lof 1
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If you choose to view an entire course by student, you see a screen similar to this:

1
Rezults: 1 to 6 of &
Carter, Zoe (Username: carter, User Status: Active)

Course Mame Enrollment Status

+ |Essentialz of Business (2011) Active

Dent, Julie {(Username: dent, User Status: Active)
Course Mame Enrollment Status

+ Eszsentialz of Businesz (2011) Active

Gonzales, Carlos {Username: cgonzales, User Status: Active)
Course Mame Enrollment Status

+ |Ezsentials of Business (2011) Active

Isley, Ryan (Username: isley, User Status: Active)
Course Mame Enrollment Status

+ |Ezsentials of Business (2011) Active

Meely, Casandra (Username: cneely, User Status: Active)
Course Mame Enrollment Status

+ |Essentialz of Business (2011) Active

Zahner, Suzanna {(Username: szahner, User Status: Active)
Course Mame Enrollment Status

+ Eszsentialz of Busineszsz (2011) Active

1

Results: 1 ta & of &

Start

T13/z2011

Start

21672011

Start

2162011

Start

21672011

Start

g/16/2011

Start

2162011

End

S/2Tiz0LL

End

S/24/2012

End

S/24/2012

End

S/24/2012

End

S/z4/z012

End

S/24/2012

Goto Page | 1 |of

Progress

Progress

Progress

Progress

Progress

Progress

Goto Page | 1 ;ofl

10%

T

S

15%

10%

17%

HFo To =

Score

23.8

Fo-To

Score

89.3

Ho To ©

Score

L

Fo To

Score

89.5

5o To ©

Score

79.5

FoTo N

Score

0.7

In all views, the course can be expanded to display the unit and assignment views.

Now, let's go to the next page and take a look at the Action Required tab.

Action Required

The Action Required tab provides a list of all assignments requiring manual grading, and any
assignments where a student has submitted a request for help. In the Type column you see either

“Manual Grading” or “help Requested”.

Just like other pages in the application, you can filter the list by typing into the textboxes below the
column headings (Student, Subject, Course, Unit, or Assignment). Begin typing and a list of choices
appears. You can continue typing to filter further or select one of the displayed items.
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Grading | Action Required |

Unread ~| Mark Unread Mark Read
I~ Student Subject Course Unit Assignment Type Event Date Actions
[T *] claire Amate Elective Ciuil War THE PRE-WAR YEQuiz 2! Comprom| UMLOCK_QUIZ 8/25/2011 6£:03 | Yiew Lesson
[T |* cClaire Amata Electiva Ciuil War THE PRE-WAR YEPalitical Compran MAMNUAL_GRADIS/17 2011 10:5] Yiew Lesson
[~ |*|  LuizBaraga Elective “ietnam Era | THE ORIGIMS OlEssay: The U.S. FHELP_REGQUEST 77192011 5:24 | Yiew Lesson
[~ | *| Zachery Ellis Elective 20th Century Am|COMIMNG OF AGEEntering the Indu MAMUAL SRADIS/Z/2011 11:15 | Yiew Lesson
[T |* Suszan Jacobs Elective Ciwil War THE PRE-WAR YEProject: The &rt ¢ MAMUAL_GRADIS/ 22011 11:22| Yiew Lesson
[T |* Emma Mortan Elective Ciwil War THE PRE-WAR YEProject: Comparin MAMUAL_GRADIT/A13 2011 5125 Yiew Lesson
[T |* Emma Mortan Elective Ciwil War THE PRE-WAR YEProject: The &rt ¢ HELP_REGQUEST 7/1%/2011 5:2% | Yiew Lesson
| * Kari Schulz Elective “ietnam Era | THE ORIGIMS OlFrench Indochina MAMUAL_GRADIS/2/2011 11:25| Yiew Lesson
Page |1 of 1 10 - Wiew 1l - 8 of 8

There are four types of actions you see listed on this page, “Manual Grading” tasks, “Help Requests”,
“Blocked/Failed Attempt” and a request to “Unlock” a quiz or test. These are the same items you see

in the Actions block on your Home page. Once you select Mark Read for a “Blocked/Failed Attempt”
item, it is removed from the Actions block on your Home page.

Unlock Quiz or Test Feature

If you are sure you want to unlock the quiz or test for the student, click the link in the Actions block
on your Home page to immediately unlock it. If you want to view the quiz or test before unlocking it,
click View Lesson from this page first, then go to your Home page to unlock it.

Tasks can be filtered by selecting Read or Unread items. The default is to display Unread items.
The box in the far left column is a selection checkbox. If you want to mark an item or group of items
on the Unread list as read, click the checkbox beside each item to change, and then click the Mark
Read button. You can use this same functionality to mark read items as unread.

The Actions column on the far right-hand side of the page provides a link, View Lesson directly into
the first question in the assignment. You can then click through the questions in each section, either
by clicking the individual question number buttons or by clicking the Next and Previous buttons. If
there are multiple sections in the lesson, click Next Section to move to the next section. To go back
to a previous section, click the section tab.

To see the lesson material, click Show Lesson. The question appears at the bottom of the lesson.
Once you click Show Lesson, it toggles to read Hide Lesson. Click this to return to viewing only the

guestions. There is an asterisk beside the question number you need to grade, like this:

[ Show Lesson ][Referan(e ][ Teacher Notes ] Translate... v |[speak... v Attempt: 1 of 10
2 student: Claire Amato s c f d
Assignment Score! 0.0 | Update Score
W Courser Ciuil War J s
@ Unit: 1, THE PRE-WAR YEARS
D Assignment: 11, Abalition and John Brown

Secton 1

G EEEE
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Lagged in a

s admin admin Logout

Previous
[ Show Lesson ][ Reference ][Teacheantas Translate... w |[speak.. Artempt: 1 of 1O #

Home

Assig t Alert:
& Student: Luis Baraga Ssignment Alerts

Students Statuz: Graded . 78,
W Course: Yistnam Era Studants Assignment Score: 78,3 | Update Score
Course Enrollment
@ Unit; 1, THE ORIGINS OF U.5, INVOLVEMENT IN YIETHAM

Gradeboak Actions | Assign
D Assignments 4. French Indochina

Action Required *

Section 1

RS

Question #6 Faragraph

Points Pozsibler 10 Points Received: | 7 0% 1

Anzwer Key

&

Students chould describe social inequalities and poor economic conditions in Vietnam that resulted from French calonial rule. These conditions caused Vie 2 e to want to
overthrow the French and rule their own country,

How did social and economic conditions in French Indochina contribute to the rise of ¥ietnamese nationalism?
The French educated only the upper class. Rural areas were left with no help. They had to take care of themselves, with no suppert from the government, the Franch
gavernment. The only health care available in rural areas was very poor cornpared to what was auailable in the cities. Local architacture was replaced by French colanial

style buildings. The Franch did not allow the Vietnarese any say in governing therselues. In the best of crcumnstances they were allowed only menial positions, with na
real authority, Local products were mostly exporked, leaving the local people with l2ss than they had before the French colonized them,

Upload Answer File

Max File Size : 10MB
Accepted File Type t csv,doc,pdf,xls,xlsx,docx jpeq jpg. ppt. ppts,txt, vf

File Actions

No File Uplozd

To grade the question:
1. Enter the number of points out of the total possible in the Points Received: box

2. Click the Update button to the right of the Points Received box to save the points and score
the question. To see the updated score reflected for the entire assignment, you must refresh
your screen.

3. Click Close window and return to application at the top of the screen to go back to the
Action Required page.

To change an existing score, do the same thing. (The assignment status must be either “Completed” or
“Graded” to change a score)

1. Just type over the number of points in the Points Received: box

2. Click Update. The percentage beside the Update button automatically changes as do the
assignment, unit, and course grades.

3. Click Close window and return to application at the top of the screen to go back to the
Action Required page.

Question #17 Paragraph

Paoints Possible: 1 Points Received: | 0 Update | 0%

If the student created a file containing the answer to the problem, click the Browse button in the
Upload Answer File section and select the file.

Max File Size : 10ME
fccepted File Tvpe | cov,doc,pdf,=ls,txt, rif,docx

File Actions

Wo Flle s
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# - The Update button, on the top
assignment score bar, allows you to
change the score for the entire
assignment without changing individual

Update Score

Lzsignment scare must be betweesn 0 and 100,
Thiz does naot madify any individual question

queStion scores. Click the button to open soores. |f you modify the question scores, the
the Update Score window. Enter the assignment score will be recalculated.

new Score and click Update. The score

you just gave the assignment appears as Mew Score

the assignment score.

* Cancel Update
The Attempts counter lets you know how
many times the student has attempted to
complete this lesson successfully. The
student sees the same counter.

& - Use these buttons to Assign or Skip the question

Courses

Let's take a look at what you see when you click the Courses tab. First, you notice three sub-tabs on
the left side of the page, Courses, Custom Courses, and Custom Projects.

Home Im:ignment Alerts Istudent: Il:nur:e Enrollment I Gradehuukl IR:E-pnrt: lHe::age:

Custom Courses | Custom Projects

Below these sub-tabs you see the Courses list (Courses sub-tab page). This initial display shows you
only the standard ODYSSEYWARE course listing. To the right-hand side of this page you see a series
of buttons. The first four, All, All Standard, Custom, and My Custom are filter buttons.

Once your school has created multiple custom courses, it may be simpler to view only a subset of all of
the available courses. Use these buttons to filter what is displayed. The last button on the far right,
Create Course enables you to create your own custom course. We'll take a look at that functionality
shortly.

There are two different types of courses available in ODYSSEYWARE, Standard courses and Custom
courses. Standard courses are the default courses you automatically get with you purchase
ODYSSEYWARE. Custom courses are those you create, either by recombining assignments from
existing standard courses, by creating custom projects and developing a course based only on those,
or some combination of pulling in existing assignments and adding custom projects. We will discuss
how this is done beginning on page 35.

COLI rses wiews: Al All Standard Custom My Custom Create Course

Subject Course Author Enrollable  Edit Permissions Actions

The grid course listing (shown above) displays these headings; Subject, Course, Author, Enrollable,
Edit Permissions, and Actions.Enrollable — if this course is ready to have student enrolled, a green
checkmark appears in the box in this column.

Subject — Math, Science, Elective, etc.
Course — Name of the actual course in the subject, Physical Fitness, Science 700, etc.
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Edition — Year the course was created

Author — If this is a standard course, you see N/A. If this is a custom course, you see either admin,
admin or the name of the teacher who created the course.

Enrollable — if this course is ready to have student enrolled, a green checkmark appears in the box in
this column.

Edit Permissions — one of three choices displays;
Read-only — box is grayed-out, as these are standard courses

Admin-only — a custom course that only the admin can edit.
Admin-teachers — a custom course the admin and all teachers can edit.
Actions — contains links to actions available for this course. Possible choices include:
Preview — applies to all courses. Click to open the course and preview a list of the units in the
course, and the list of assignments in each unit. You can also click an assignment to open it and

view the presentation and questions in preview mode.
Copy — allows you to make a copy of a course

The above 2 actions are the only ones available for standard courses. Custom courses offer two
additional actions:

Edit — permits you to open the custom course and make edits to it.
Delete — allows you to delete a custom course.

Courses wigw:  adl ol standard | Custom My Custom Create Course
Subject Course Edition Author Entollable Edit Permissions Actions
Elective Technology and Research 2011 NA Adrmin-only + | Preview | Copy &,
Elective Trigonametry z011 [RFL: admin-only | Preview | Copy
Elective Twentieth Century American b 2011 M/ admin-only + | Preview | Copy
Elective Wietnam Era 2011 N/A admin-only + | Preview | Copy
Elective World Geography 2011 NA Adrmin-only + | Preview | Copy
English Lanquage English I z011 [RFL: admin-only | Preview | Copy

Notice the small arrow beside the Subject column heading? This tells you the list is sorted by that
column and since the darker arrow head faces up, | know it is in ascending order. If the lower arrow
head was darker, more prominent, | would know the list was sorted in descending order. Click once to
change the sort order. This list can also be sorted by Course. Simply click the Course column heading
once to sort it in ascending order, click it a second time to change to descending order. At the bottom of
the page you see the page number information:

Page |2 of 4 25w View 26 - 50 of 36

You can use the drop-down arrow to increase the number of items displayed per page. Choices include
25, 50, or 75 for this page. To the far right you see which items are being displayed out of the total
items available.
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Custom Course / Create Course

You can create a custom course by clicking the Custom Courses sub-tab or the Create Course button
on the far right at the top of the grid. Clicking either one opens the Create Course window.

Use the Edit drop-down menu to select who
can edit this course, Admin-only or All

Create Course

Teachers. Edit

Course All Teachers
Type the Course Name in the associated Name
textbox. Subject

Type the Subject in the associated textbox.

Cancel Subrnit
)

Click the Submit button to save the
. . Create Course *®
information or the Cancel button to return to
the Courses page, discarding any entries you Edit Al Toachare v
have made on this window.
Once you have entered the course identifier ﬁf—?.?‘.?ie .S Seography
information, you see the Edit Course page. Subject Eloctivel
(Notice the “Custom Course” sub-tab is now
the “Edit Course” sub-tab.)This is where you
drag units and/or assignments from existing Cancel  Submit
courses into the custom course you want to 4

create. (See example below.)

Courses  Edit Course | Custom Projects

Courses / Edit Course O Edits mads to this course will not sffect students cumently enrolled in this course
Add to Course Caurze Hame

q q U S Geography edit
Filter List Select a subject to limit courses. et AR

Subject Course Author Subiect

Advancad Placemen « 24| cciranch (zo10) A Electives adit
Elective [ New Testament Survay b Fmallok CRiaok
GED and skills Essen || ooy Adrmin-only .
Mathematics [ math 7_2010 (2010 ZGSTI

Flacsmen . M= e v

< bd < b

Craste New Unit

Al | Projects | Lessons | quizzes References Tests

My Frojects
Units and Projects expand all

Courses Title Type Author

@ Drag units from left pane here. Projects and
assignments can only be dragged inside open
units.

List Courdes Préview Caurse
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Let's take a look at every section of this page, beginning with the left column, Add to Course.

Notice the row immediately below
“Add to Course”. This series of
buttons allows you to filter the
display in the bottom panel (Units
and Projects) by assignment type.
Select the type of assignment you
want to drag into your custom
course by clicking the button.

To further narrow your choices,
click one or more courses displayed
in the Course panel to the right of
the Subject column.

All of the units for the selected
subjects and courses display, along
with any custom projects you have
created in those subjects in the
Units and Projects panel.

Once you click a subject or course
in the Filter List, the units and
custom projects display. Click
expand all on the right side of
Units and Projects to open all units
and display the assignment titles.
You can also the arrow to the left of
each unit to display only one unit at
atime.

Courses / Edit Course @ cdits m
Add to Course
Al | Projects  Lessons  Quizes  References | Tests My Projects
Filter List
Subject Course Author
[ GED and skills Es & [J|algebra 1 MAB A
[1 Imathematics [ |20th Century American M/
[T 'math [ |advanced Placement C2M/
1 placement [ |advanced Placement U, M/

[1 Elective [ ecis 1-4 AR
[1ladvanced Placem: ™ MlpcIis 1-B T & v
Units and Projects expand all

Courses Title Tvype Author
Units and Projects expand all
Courses Title Type Author
20th Century
b American History CORUIE AN LA E N/A

Once you have populated the Units and Projects section with units and assignments you want in
your custom course, you are ready to begin creating the course. You use the course information in
the left column to create your custom course in the right column.

If you want to use an entire unit, simply click the unit you want to use and holding your mouse button
down, drag it from the Units and Projects panel to the right side of the screen, below the Create

New Unit button,
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Courses | Edit Course | Custom Projects

Courses / Edit Course

Add to Course

Filter List select a subject to limit courses.

My Projects

Units and Projects

Tite Type

INTRODUCTION TO
World Geography GEOGRAPHY

Courses

World Geography HUMAN GEOGRAPHY

World Geography NORTH AMERICA

CENTRAL AMERICA,
Word Geography il:‘LI:I'T_II_IH:MERICR.
CARIBBEAN
OCEANIA,
World Geography AUSTRALASIA, AND
ANTARCTICA

Word Geography iigE:’Ii?‘REVIEW

World Geography WESTERN EURDPE

EASTERMN EUROPE
World Geography AND RUSSIA

Word Geography il';BR_Ii:HnRAN

Subject * Course Author Subjmcl

Placement - A~ Electives edit

D American History (201
Bible Eail Entallatle CRi-abke

- D Government and Ecand admin-only & D D

History

[] werld Histery (2011)
English Language &rt Editan

fwl 2011
Science T ivi World Geography (201 "
< > < >

+ Create Mew Unit

All | Projects  Lessons | Quizzes References  Tests © Unit: NORTH AMERICA edit remove

@ Edits made to this course will not affect students currently enrolled in this course

Cauze Hame

U S Geography  edit

expand all

Author
A
® Crag units from left pane here, Projects and
assignments can only be dragged inside open
units.
v 4 Preview Course
>

| just moved the unit “North America” from the Units and Projects panel in the left column over to my

new custom course, U S Geography in th

e right column. To use individual assignments from a unit,

you must first decide what unit the assignments will be in. All assignments MUST be in a unit. If you
want to drag an assignment into an existing unit, be sure the unit on the right side is expanded as well
as the unit folder in the Units and Projects panel and drag the individual assignment as you did the

entire unit.

If you want to put the assignment into a new unit, you must first create the unit. To do this:

Click the Create New Unit button

% Create Hew Linit

Enter the name of the unit in the
Unit Title textbox.

Click Create.

LInit Title:
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| created a new unit, “Geographic
Tools” and moved two assignments

into that unit, by CIiCking and & Unit: Geographic Tools edit
dragging them from the Units and
Projects panel into my new unit. |
then decided to make the new unit r &
the first unit in the course, so | drug r ot & & :

it above the unit, “North America” LESSON  Gpographic Tools: Graphs,
that was in that position.

remove

#+ Create New Project

Geographic Tools: Globes and

preview remowve

preview remowve

© unit: NORTH AMERICA edit remove

| can drag custom projects in the same way | did the individual assignments. Just remember all
assignments can only be placed in an open unit, even custom projects.

Once you have added all of the units and assignments to the custom course, you can rearrange
assignments within a unit by clicking and dragging them. You can also move units into a different
order in the same way.

Click edit beside a unit name to change the title of the unit. Click remove beside a unit or assignment
if you decide you want to remove that unit or assignment.

Before you finish, you have the option of previewing either an individual assignment or the entire
course. To preview an individual assignment, click the preview link beside the assignment title you
want to preview. To preview an entire course, click the Preview Course at the bottom of the right
hand column.

If you are ready to make the
course available for enrollment,
click the checkbox below
Enrollable at the top of the right

Cauize Name

S Geography  edit

Subjecl

column Electives edit
If you want to be able to assign Eai _ Erallacke CR-able
this course in CRx mode, click Fhdrming/Teachers v | ] []

the checkbox below CRx-able.

NOTE: If you want to make the course CRx-able, be sure to check the Enrollable box first!

£ List Courses

Click either the Courses sub-tab or the List Courses button (
page.

) to return to the Course
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Custom Projects
Let’'s take a look at the Custom Projects page. This is what you see the first time you open it.

¥ I,_1

T - Y
Courses | Custom Courses | Custom Projects

My Projects All Projects Archived Projects Create Project

Project Title Author Actions

Page|l |aofD 10 Mo records to view

The four buttons below the sub-tabs are:
¢ My Projects — displays a list of the projects you created

¢ All Projects — displays a list of all custom projects created by the admin and teachers in your
school

e Archived Projects — displays a list of any projects you or another admin or teacher in your
school moved to the archive status

o Create Project — click here to start working on a new custom project\

Below these buttons is the area where you will see the project list you selected using the buttons. The
three columns in this list are the Project Title (the list is sorted ascending by this column as a default.
You can rearrange the list by clicking either the up/down arrow to the right of the column heading or
by clicking “Author”). The second column is Author. This tells you who created the project. Actions is
the last column. Your choices here are:

e Preview — allows you to see the project the way your student will see it (along with the options
you selected for status, title, edit permission and possible points). When you view the
project in preview mode, a button appears in the top banner of the page so you can
close the project and return to the Custom Projects page,

[ ¢ Close window and return to application

¢ Edit — permits you to make changes to the project. Once you upload a file and save the project,
you can update or remove the file in edit mode using the [Update] [Remove] on the Project
File line.

Project File ShortStonyProject.doc  [Update] [Remove]

e Copy — enables you to make an exact copy of the project. This is handy when you need to
create similar projects... saves some typing!

e Archive — lets you change the status of the project with a single click.
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Let’s start by clicking Create Project.

Project Status: Active (default)
or Archived — Use the drop-
down menu to choose. Project Status ictve

Custom Project

Project Title

Project Title: Type the title you

want to give this project into the Edit Permission oy
tethOX Points Possible 100.0
Edit Permission: Use this drop- (e e
=| Fortfamly | Forksze | — 2 % x| 82 2 H = |

down menu to select who can PlumESS
edit this project, All Admin or All I el
Teachers

E« B[S AR

Points Possible: Enter the
number of points available for
the student to earn on this
project. 100 is the default.

Path: p p

Project File

Cancel Save

&

Project Text: Enter student instructions for the project in the white space below the format bar. This is
what the student sees when they open the project. There are a number of formatting options available
to you as you enter the instructions for this project. See the chart below for further explanation of the
options available. You can also copy a URL into this box, if you wish.

Project File: If you prefer to use a template or already have a file with project instructions, click the
Browse... button to locate, select and upload the file to the system.

If you choose to upload a file, you might want to put an instruction into the Project Text area advising
the student to be sure to click the Download Project Details button, which will appear above the
Project Text area if you use a file.

You can have your student upload a file to complete the project.

Click Save to retain your work or Cancel to return to the Custom Projects page discarding the work.
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ICON

ICON DESCRIPTION

Bolds highlighted text

Italicizes highlighted text

Underlines highlighted text

Elic|~|m

Allows you to strike through highlighted text

Aligns text to the left margin

Centers text

Aligns text to the right margin

Justifies text across the line

Fank Farnily

Drop-down menu to select the font style

Fonk size

Drop-down menu to select the font size

Inserts a horizontal ruler

Removes all formatting

Makes selected text subscript

Makes selected text superscript

Insert a special character

Add an emoticon

Lets you insert or edit embedded media

Horizontal Rule

Print a copy of your assignment

Insert a page break

Cut an item

Copy a selected item

Paste an item

Paste an item as plain text

Paste an item from MS Word

Lets you create a bulleted list

Creates a numbered list

Allows you to indent text, one to the left, one to the right

4/3/2012

44




@ Ignitiam Teacher User Guide

6 Enables use of block quotes
9 Undo and Redo
e Insert or edit a link
Unlink highlighted item
oL Insert or edit an anchor
= Insert an image
LT Allows editing of HTML
< Lets you preview the assignment
L Select color for highlighted text
7 Select a background color
- Spell Checker

Once you have created a custom project they appear in the grid on the Custom Projects page. The
default display is My Projects. If you want to see every project created in your school’s installation,
click All Projects.

o ———

1 Courses Cusn Curses
My Projects All Projects Archived Projects Create Project
Project Title Author Actions

Daily Fitness Diary Faul Hunter Preview | Edit | Copy | Archive

Drama in Scripture admin admin Preview | Edit | Copy | Archive

Geography of Paul Tyler Hazen Preview | Edit | Copy | Archive

Mapping Melissa Abbott Preview | Edit | Copy | Archive

Mathernatical Patterns Andrew Cryer Preview | Edit | Copy | Archive

Meter Magic admin admin Preview | Edit | Copy | Archive

Short Story admin admin Preview | Edit | Copy | Archive

Spanish Colonial Cultures Gloria DeSouza Preview | Edit | Copy | Archive

Technology at Harne Bill willis Preview | Edit | Copy | Archive

Warin the 20th Century Melissa Abbott Preview | Edit | Copy | Archive
< b
Page |1 |ofl 10w View 1 - 10 of 10
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Reports

Ignitia provides a variety of reports to help you manage and track student activity and progress. (See
examples of reports in Appendix A beginning on page 50.)

e Course Percentage Complete — Enables you to quickly track how far along a student is in one
or more assigned courses.

¢ Detailed Student Grading - Shows you current grade information for the student at a unit level.

e Login/Logout Report — Provides a list of selected users, their login and logout times, and the
duration of each session, for each day during the selected date range.

e Student Activity Daily Breakdown — Lists the amount of time students worked on each course
by day, along with the total time spent in all selected courses.

e Student Activity Summary — shows the total amount of time selected students spent in each
course for the date range or selected term, along with the total time spent in all courses.

e Student Lesson Plan— provides a breakdown of all assignment(s) for each selected course for
a student. Report lists the course, teacher assigned, assignment title, unit, status of assignment
due date and completed date if appropriate.

e Student Unit Grades — displays the score for each unit by selected course for each student
selected. (You have the option to select completed units only. Completed means all
assignments (including projects) have been submitted and all items requiring teacher-grading
have been scored.) Also displays the course score to date.

nome]m:ignmem Alert:Is‘tudent: Icour:e Enrollment IGradebookIcour:e:I ]He::age: _

Create a Report
Course Percentage Complete
Follow these simple instructions:
Detailed Student Gradi
afled Hude Dl 1. Choose desired report from the menu on the left,
LoginfLogout Times 2, Select what you would like your report to cover,

3. Select a format for your report
Student fctivity Daily Breakdown

4, That’sit.
Student fictivity Summary
student Lesson Plan Report Type Report Description
Course Percentage Complete Tracks student progress in each course
Student Unit Grades ) ;
Cetailed Student Grading Current Lt level grading information
Login/Logout Times See how much Hme users spend onfine
Student Activity Daily Breakdown Detailed daily student actividy log
Student Activity Surmmary Calcufzters Hme students spend on each courss
Student Lessan Plan Sums up dally student assignments
Student Unit Grades Student grading information per Lt
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All reports, except the Login/Logout Report require you to select the following information:

Time Period: You can
select any Term, or Start S b B csv B eor
and End Dates you wish
to use.
~Select Time-frame
Users: There are several Select Term Start Date End Date
ways you can select the O
people to include on the O [zo11-2012 021 4i2012 110302012
report. You can sort by M [pring 2012 021 472012 06/20/2012
Name, Username1 Record Count 2
Student ID, Campus, or
Status. Start Date: End Date:
Enrollments: Click the _Select Users
S'hOW/RefreSh bUtton to Select MName Username | StudentID | Campus Status
display all courses for the
D Ackive W
selected users.
Select any COUI’SQ W Wmata, Claire amato MOS W1 W etive -
Ed . S d ! I Wecencion, Andres ascencion  |S64 W1 W tive
|t|0n, tu ent’ r Baraga, Luis harana 310 A1 W tive
Teacher, Status, or ™ |paraga, Mania rbaraga 47 a1 [active
ReaSOI’] W Barela, Alberto harela E7A IIA, W tive
I Bengala, Armando abegala E73 W1 W tive
Report Format: Use the W Begala, Doreen begala 41 1 A ctive
drop_down menu to select: I Bhasran, Siva bhasarn EZ26 1 Wctive
W Borelli, Christapher chorelli 5491 W1 W tive
e Web- opens a new 7 |Boreli, Seth borelli 3a A1 i ctive
browser window to 7 [Cameran, Beatrice cameron  |E36 A1 Active
display a formatted I [carlisle, Madeling carlisle M54 a1 A tive
printable report W Conrad, Joya conrad 533 [id W tive w
Record Cownt: 78
e CSV —comma
separated file, use ~Select Enrollments
Excel or another
Show//Refresh
spreadsheet
application to most
easily display the data Select Course Edition Student Teacher Status | Reasan
¢ PDF — formats a - h b b
printable report in the Record Count 0
same browser window
as the application. Be
sure to use the Back
button or arrow on your
browser to return to the
application. Click OK to
resend the data when
prompted.
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Time Period: Enter the Start

Date and End Date.

Users: There are several
ways you can filter the people

Export as:  ‘Web C5Y FOF

to include on the report. You ~Choose Time-frame
can sort by Name Start Date: End Date:

Username, Student ID,

Campus, or Status. Click the —Select Users

checkbox beside the name of Select Narme

Usermame

Student ID Campus Status

anyone you want included on O

Ackive v

the report. To select all, click TS

abbott

PIA R Btive -~

the checkbox at the top of the

Carney, Audrey

carney

R P-4 Wetive

Flares, Loretta

column.

flores

PIA R Btive

Hazen, Tyler

hazen

R R Wctive

Hunter, Dave

Report Format: Use the

hunter

RIS RIS Btive

Lisle, Jim

drop-down menu to select:

lisle

R R wctive

] )

illis, Bill

illis

RIS R Btive -

e \Web- opens a new Record Count 7

browser window to display
a formatted printable
report

Export as:  ‘Wweh Csv POF

e CSV — comma separated
file, use Excel or another
spreadsheet application to
most easily display the
data

e PDF — formats a printable
report in the same
browser window as the
application. Be sure to
use the Back button or
arrow on your browser to
return to the application.
Click OK to resend the
data when prompted.

As soon as you select the Report Format, the report generates in a separate window.
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Messages

Ignitia provides an internal messaging system. Your administrator chooses if it will be used in your
installation or not. Your administrator decides if the students and teachers can use it (school level). If
the administrator decides to use it, you and the admin can then decide which students can send and

or receive messages using it (student level).

When you click the Messages tab, your Inbox automatically displays. Notice across the top row there
are several drop-down menus and buttons.

e

Please double click a row to view message

Inbo w || Al ihessages v Hew Message thark as Read Mark as Unread Archive

Let's briefly walk through each.
e Inbox — click this drop-down menu to display your Sent items or Archive items.

o All Messages — clicking this drop-down menu allows you to filter your Inbox to display only
messages you have already read or ones you have not read yet.

e New Message — click this button to open a new message screen

e Mark as Read — click the box in the far right column of a row with an unread message and click
this button to mark it as read.

e Mark as Unread — click the box in the far right column of a row with a message you have read
and click this button to mark it as unread.

¢ Archive — click the box in the far right column of a row with a message and click this button to
move the message out of your inbox and into the archive folder.
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Inbox

Each message appears in a row of your Inbox. (See example on the next page.)To simply read the
message, double-click the row containing the above information. Each row offers information about
the message. Moving from left to right the columns include:

¢ Selection column — click the checkbox to select the message. Use this column to quickly
perform the same action to multiple messages, for example, move several messages to the
archive folder.

e Date: the date the message was received (Notice the arrowheads to the right of Date? This
indicates you can sort your inbox in ascending or descending order based on the date the
message was received.)

e From: Tells you who sent the message.

e Subject: Title of the message sent

e Preview: Gives you the first few words of the message.

e Actions: Click one of the three links, Reply, Forward, or Archive to handle the message.

Messages

Please double click a row to view message

| Inbox » || all Messages v Mew Message Mark as Read Mark as Unread Archive

r‘ Date - From Subject Previewr Achons
I:‘ 11:39AM Tanner, Megan Re!Re:Re:State History Essay Done - I leftitin your box. Reply
On 2012-... Forward
Archive
I:‘ 11:37AM Morton, Emma Help Needed - Project: The Art of Compromise - ProEninva Morton: ok, thanks Forward
Archive
Yiew Lesson
I:‘ 08:52AM admin, admin Staff Development Day - April Reply
Forward
Archive
[Jlo7s19/2011 |Lisle, Jim Service Hours Project Schedule Reply

Forward
Archive

Once you have dealt with a message, it is a good idea to either click the Archive link on the same
line as the message, or click the checkbox in the first column and click the Archive button to move it
out of your Inbox and into the Archive.

Archived

Just as with the Inbox, each message is on a separate row. The columns are the same, the two
differences are:

1. The lastlink in the Actions column allows you to move the message back to the Inbox
2. The Move to Archive button is now Move to Inbox.

Sent

Again, as with the Inbox, each message appears on a separate row. The columns are the same.
There are a few differences:

1. The only link in the Actions column allows you to forward the message to someone else
within the system.

2. New Message is the only button available.
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Help Request Messages
Messages sent by students from within an assignment have “Help Needed” in the Subject and give
you a link in the Actions column to go directly to the problem in the assignment. These messages
also appear in New Messages on your Home page, the Help Messages section of the Actions area
on your Home page, and on the Action Required tab of your Gradebook, where the Type column
says “Help Requested”.

I:‘ & T/i9/z011 Maorton, Emma Help Meeded - Project: The Art of Compromis Emma Morton: Do I hatgogand | Wiew Lesson
| Archive

D ® T/19/2011 Baraga, Luiz Help Meeded - Essay: The U5, Policy for Viet Luiz Baraga: T am kind poo o | ¥iew Lasson
| Archive
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Appendix A — Report Examples

Course Percentage Complete

Odyssey Academy

Course Percentage Complete Report
Report Start Date:  Jul 18, 2011

Report End Date:  May 24, 2012 Date Feb 20, 2012

Neely, Casandra |cneely, A1, W10]

Current Score Course Title Total Assignments Assignments Course Completed %
94.6 Civil War(2011) 33 4 4.8
79.5 Essentials of Business(2011) 41 4 9.8
92.1 Earth Science(2011) 168 2 1.2
958 English I1(2011) 178 3 1.7

Detailed Student Grading

Odyssey Academy

Detailed Student Grading Report
Report Start Date: Jul 18, 2011

Report End Date: May 24, 2012 Date Retrieved: Feb 20, 2012

Neely, Casandra [cneely, A1, W10 |

Course Name : English 11 (2011)

Unit Type Assignment Started * Completed * Time(h:m) | Score
I |LESSON 2. Language in Motion: Vocabulary OT/I8201103:33 pm |07/18/2011 03:44 pm 00:12 97.50

1 [LESSON 3. Language in Motion: Word Meaning AL CERE it (SRHIC 2T BE fd 00:07 90.00
1 |LESsON 4. Language in Motion: Etymology 07/20/2011 11:01 am  |07/20/2011 11:45 am 00:44 100.00
u Unit Score: | 95.80

C Course Score: 95.80

“ All Dates and Times are MST
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Login/Logout Report

O yssey Academy

Login/Logout Times Report

Report Start Feb20,2012
Report End Diate: Feb2l,2012 Diate Retrieved: Feb 21, 2012

Torres, Esmie |torres |

Diake Login Time (MET) Lagout Timee (MET) Remsion Duration
202012 S 1251 AN L1605 AW 010214
02202012 1 1:00:59 AM 1 1:35:39 AM (034139
202012 11:41:089 AM 12:21:26 PM [EE TR
202012 12:32:16 PM 1105 200 PR 0032143
0202012 1:32:58 P L:d%:0d P O 160G
202012 1:52:11 PM 2:45:09 PM (0 56:58

Tatal Time: 0402159

02212012 B0T:49 AM 10:32: 20 AM 02:24:31
02212012 11:42:51 AM 12:05:45 PM 026154
02212012 1:4B:5T PIM 25736 PM OL085E
Tatal Time: 00003

Total Druraticm: 080303
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Student Activity Daily Breakdown

Odyssey Academy
Student Activity Daily Breakdown Report
Report Start Feb 20,2012
Report End Feb21,2012 Diate Retrieved:Feb 21, 2012
Torres, Esmie |torres, Mid |
Drate Course Title Tatal Mavigation Time ¢ hhrmmss)
2202012
Earth Bcience (2011} 0 SE0E
Peychology (20017 0de3 ]
Wietnam Era (2011) 05520
Total Time: 0215159
02212012
Earth Science (20115 003 5%
Peychology (2001) o445
Wietnam Era (2011) [ RIE T
Towml Tinwe: LIRS
Total Duration: [ helig

Student Activity Summary

Odyssey Academy

Student Activity Summary Report

Repart Start Feb 20,2012

Repart End Feb 21,2012 Date Retrieved: Feb 21, 2012
Torres, Esmie |torres. M14 |

Course Total Mavigation Time (hhomon)
Earth Science (20113 01:20
Psychology (201 1y 01:30
Viemam Era (2011 02:37
Totl Activity Time : 0527
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Student Lesson Plan

Odyssey Academy
Student Lesson Plan Report
Report Start Feb 20, 2012
Report End Feb 24, 2012 Diate Retrieved: Feb 21, 2012
Tarres, Esmie |torres, M1d4|
Teacher Course Uit Assignment Sths Dz Date Completed
. . . 02212012 ;
Hunter, Dave Earth Sciemos( 20011 1 2: Intraduction to Earth Scemnce Fraded 02207212
. - . F— . 02212012 1
Hunter, Dave Earth Scienoei 20117 1 3: Project: Research a Career Asmigned HiA
. . . 02212012 .
Hunter, Dave Earth Scienoe(2011) 1 |4 Competing Perspectives Graded 022002012
. . . 02212012 .
Lisle, Iitn Pepcholagy201 1) 1 2: Intraduction to Peychology Graded 022002012
. . - . 02212012 .
Lisle. Iim Pepchology201 1) I |3: Experimental Psychology and Graded 022002012
Abbot, Melissa Viemam Era(2011) I |2 Vietwam Graded PRI gaaninz
. v - . 2212012 .
Abbott, hlelizmn Viemam Ermi2011 1 3: Early History Fraded 0220072012
. . .. . 02222012 .
Hunter, Dave Earth Sciemoesi 2011 1 5 Bcience Weighs [n Asmigned MiA
H . - - L c 02222012 :
unter, Dave Earth Science(2011) I |6 Project Doppler Effect Assigned HiA
. - . 02222012 .
Hunter, Dave Earth Sciemoei 2011 1 7 Oz | ot Started MiA
. . . 02222012 .
Lisle, Jim Pepchology2011) 1 |4 More About Psychological Completed 022152012
. v - l . 02222012 P
Ahbbott, helisza Viemam Erai20117 1 4: French Indochina Completad 022152012
. 022%2012 .
Hunter, Dave Earth Sciemoe( 20113 1 8: A Bequence OF Events Pelot Started His
. . 02232012 .
Hunter, Dave Earth Scienoe(2011) I |9 Flanetary Motion It Started MiA
. - . 02232012 .
Hunter, Dave Earth Sciemoe( 20113 1 10 Acbility To Orbit Pelot Started His
R . - ] . . . . 02232012 ‘
Lisle, Iim Pepchology201 1) 1 51 Report Influential Peychologists Assigned A
1 - - P i 02232012 "
Abboit, hdelissa Viemam Ermi2011% 1 5 Quiz 1 Toward French Fraded 022 15xl2
. . . . 02242012 .
Hunter, Dave Earth Scienoe(2011) 1 11 Progect: Mewton's Law Assigned A
. - P 02242012 :
Hunter, Dave Earih Sciemoe{ 2011 1 12: Qi 2 ok Started HiA
. - . . 02242012 R
Hunter, Dave Earth Sciemoe(2011) 1 13 A& Unique Planet Mot Started A
. . . . . . 02242012 .
Lisle, Iin Pepcholagy201 1) I |6 Pepohological Fields and Careems Asmigmed MNid
Abbott, Meli v - - . . 02242012 P
s Mlelis=a Wiemam Erai2011) | 6: Maticnalist Movement Graded 0220152012
. v . . 02242012 .
Abbaitt, hlelisas Viemam Erai 20115 1 7 World War 11 Fraded 0221512
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Odyssey Academy
Student Unit Grades Report
Report Start Feb 01,2012
Report End Date: Feb 21,2012 Date Feb 21, 2012
Esmiz Tomes, [tomes, M14)
1 2 1| 4 s | e | 7 g | o | w | 1 | 1z | 13 |Course
= - - = Scorns
Barth Science (2011) [ 544 [ 00 | 00 | 00 | o0 | 0o [ oo | 0o | oo | oo | o0 | 0o | oo | 844
- Coursa
2 3
! < : 4 : & | score
Psychology (20113 | 818 | o0 | 00 | oo | oo | oo | ou8
- Courss
1 2 O O T R hstin
Vietnam Era (2011) | 97.8 | 1000 | a0 | o0 | oo | oo | @89
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