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Welcome to ODYSSEYWARE Online Administrator!

ODYSSEYWARE sent you the URL, probably in the format “https://yourschoolname.owschools.com.”
As soon as you go to that site, you see a screen similar to the one below.

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

ODYSSEY

Login ID admin

Password R

About  Help - ~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 ODYSSEYWARE 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 OW.

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 “ODYSSEYWARE End User License”.

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.

NOTE: Only STUDENTS use seat licenses. Admins, teachers, and parents do not utilize a license.

4/3/2012 4
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The Feedback page enables you to send ODYSSEYWARE 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.

Name: automatically filled in for
you. You can type over this if you
need to change it.

Email: the address we use to send
you the issue number and respond
to any questions you have
regarding the issue.

Phone: A number where we can
contact 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 issue you are experiencing
while in the application, we need:
the subject, grade, unit and lesson,
(copy and paste the URL address
into this area) along with detailed
information describing the issue
you are experiencing.

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

Feedback x

We value vou as a custormer and appreciate the time you take out of your schedule to
inform us of any suggestions or issues concerning our materials,

Multiple issues should be submitted zeparately,

1. Enter your camments in the box below, Clearly describe the situation you are
encountering,
2, Be zure to include:
o Subject
o Grade
@ Unit
o Lesson
3 ou may alzo copy and paste the URL address for the page you are writing abaout,

RELIE admin admin
Email

Phane

Feedback

we will reply to pou shortly, Be sure to provide a valid email address and phone number
in caze we have to contact you for additional information.

For a status update or if vou have any further concerns regarding this matter contact
technical support at (877) 251-6662,

Thank vau,

SdyszeyWare Feedback
Product Developrment Departrnent

Cancel Send
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Home
After you login as the Administrator, 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
Administrator (and Teacher).

Copyright @2010, Glynlyon, Inc, All rights reserved, Server: ga32  About Help Terms of Use Feedback Version: 2.2.1

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 name of your school and your login
name. Additionally, there are two links on the right-hand side of the banner:

Hew Features @

ODYSSEY

Logged in as: admin admin My Preferences Logout

Odyssey Academy

Home | Assignment Alerts | School Settings | Teacher/Admin | Students | Parents | Course Enrollment | Gradebook | Courses | Reports | Messages

Above the ODYSSEYWARE 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 | 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 ODYSSEYWARE has a new release.

welcome!

We've recently made same 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 locking at it! For more information, click on
the MORE buttan,..

« 50To - easily move fram one screen to another while keeping the student you
are currently waorking

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

I:l Hide thiz bar when I close it

Maore

New Fealuex @

ODYSSEY

Lagged in as: admin admin My Preferences  Logout

Home | Assignment Alerts | School Settings | Teacher/Admin | Students | Parents | Course Enrollment | Gradebook | Courses | Reports | Messages
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Appearance tab — If you permit,
teachers and/or students may click
this link to modify their Theme or
Background.

Change Password tab — Click this
tab to change your password. (You
cannot change the admin
password.)

Click the Save button to retain the
changes you made. Click Cancel
to return to your Home page and
discard any modifications.

Change Password

Theme

excite-bike [Change]

Modifies the look of the application |

Background

Modify the background of the
application

4

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

Another area that remains constant across all of the pages in Administrator 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.

Assignment A E't}l Schoo EEH'_EBI Teachersadmin | Et\.CE_UI Parents | Course Enrollment I Gradebook I Courses

RepC 'tsI Messages

4/3/2012
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Let’s begin on the far left with the Home tab.

ODYSSEY

yssey Academy, where learning is
ioulwy!nrall,
[T-H—

.\,_J _\,_J \,_J \,_J _\,_J P N R TN e TN

ser 01 Absat ml. Terms ofUse  Feedback  Varsis

Your Home page has four panels:

e Message of the Day — think of this as your announcements bulletin board. You, as
administrator control what displays in this panel on the Home page of everyone who has a login
to your installation. You can change this message using the School Settings > Messages &
Displays tabs.

e Calendar — your school calendar displays in the panel in the bottom left quadrant of the Home
page. Right above the calendar, you see a line letting you know how many students are logged
in at the given time.

e 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
guestion to be graded. Remember to check the question numbers for an asterisk (*). This is a
reminder that question needs manual grading.

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

Clicking an Unlock request immediately unlocks 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, 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.

e 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 immediately open the message as a read-only message.

4/3/2012 8
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Assignment Alerts

The Assignment Alert tab displays a page with a list of all student assignments with a status of

“graded”, or “assigned”. Overdue assignments also display. Assignments requiring manual grading

(have a status of “Completed”) appear on both your Home tab in the Actions block and on the
Action Required page under the Gradebook tab.

Ilome school seﬂlng: Teacher.mdmln s‘ludem: Parem: Courze [nrollmem.LG:debook Courer Reporl: Me::age:
Show Progress for |past 5 days % |and For |my students %
Teacher Student Course Unit Tite Type Campu: | Activity Date Status Attempts | Score
Salect W select W
admin admin Megan Tanner Earth Scienc 1 < Competing Perspe LESSON &l -:' 09/20 813 7AM| draded  w 1/MaE TE.9%
admin admin Megan Tanner Earth Scienc 1 2. Introduction to E:LESSON a1 v 09/20 81 294M| Graded W 1/MaE  85.7%
adriin adriin Maria Baraga English I{2C 2 20. Review LESSOM Al y 09/20 1:02AM| Mot startad u] 0%
500w View 1 -3 of 3

You can choose to view a list for just today, or up to the past seven days. Just
use the Show Progress for drop-down list to make your selection.

today b

past 2 days

Use the drop-down list to the right of Show Progress for drop-down list to filter “past 2 days
the display to show all students or only students assigned to you. Ejzz ; 3232
past & days

There are 12 columns across the top of the Assignment Alert page. You can ast 7 days

sort on any column with the arrowheads beside the column header.

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 Teacher Student Course ~ Unit Tite
arrowhead to the right of Teacher is darker
than the other arrowheads. *

4/3/2012 9
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You also see four 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 and search 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 and selecting from the list displayed.

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: = QD . . 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 z“"grl"-':' ;
“ H ” omplate
Sklpped ' Mot started
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 10
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School Settings

When you click the School Settings tab you see a series of six sub-tabs; Messages & Display,
Thresholds & Weighting, Permissions, Archive, Terms, and Calendar. (The text in gray to the right-
hand side of each School Setup screen is explanatory.)

Administrator User Guide

Messages & Displays

Enter the Name of your school — this is the name that appears in the banner across the top of each
page in Administrator, Teacher, and Student modes. This field has most likely already been filled in
for you by ODYSSEYWARE.

Enter your Welcome Message — this can be any message you like up to 255 characters.

Enter the Message of the Day. Think of this as your “announcements” board. Again, you have a
maximum of 255 characters.

Click Save when you are finished with this page.

School Settings

HumeI Assignment Alerts Teacher/ Admin I Students | Parentsl Course Enrollment Gradehuukl Cuursesl Reports

Messages & Display | Thresholds & Weighting Permissions Archive Terms Calendar

MName Odyssey Academy

Welcome Message Odyssey Academy, where learning
is & journay for all.

Message of the Day 0ld Chinese proverb:

Teachers open the door. You
enter by yourself]|

Save

4/3/2012 11
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Thresholds & Weighting

There are several thresholds in the application, CRx Pass Threshold, Lesson Pass Threshold,
Quiz Pass Threshold, and Test Pass Threshold. Setting the Lesson Pass Threshold to a number
greater than zero (0) enables “Focused Learning”. This means whenever a student submits a lesson
with a score below the Pass Threshold, the lesson is automatically reassigned to the student to do
again. Whenever this happens the Attempts counter is increased by one. (See 42 for a picture of this
counter.) You can set a maximum number of times the lesson is reassigned. For each of the Lesson,
Quiz and Test Pass Thresholds, there are two associated options, the maximum number of
attempts and the option to block progress if the student fails on the last allowed attempt.

Administrator User Guide

Home | Assignment Alertsl School SettingslTeal:her.-"Admin | Studentsi Parents | Course Enrullmenti Gradebook I Courses | Repurtsi Messages ﬁ
Messages & Display | Thresholds & Weighting | Permissions Archive Terms Calendar

CRx Pass Threshold 75
Lesson Pass Threshold 70
Max Lesson Attempts 3

Block Lesson Progress O
Quiz Pass Threshold 70
Max Quiz Attempts 1

Block Quiz Progress O
Test Pass Threshold 70
Max Test Attempts 1

Block Test Progress O
Lesson Weight 25
Project Weight 20
Quiz Weight 30
Test Weight 25

4/3/2012 12
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Thresholds
CRx Pass Threshold

CRx Pass Threshold applies only to the pre-test for each unit of a course assigned in CRx mode.
CRXx (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.

Administrator User Guide

In the CRx Pass Threshold field, enter the percentage students must achieve on pre-tests to test out
of a unit in a CRx mode assigned course. (The default is set at 70.) Use whole number only, no %
sign.

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 Lesson, Quiz and Test Pass Thresholds are used for all assignments in the unit.

2. 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.

Lesson, Quiz and Test Pass Thresholds

Remember you can change all threshold percentages and attempt numbers. Change them to meet
your school/district requirements. Use only whole numbers. No % sign is necessary.

Lessons, Quizzes, Tests:
The description and instructions below apply to lessons, quizzes and tests.

In the Pass Threshold textbox, enter a percentage students must achieve on the assignment to
continue to the next assignment. (Default is set at 70).

Enter the maximum number of times you want to allow students to try to successfully complete a
assignment in the associated Max Attempts textbox. (Default is set to 3 for lessons and 1 for quizzes
and tests.)

You have the option to automatically block student progress in the course, if the student does not
achieve a score at or above the Pass Threshold within the maximum number of attempts you set.
Click to place a checkmark in the appropriate Block Progress box to enable this feature.
Weighting

There are four assignment types in ODYSSEYWARE, lessons, projects, quizzes and tests. This tab
allows you to set a weight for how the grades for each assignment type are factored into the unit and
overall course grade. The defaults are set to 25 for each assignment type.

Enter a whole number into the box to the right of each assignment weight you want to change. The
total of the four weights must equal 100.

Click Save when you are finished.

4/3/2012 13
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I Messages & Display | Thresholds & Weighting | Permissions I Archive I Terms | Calendar _

Theme Selection

Default Theme

Allow Background

Default Background

Allow Messaging

Blank Essay MNotification

Change Password

Change Thresholds and
Weights

Student Review Test Quiz

Student Answer Key

Enable Grading View

Randomize Questions

Change Passwords

E=

smoothness [Change]
[@ i @

e Peows TR BB

=

Esamp|e2 bg v |

Save

4/3/2012
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Global Permissions

The default settings for theme and background are the ones you selected when talking to OW School
Setup.

1. Theme Selection: If you click to place a checkmark in the Theme Selection box, students and
teachers are allowed to choose their own application theme.
Default is set to not allow this.

2. Default Theme: Click [Change] then use the Select a theme drop-down menu to see the other
options. Click the theme you want to use.
If you did NOT put a checkmark in the Theme Selection box above, the theme you select is the
one everyone in your school will use.
Allow Background: A checkmark in this box enables users to select one of the other
backgrounds provided. If this is not allowed, everyone in the school sees the background set in
the Default Background. Default is set to not allow this.

3. Default Background: Use this drop-down menu to select the default background you want for
your school. If you do not allow backgrounds to be changed (see item 3 above), this is the
background every teacher and student in the school sees. If you do allow backgrounds to be
changed, this is the background all teachers and students see when they first login.

4. Allow Messaging: A checkmark in this box enables students to send messages to their teachers
and teachers to send messages to students and the Principal. This can be changed for individual
students by editing the individual student.

If you choose to remove the checkmark on this option, NO teachers or students will be able to
send or receive messages using the application messaging system and this option is then
disabled on the edit student page. The Messages tab is grayed out for teachers and students
when they are logged into the application.

Default is set to allow messaging.

Grading Permissions

Blank Essay Notification alerts the teacher when essay questions are submitted with no answer. The
default is to have this selected (checked).

Teacher Permissions

There are only two setting for teachers, Change Password and Change Thresholds and Weights:
The first allows teachers to change their own password. The second permits the teacher to change
assignment weighting percentages, pass thresholds, maximum attempts, and block progress in courses
for students. The default setting is not allow these options. Click the box beside the options you want to
enable placing a checkmark in the box.

Student Permissions

There are five options you can set at the school level. Each can be edited at the student level if you
allow them at the school level. Any of the options you do not allow are disabled on the edit student
page. The default setting for all of these options is set to not allow them. To enable these features, click
the box next to each option you want to enable, placing a checkmark in that box.

1. Student Review Test Quiz: Allows student to review completed and graded quizzes and tests.
2. Student Answer Key: Enables students to see the answer key in completed assignments only.

3. 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.

4/3/2012 15
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Randomize Questions: Displays the questions in student lessons, quizzes and tests in a random

4,
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.
Teachers 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.

5. Change Passwords: Allows students to change their own password.
Click Save when you are finished.

Archive

As administrator, you can set an independent grace period for archived students and enroliments.
When a student or enroliment is placed in Archive state, the student or enroliment is moved to a
Pending Archive status until the grace period expires. During the grace period, the Archive state
can be reversed, with all information related to the student or enrollment returned to the original
status. Once the grace period ends, and the student or enrollment moves from Pending Archive

to Archive status, the information cannot be reversed.

Messages & Display Thresholds & Weighting Permissions | Archive | Terms Calendar

User Grace Period 1 day(s)
Enrollment Grace Period 1 day(s)

There are two ways to access archived students, you can go to the Students tab, click the Status
drop-down and select Archived or go to the Course Enrollment tab, click the Student Status
drop-down, select Archived, and then click the Search button.

To find archived teachers, go to the Teacher/Admin tab, click the Status drop-down, and select
Archived.

To view archived enrollments, go to the Course Enrollment tab, click the Enroliment Status
drop-down, select Archived, and then click the Search button.

4/3/2012 16
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Terms

As administrator, you can create multiple terms; full year terms, semester terms, future terms. You

decide if a term is enrollable and which term is the default. The default term is simply the one that

appears when you, or a teacher, add an enrollment. At the time a student is enrolled in a class, you or
the teacher can select from all enrollable terms. You must have at least one term to enroll students.

Messages & Display Thresholds & Weighting Permissions Archive | Terms | Calendar

@ Coursework schedule changes for active student enrollments will be visible day after any changes are made to esisting terms

Name Begin End Working Days Enrollable Default Actions
2011-2012 0z/14/2012 10/02/2012 191 ® Cannot Delete | Edit
Spring 2012 0z/14/2012 nefz0/z012 a0 O Delete | Edit

2

To add a term:

1. Enter the Name of the term in the text box at the bottom of the Name column. The
combination of term name, begin and end date must be unique, if you have multiple terms.

2. Click the text box at the bottom of the Begin column to display a calendar. The current month
displays. Use the small arrows to the right and left of the month and year to navigate to a
previous or future month. When you reach the month with the date you want as the starting
date for this term, click the date to populate the Begin text box.

3. Click the text box at the bottom of the End column to display the current month calendar.
Navigate and select the End date as described in Step 2.

4. If you want to immediately enroll students in this term, click the checkbox at the bottom of the
Enrollable column.

5. Click Add Term.

6. The new term now appears in the list of terms. If you want this to be the default term, click the
circle in the Default column of the corresponding row.
You must select one term as the default.

To delete a term, simply click the Delete link.
A confirmation box opens to ask if you are
sure. Click OK to delete the term, click Cancel

to leave it. If you have students enrolled in a 6 Are you sure?
term, you CANNOT delete that term.
Remember, you CANNOT delete a term if | ook | [ cancel
there are students currently enrolled in that
term.

The page at https:ffowsoo-qgad.owteam.com ... @

4/3/2012 17
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To change the name of the
term, begin or end date of the
term, click the Edit link in the

Marme:

corresponding row of the 20112012
Actions column. To change Begin:

the Name, simply type the 05 16SZ01
new name over the existing End

name. Click the date you DESE4IT0NZ

want to change and navigate
to the new date as described
in Step 2 above. Click Save
when you are finished.

Cancel Save

r-]

NOTE: Any changes to term dates require 24 hours before they are reflected across the system.

Calendar

Click any date on the calendar to change it from a school day to a non-school day or the reverse. Be sure
to click the box below the date. Use the small arrows above Saturday on the calendar to navigate to
another month. To return to the current month, click the today button to the left of the arrows. “No
School” displays on all days you designated as non-school days. All weekdays (Monday through Friday)
are considered school days. Click each day you want to select as a holiday making it a non-school day.

Messages & Display Thresholds & Weighting Permissions Archive Terms | Calendar

@ Coursework schedule changes for active student enrcllments will be visible day after any changes are made to the calendar

February 2012 EE

Sun Man Tue Wed Thu Fri Sat

1 2 3 4

I o i ol Na School
=1 =1 7 g 9 10 11

I o N School 18 I Na School
12 13 14 15 16 17 18

I i I | Mo Sohoal M Skl
19 20 21 2z 23 24 25

I i I | Mo | M Skl

26 27 28 29
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This page displays the list of teachers. You can display active teachers only (the default), teachers on
hold, archived teachers, or all (the combination of active, on-hold, and archived teachers). Use the
drop-down menu in the Status column to select on-hold, archived, or all teachers. We will walk through
all of the features on this tab over the next few pages.

Just a note before we begin. There are three Teacher/Admin roles: teacher, super teacher, and admin;
and several different permissions you can assign each teacher: student maintenance (edit student
profiles), add new students, assign courses, create or edit custom courses, change password, change
thresholds and weights. Before you add a new teacher, you need to understand these roles and decide
which role and what permissions each teacher should have.

TEACHER/ADMIN ROLES

Teacher

Super Teacher

Admin

Sees only students enrolled in
classes he or she is assigned if
the “My Students” filter option is
selected. If “All Students” is
used, teachers also see any
students they added or
enrolled.

Can perform only the functions
allowed by the admin (student
maintenance, add students,
assign courses, create/edit
courses) for students enrolled in
assigned classes.

Sees ALL enrolled students, if the
“All Students” filter option is
selected. If the “My Students”
option is applied, the Super
Teacher sees only students
enrolled in classes assigned to
the Super Teacher.

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

Sees ALL enrolled students,
if the “All Students” filter
option is selected. If the “My
Students” option is applied,
the Admin sees only
students enrolled in classes
assigned to the Admin.

Can perform all functions for
ALL students.

4/3/2012
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Teacher/Admin Page

Teacher/Admin
Create Teacher/admin Disable Login Enable Login
[ online Login Enabled Status First Mame Last Mame Username Type Controls
all || Active v
O Enabled Active adrnin adrnin admin Adrnin Edit | Enrollments
P Enabled Active Audrey Carney carney Teacher Edit | Enrollments
O Enabled Active Bill wrillis willis Teacher Edit | Enrollments
O Enabled Active Dave Hunter hunter Teacher Edit | Enrollments
P Enabled Active Jirn Lisle lisle Teacher Edit | Enrollments
O Enabled Active Laretta Flores flares Teacher Edit | Enrollments
O Enabled Active Melissa Abbott abbott Super Teacher Edit | Enrollments
P Enabled Active Tyler Hazen hazen Teacher Edit | Enrollments
Page |1 |of1 10 |» Wiew 1-8of 8

Disable / Enable Teacher Logins

Notice the two buttons to the far right-hand side of the Teacher/Admin page, Disable Login and
Enable Login. You can easily disable the login id of any teacher by clicking the checkbox in the far left-
hand side of the row with the teacher name whose login you want to disable. Place a checkmark in the
box to select the teacher, and then click the Disable Login button. Conversely, you can reverse the
process by selecting the teacher and then clicking the Enable Login button.

When you disable an On Hold or Archived teacher’s login, you are prompted to reassign all
enrollments assigned to the teacher. All of the notifications are also moved from the now disabled
teacher login to the newly assigned teacher.

You can also choose to disable the teacher login while you are creating the teacher. Simply click the
Login Enabled checkbox at the top of the Create Teacher/Admin page to remove the checkmark.

Create Teacher / Admin

Let’s start by creating a teacher, and then we’ll look at the rest of this page.

To add a new teacher or admin to your application, click the Create Teacher/Admin button on the top
row. A Create Teacher/Admin form opens. (See example on next page.)
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Login Enabled: Default is checked
(enabled). Click to remove checkmark e iy *
and disable teacher login.

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

First Name
First Name: Type the first name of the
teacher. (see next page for list of GRS LI
accepted special characters.) Username
Last Name: Type the last name of the
teacher. Password
User Name: Type the user name Repeat Password j
assigned to this teacher. This field |
cannot be edited or changed. UGEELL GG Teacher |
Password: Type in the password. It Student Maintenance L f
must be a minimum of 6 characters. :
Alphanumeric and some special i
characters are allowed. Add Students O
Repeat Password: Type the same |
password again to verify it. Assign Courses L4 !
Teacher/Admin: Select the role this
person is to have for your installation.
Default is Teacher. Use the drop-down LU ST 0
arrow to select Super Teacher or Admin.
Student Maintenance: Click the box to
permit this teacher to edit students. LU
Add Students: Click the box to permit
this teacher to add new students.

Change Thresholds and
Assign Courses: Click the box to permit Weights
this teacher to enroll students in new
courses.

Allows Background
Create/Edit Courses: Click the box to
permit this teacher to create and edit
custom courses. Theme Selection
Change Password: Click this box to .
allow teacher to change their own D R
password. 2

Change Thresholds and Weights: Click this box to allow teacher to change the pass threshold, CRx
pass threshold, or assignment-type grade weights.

Allow Background: Click here to allow teacher to select the background of their choice.

Theme Selection: If you permitted theme selection at the school level, the associated box is checked
enabling this teacher to choose their own application theme.

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 Teacher/Admin tab.
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Special Characters Permitted for Names, User Names, Passwords

HYPHEN -
PERIOD
UNDERSCORE
NUMBERS - 0to 9

Search Capability

Notice the row immediately below the column headings (Online, Active, etc.). You see blank text
boxes on this row in the User Name, First Name, and Last Name columns. These are search filter
boxes. Start typing in any of these boxes and once you have entered at least three letters, 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.

Teacher / Admin Tab

There are seven columns across the Teacher / Admin page and a selection checkbox. Use the
selection checkbox to perform the same action to multiple teachers at once. You can also use this
checkbox to enable or disable teacher logins.

O Online Login Enabled Status First Name Last Hame Username Type Controls

1. Selection Checkbox: use this to identify multiple teachers you want to perform a single action
for. Click the checkbox at the top to select all.

2. Online: indicator tells you if the teacher is logged onto the application or not. If
the indicator on the row with the teacher’'s name is highlighted, or darker, this m
tells you this teacher is logged on the system. To log this person off the
application, simply click the icon on the row corresponding to the person you
want to log off. =

Login Enabled: lets you sort to show whose login id is enabled or disabled.

Status: this column allows you to filter the list of displayed teachers, Use the
drop-down menu to select, Active, On Hold, Archived, or All. The default is Active.

First Name: Displays the first name of the teacher
Last Name: Displays the last name of the teacher
User Name: the login name for this person.

Type: the role you assigned when you created (added) the person to the system.

© ©® N o O

Controls: There are two controls (or links) available for you in this column; Enrollments, and
Edit.

Enrollments displays a list of all students enrolled in courses assigned to this teacher.

Edit allows you to make changes to the fields described in the table on the previous page.

4/3/2012 22




0

Administrator User Guide

Edit Teacher / Admin

When you click this link, the Edit Teacher/Admin page for the selected teacher or admin opens. There
are a couple of differences between this page and the one we walked through when creating a new
teacher on the Create Teacher/Admin form.

You cannot change the User Name.

Once it is saved, it cannot be edited. User Name cryer

The Password does not display. To

change the password, click [change] _ _
and enter the New Password and Password {change]
Repeat Password in the textboxes that |  +——++—+7—————————
display.

At the top of the form are the Login

dit Teacher/ Admi
Enabled and User Status. s s

Login Enabled
Uzer S5tatus Active b
If you place this teacher in “Archive”
User Status On Hold (w0

status, you see a message just below the
status if this teacher has students
enrolled in courses they are assigned. feassion fo another teacher
You can assign a new teacher for these |

courses, which moves all pending
actions to the new teacher.

You also have the option to leave the teacher active for now and reassign all of his/her students under
the Course Enrollment tab, and then returning to change the teacher’s status.

As always, when you make a change, don'’t forget to click Save.

Students Tab

This page displays the list of students. You can display active students only (the default), students on
hold, archived students or all students. You can also display the list by students whose login id is
enabled, disabled, or all students. Use the drop-down menu in the Active column to select the status of
students. There is a filter just below the Registration tab, View allows you to see only students
enrolled in classes assigned to you or all students as described in the table on page 19.

Just as we did with Teacher/Admin, 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.
Create Student

To add a single new student to your application, click the Create Student button on the top row. The
Create Student window appears. (See next page.)
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Login Enabled: Default is enabled. Click
the checkbox to remove the checkmark

o . Create Student x
and prevent student ability to login. ~
User Status: Default is Active. Click the SRl
arrow to the right of “Active” to select “On TP ENTE Aive
Hold” or “Archived”. I ——

First Name: Type in student’s first name. Last Name
Last Name: Type in student’s last name. Username
User Name: Type in the user name for Password
this student. This field cannot be edited Repeat Password
or changed.
Refauifienn S’h - 2011-2012 (07/18/2011 - 05/24/2012)

Password: Type in the student

password. It must be a minimum of 6
characters. Alphanumeric and some End
special characters are allowed.

O Custom Start

O choose st enroliment

Repeat Password: Enter the same Personalize Thresholds O
password again to verify it. CRx Pass Threshold

Default Term: Select the term the
student is to have automatically display
when a student is enrolled in a course. Max Lesson Attempts
Students can be assigned a custom term.
Click the circle beside “Custom” and

Lesson Pass Threshold

Block Lesson Progress

select the Start and End dates. QuislEasshineshold
You can (_:hoose the term When_you enroll Max Quiz Attempts
students in courses. Click the circle

beside “Choose at enrollment. BlocklOuizibrooress

Default term is set to school default term
set during school setup.

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 13 of this document for a description of this function. The school
CRXx 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.
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of the page is shown below.

Notice the scroll bar to the far right of the Create Student page on the previ
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ous page. The lower half

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.

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 pages 11-12
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

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

quizzes and tests.

Student Answer Key: See page 15 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 Allow Background =
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, i
the associated box is checked Allow Message Receive =
enabling this student to choose their -
own application theme. Click the box e —
to restrict this student only from using Z

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 the 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.

. Enter the information for each student. Save the file to a location from which you can upload.

. Click the Browse button and locate the template file you just created and saved.

. Click the Next button.

N oo b~

. The Preview and Edit
window opens. Duplicate
Usernames appear in
red with a message at the
top of the student list
alerting you to this. Click
each field you want to
change, one at a time. A
textbox opens allowing
you to type over the
exiting entry. Be sure to
click in another field after
you make a change to
verify your changes. You
get an error message if
the password is less than
6 characters long.

Preview and Edit

Legin Enabled:

Randomize Questions
Allow Message Send

Ensble Grading Yiew
CRx Pass Threshold| 95
Lesson Pass Threshold| 70
Max Lessan Attempts | 10
Block Lessen Progress [
Default Term
® schoolTerm
O custam Start
Ot t enrellment
[l First Name Last Nam
[ an Jurd
e Marvizan
[] pewl Koont;
[ Alber Barel
[ Fernan 4 Mart
[ Gustauo T
[JEsm T
[ pylan Spalding
[1 Hannah Spalding

dspaldingt

hspalding

User Status: | Active  |¥

Allaw Backgraund
allow Message Racaive

Display Planner

Quiz Pass Threshald | 70
Max Guiz Attempts | 1

glock Quiz Progress [

2011-2012 (07/18/2011 - 05/24/2012) »

Passvrord

123456

123456

123456

123456

123456

123456

123456

123456

123456

Student 1d

Change Passwords

Theme Szlecion

Student Answer Key

TestPass Threshald| 70
May Test Attempts | 1

Block Test Progress [

Campus Id

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

students.

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

were customized.

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 Registration tab.

| Home | Assignment Alerts | School Settings | Teacher/aAdmin | Students | Parents | Course Enrollmentl Gradebook | Courses | Reports | Messages .
Registration
View: | all students v Create Student Import Student Disable Login Enable Login
[1 online Login Enabled Status Student ID Campus ID First Name Last Name®' Username Controls
Al v |[active | ' ' | '

¥ Enabled Active moa a1 Claire arnato amato Edit L e 4
F Enabled Active . S6d . a1 . Andres . Ascencion . ascencion . Edit GoTo @

F Enabled Active s10 a1 Luis Baraga baraga Edit GoTo &

[ Enabled Active . LEY . a1 . Maria . Baraga . mbaraga . Edit GoTo ®

il . Enabled . Active . E7S . Al . Alberto Barela . barela . Edit GoaTo &

¥ Enabled Active E73 a1 . Arrmando . Begala abegala . Edit GoTo &

[F] Enabled Active LIENS a1 Doreen Begala begala Edit GoTo @

O Enabled Active EZ6 Al . Siva . Bhasran bhasarn . Edit GoTo ®

¥ . Enabled . Active . 591 . a1 . Christopher Borelli . chaorelli . Edit GoTo & v
Page(1 [ofs = w10 ¥ View 1 - 10 of 78

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

Just as on the Teacher/Admin tab, you 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 ten columns across the Registration page:

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

all W | | Active w

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.
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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.

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 GoTa *
Additionally, there are two buttons in the Controls column:
1. Edit fssignment Alerts
2. GoTo Course Enrollment
When you click the Go To button, a menu, like the one to the right displays. Gradebook
You can go directly to the Assignment Alerts, Course Enroliment, Ao S satired
. ) q
Gradebook, or Action Required pages related to the 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 Enroliment 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 23-25.
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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Parents

The Parents tab enables you to create a parent account and associate the appropriate student(s) to
that parent account. The parent or guardian can then access the Parent application to see how the
student is progressing.

To setup the parent account:
1. Click the Parents tab.
Click the Create Parent Profile to set up a new parent/guardian login.
Enter the First Name of the parent or guardian.
Enter the Last Name of the parent or guardian.
Enter the Login ID (the email address of the parent or guardian).
Start typing the name of the student in the Add Student textbox. A filtered list appears. Select
the name of the student to associate with this parent or guardian.
7. Click Add.

Administrator User Guide

o gk wd

Humel Assignment Alerts | School Settings | Teacher/Admin I Students | Parentsl Course Enrollment | Gradebuukl (uursesl Reports | Messages-

Parents | Create Parent Profile

@ Al fields are required. Please fill out the form completely.

Login Enabled [

User Status Active %
First Name

Last Name

Login ID (email)

Add Student
Students
First Name Last Name Username Student ID

Repeat steps 6 and 7 to associate additional students.

8. Click Save when you have added all students to be linked to this parent/guardian account.
9. Verify the information you added and click Send Confirmation.
10. Click OK on the Email Sent confirmation box.

You should now be able to find the parent/guardian in the list of parents.
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Parents | Create Parent Profile

Login Enabled Status Confirmed First Name Last Name Login ID {email) Student: Controls

All w || Active v || all w

Enabled Active Unconfirmed Anne Horton hortona3g@yahoo . cof z Edit | Reset Password | Send Confirmation

The parent receives an email with the following message:

Dear [First Name Last Name],

Welcome to Odysseyware Parent Access, and congratulations on signing up your child for what
promises to be a beneficial learning experience.

Parent/Guardian involvement in a child's education is a vital element in creating successful school
environment. We want you to know how your children are progressing with their schoolwork as well.

That's why we designed Odysseyware with the Parent Access capability. Now you can easily retrieve
all essential information regarding grades, progress, and assignments about each of your children.

Here's how to use Odysseyware Parent Access:

1. Go to the Odysseyware site
Link to Change Password

2. Next, you will be asked to create your password. The password must be at least 6 characters,
with no special characters included.

3. Log into the system using your username (your email address) and your new password.

4. The first time you sign on, you will be asked to accept the license agreement. If you wish to
read it before signing off on it, it can be accessed at anytime from the login screen and
printed.

5. Once you have accepted the license agreement, you will be asked to verify the names of your
students. Upon verification, you will have full access to their information.

Thank you for using the Parent Access for Odysseyware!

Yours truly,
(School Admin)

Once the parent clicks the link, your school's ODYSSEYWARE website opens to a login screen
requiring the parent/guardian to create a password. Once that is done, they are asked to accept the
EULA. After they accept the EULA, they are asked to confirm that the students associated with their
account are the correct ones. As soon as they click Yes on the Confirm Students box, they see their
Home page.

Until the parent does this, you will see a Send Confirmation link in the Controls column on the
Parents tab for the newly created profile. Once the parent/guardian logs in, you no longer see this link
in the Controls column.

The two links remaining in the Controls column are Edit and Reset Password. When you click the
Reset Password link, an email is sent to the parent/guardian with the website link allowing them to
create a new password.

The Edit link displays the parent profile. You can enable or disable the login id, change the status of a
parent/guardian, add or remove students associated to this profile, or you can change the First or Last
Name. At this time, you CANNOT change the Login ID. You need to archive it and create a new profile
if the parent or guardian changes their email address.

On the Parents tab, you can sort and filter the list just as you can on the Students and Teachers tabs.
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Course Enrollment

We STRONGLY recommend you enroll students by clicking Course Enrollment in the Go To button
menu 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 archive the course for
the student. You can also reschedule a course on this page.

Once you click the Course Enrollment 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.

Course Enrollments

E?} Wiew by student  Student Status | all W | Student | olsire Amato fl {C?:' All Students
() Wiew by course - 3 &ll Enrolled Students
) Ervallment alh Y| Teacher | -select s teacher- (71 All Mon-Enrolled Students
Status =
Subjact -Select a subject- W (3 All far Time-frame:
Course | -Selecta course- (4 | 2011-2012 [07/18%
" A

Goto Page | 1 (ofl

Rezults: 1 ta 1 of 1

Amato, Claire {Username: amato, User Status: Active) Go To ®
Feschedule Activate Place ©On Hold Archive Add Enrollment
D Subject Course Status Reason Teacher Term Actions
[] Elective | Digital Ar= (2011) Archived | Complete | Carnay, Z011-2012 (O7/18/2011 - Edit
Audrey 05/24/2012)
D Elective | High Schoal Health Active Hazen, Tyler ZO11-2012 (O7/L&f2011 - Edit
fz011) 05/24/2012)
D Elective | Civil War (2011] Active Abbott, Z011-2012 (O7/18/2011 - Edit
Melissa 05/24/2012)
D Elactive | art Hizstory [(2011) Archived | Drop Carnay, 2011-2012 (07/18/2011 - Edit
Audrey 05/24/2012)

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

Activate — lets you activate a selected course

Place On Hold — permits you to put the selected course into On Hold status
Archive — lets you place the selected course in Archive status.

Add Enrollment — allows you to add a new enrollment for the selected student(s)

Reschedule Activate Place On Hold Archive Add Enrollment

|:| Subject Course Status Reason Teacher Term Actions

Let's take a look at the above functions, as well as the Go To button and the Edit link, which is found
in the Actions column, to the right of each student name.
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Add Enrollment
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To add a course enrollment for a student from this page, click the Add Enrollment button. 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.

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.

Add Enrollment

Student

Subject -Select a subject-

Course

-Seledt a course-
Status Active [

Teacher -Select a teacher-

Term

@ School
O Student

O Custorm

Enrollment Settings
CRx Mode
Block Tests
Block Quizzes

Personalize Thresholds

CRx Pass Threshold

Lesson Pass Threshold

Max Lesson Attempts

Block Lesson Progress

Quiz Pass Threshold

Max Quiz Attempts

Future Term [0&6/06/2011 - 12/08/201Z2) %

O

Cancel Add Enrallment
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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 Max Test Attempts
this course, if the maximum attempts

have been used without achieving the Block Test Progress

associated pass threshold.

To personalize the assignment Personalize Weights O
weighting 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 Test Weight
these four boxes must equal 100.

Lesson Weight

Project Weight

Quiz Weight

Click Add Enrollment when you have
selected the options you want or click
Cancel to discard this enroliment.

Cancel Add Enrollment

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

Enrollment added successfully,

0Ok

4

Once you have enrolled the student in a course, it appears below the column headers described on
page 32.

Reschedule Activate Place ©n Hald Archive Add Enrallrment
[] subject Course Status  Reason Teacher Term Actions
|:| Science | Earth Science [2011) | Active Thamas, Danna | Future Term (0&6/06/2011 - 12/08/2012) | 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.

4. 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.

Amato, Claire (Username: amato, User Status: Active) GoTa *
Reschedule Activate Place ©n Haold Archive Add Enrollment
[] 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 Abbot, 2011-2012 (OF/18/2011 - Edit
Melisza 05/24/2012)

2. Click the Reschedule button at the top of the course list

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 | Wietnam Era (2011) | Active Abbott, Melizza | 2011-2012 (07/18/2011 - 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:
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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 Enrallrent
[] Subject Course Status  Reason Teacher Term Actions
|:| Englizh Language Englizh II (2011 | Active Jordan, John Future Term [(0&/06/2011 - Edit

Arts 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:
a. lItis Complete
b. Itis Incomplete (and will not be completed)
c. ltis being Dropped
d. 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 bhox that appears when you click the Archive button.

NOTE: Remember, there is a grace period after you archive an enrollment 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) GoTa *
Reszchedule Auctivate Place ©n Hold Archive Add Enrollment
[] subject | Course Status Reason Teacher Term Actions
[]| Elective| High Schaool Health Active Hazen, Tyler 2011-2012 (07182011 - Edit
(2011] 05/24/20132)
[] | Elective || Civil war (201 1) Active Abbott, 2011-2012 (OF/18/2011 - Edit
Melizza 05/24/2012)
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Click the drop-down
arrow to the right of the
current teacher’'s name
to change the Teacher
of record. (This moves
all pending action
required from the current
teacher to the new
teacher.

Change the Status by
clicking the drop-down
arrow in that box. If the
course is in Archived
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
length of the grace
period is set in School
Settings > Archive.)

Change the options you
set for CRx Mode,
Block Tests or Block
Quizzes. If the checkbox
beside the option has a
checkmark, it is enabled.
Click to remove the
checkmark. No
checkmark? Click the
box to add one. Grayed-
out? This option is not
available for this course.

Enrollment Settings

Teacher

status Archived W

One or more of the following enrollments has completed work,

Reason

Enrcllment Settings
CRx Mode
Block Tests
Block Quizzes

Personalize Thresholds

CRx Pass Threshold

Lesson Pass Threshold

Max Lesson Attempts

Block Lesson Progress

Cancel Save Enrollrment

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 Setbings

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 Enroliment 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
Action Required page for this student.
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Assignment Alerts

Course 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.
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@ Viewby student  Stydent Status Active ¥ | Student | Andrew Ackers @ All Students
) View by course Enrellment Active | Teacher |-Select 3 teacher- 3 All Enrolled Students
All Mon-Enrolled Students
Status Subject |-Select a subject- w ©
O All far Time-frame
Course -Select a course- L " - -
Future Term (06/06/Z %

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 with all students enrolled in
that course listed below the course name.

Civil War (2011) e
Reschedule Activate Place ©n Hold Archive Add Enrallment
|:| Student Mame Subject Course Status Reason Teacher Term Actions
|:| Meely, Casandra (Username: Elactive | Civil War Active abbott, z0i1-2012 Edit
creely, User Status: Active) (2011) Malisza [(aviigfzoll -
05/24/201 )
|:| Arnato, Claire (Username: Elactive | Civil War Active abbott, 2011-2012 Edit
arnato, User Status: Active) (2011) Malisza [(oviiefzoll -
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) Go To *
Rezchedule Auctivate Flace On Hold Archive Add Enrollrient
|:| Subject Course Status Reason Teacher Term Actions
D English Langquage | Englizh I({2011) Active admin, 2011-2012 (07F12/2011 - Edit
Atz admin a5/24/2012)
D Elactive FPersonal Financial Active admin, 2011-2012 (071872011 - Edit
Literacy (20111 admin 05/24/2012)

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. (As you type, a list of students whose name begins with

those letters appears.) You can continue typing or select from the displayed list. The same
functionality works for Teacher.

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:
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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).

o 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.

e |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, student or enrollment status, 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).

[ oresing Taction weauiv- |

's
@ WView by student  Student Status Active w | Student | _galact s student- @ All Time-frames

(O Wiew by course O [ Future Term [DE/0E %

Enrollment Active ¥ | Teacher | -Select ateacher-

Status O Begin J

Subject | -Select a subject- W

Course -Select a courze- W End i

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. However you choose to view information on this page, you see a Go To
button to the right of the student or course name. This allows you to go directly to the associated
Assignment Alerts, Students, Course Enrollment, or Action Required page for the student or
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. Progress percentage includes assignments in both the completed and graded status.
Finally the current score for all completed work in the course is displayed.
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Essentials of Business (2011) Go To *
Student Name Enrollment Status Start End Progress =
+ |Meely, Cazandra (Active) Active a/1ef2011 | S5f2d4/2012 10% 79.5
+ | Carter Zoe [Active] Active F13/2011 | 5f2fz011 10% 22.82
+ |Gonzales, Carlos (Active) Active afief2011 | 5f24/2012 59 EE]
+ Isley, Ryan (Active) Active 27162011 | 5/24/2012 15% 89.5
+ |Dent, Julie (Active) Active S/16f2011 | 52442012 T3 89.3
+ Zahner Suzanna [Active) Active 27162011 | 5/24/2012 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. You see the title of each course, the Start date of the course, the date it is to be
completed (End), a Progress bar and percentage complete. 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 44.

# Unit Titde Skipped Start Complete Progress Score
+ |1 THE SRIGIMS OF U5, IMVOLVEMENT |:| 2fz0fz012 100% 20,6
+ |2 FRCM MILITARY ADVISORS TS SOME D 2fz1fz01z 13% N
+ |3 A MATION DIVIDED BY WaE D 0% u}
+ 4 ACHIEWVIMG PEACE WITH HOMHOR D 0% u}
+ |3 THE LEG&CY OF WIETHAM D 0% u}
+ & COURSE REVIEW &MD EX&M D 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:

Assignment Type

Assignment Status

Blocked indicator

Due date for the assignment

Number of times the student has tried to successfully complete the assignment (Attempts)
Assignment Score
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Course Name Enrollment Status Start End Progress Score

— |Earth Science (2011) Active glef2nll izfefz012 2% 934
- # Unit Tite Skipped Start Complete Progress Score
-1 DRIGIM OF THE EARTH D 2f1e/z2012 259 Q2.4

- Type Tite Status Blocked Due Started Complete  Attempt Score
REFEREMY1, Course Owerview I:‘ u] ul

LESSOM |2, Introduction to Earth Scieny Graded w l:‘ 21572012 ZA1E/2012 2i1e/Z012 1 100
PROJECT |2, Projact: Research a Career fesigned W D 2f1e/z012 a u]

LESSOM |4, Competing Perspectives Sraded s D 2i1Tiz01Z2 2i1Ef2012 2f1efz01z2 1 24,7

LESSOM |5, Science Weighs In Graded [ D Zi20fz012 ZA1efz01z2 2162012 1 100
FRCJECT |6, Praject: Doppler Effect Bssigned | I:‘ 2f21/2012 a u]

QUIZ T Quiz Graded o l:‘ 2f22fZ012 ZA1EFZ012 Zf16f2012 1 TET

42
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otice that in the unit skipped for this student, all assignments show a status of “Skipped”.

N
= (2 HISTORY OF THE EARTH 0% u]
Type Tite Status Blocked Due Started Complete  Attempt Score
LESSOM |1, Determining Earth's Age Skipped 7 |:| u] u]
LESSOM |2, Relative Drating Skipped “ |:| o 0
PROJIECT |2, Project: Relative Dating Skipped V |:| u] u}
LESSOM |4, Absolute Dating Skipped v LJ 0 a
QUIZ S, Quiz 1: History of Life on E: Skipped 7 |:| u] u]
LESSOM |6, Geologic Time Skipped V |:| ul ol
PRCIECT |T. Project: The Clock of Eans Skipped P ] 0 ]
LESSOM |8, Mass Extinctions Skipped V |:| ul ol
PROIECT |9, Project: Before, During, and Skipped 7 |:| u] u]
LESSOM |10, Paleaclimatic Changes Skipped 7 ] 0 a
PROJECT |11, Project: Greenhouse Effec Skipped 7 ] 0 a
QUIZ 12, Quiz 2: Study of Earth’s H Skipped 7 |:| u] u]
PROIECT |13, Special Project Skipped V |:| u] u}
LESSOM |14, Review Skipped v LJ 0 a
TEST 15, Test Skipped v LJ 0 a
TEST 16, Alternate Test Skipped v LJ 0 a
REFEREM{17, Glossary and Credits ] 0 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 and your teachers 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”.

o0 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”.

e 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
¢ Started Date — shows the date the assignment was started, if appropriate
e Completed Date — Once the assignment has been fully completed

e 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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View by Student — Individual Student

Home | Assignment Alerts | School Settings | Teacher/ Admin | Students | Parents | Course Envollment | Gradebook | Courses | Reports | Messages
|

Grading | Action Required

i

(&) Wiew by student  Student Status ".-':\II | Student | claire Amato ® ﬁll'ltime-_’_r'r?me_s_ :

O viswby course  gnpaliment all ¥ | Teacher | -alect atescher- -'(’-:; R

Status X [ =1 L Begin i
Subject | -Select a subject- ¥ 4L 1 e

Course -Select a course- (W End _:I

S
1 Goto Page. 1 of 1
Results: 1 to 1 of 1
Amato, Claire (Username: amato, User Status: Active) Go To *
Course Mame Enrellment Status Start End Progress Score
+ High School Health (2011 Active FrZef2011 | S5/2472012 3 a87.4

+ | Ciwil War(2011) Active TrZEF2011 | 92452012 B ELT

1 Goto Page | 1 laf1
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If you choose to view an entire course by student, you see a screen similar to this:

1 Goto Page | 1 ofl
Results: 1 to & of &

Carter, Zoe (Username: carter, User Status: Active) Go To T
Course Name Enrollment Status Start End Progress Score

+ Eszentialz of Business (2011) Activa TH13/2011 | S/2T7/2011 10% g3.8
Dent, Julie {Username: dent, User Status: Active) Go To *
Course Name Enrollment Status Start End Progress Scora

+ Esszentials of Business (2011] Arctive afiefz0il | 52402012 T 29,3
Gonzales, Carlos (Username: cgonzales, User Status: Active) Go To ©
Course Name Enrollment Status Start End Progress Score

+ |Esszentials of Business (2011] Active afiefz0il | 52402012 59 a8
Isley, Ryan {(Username: isley, User Status: Active) Go To
Course Name Enrollment Status Start End Progress Score

+ Essentials of Business (2011] Active gfefz011 | S5/24/2012 15% 29.5
Meely, Casandra (Username: cneely, User Status: Active) Go To ©
Course Name Enrollment Status Start End Progress Score

+ |[Esszentials of Business (2011 Active af1efz011 | Sfz4/2012 10% 79.5
Zahner, Suzanna (Username: szahner, User Status: Active) Go To ©
Course Name Enrollment Status Start End Progress Score

+ |[Essentialz of Business (2011]) Active 2f1ef2011 | S/2472012 17% 20,7

1 Goto Page | 1 laf1
Results: L to & of &

In all views, the course can be expanded to display the unit and assignment views.
Now, let's take a look at the Action Required tab.

Action Required
As an administrator, you should not see anything on this page, unless you also teach a course and
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have students assigned to you. Below is an example of what teachers can expect to see.

Just as on many 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). After a few letters are
entered, a list of options appears. You can continue typing to filter further or select one of the
displayed items.
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Unread - | Mark Unread Mark Read
|— Student Subject Course Unit Assignment Type Event Date Actions
[ [ | [ [
[T ™% claire Amato Elactive Civil War THE PRE-WAR ¥EQuiz 2 Comprom UMLOCK_QUIZ /252011 6:03 | ¥iew Lesson
[T %] Claire Amato Elactive Civil War THE PRE-WAR ¥tPalitical Compron MAMUAL_GRADISA7/2011 10:5] Yiew Lesson
|* Luiz Baraga Elective Wietnam Era |THE ORIGIMS QlEssay: The U5, FHELP_REQUEST 7/19/2011 5:24 | ¥iew Lesson
[T |*| ZacheryEllis Elactive 20th Century Am| COMIMG OF AGEEntering the Indu MAMNUAL_GRADIS/Z/2011 11:18 | ¥iew Lesson
[T |*| susanJacobs Elective Civil War THE PRE-WAR ¥EProject: The Art c MAMUAL_GRADIS/2/2011 11122 Yiew Lesson
[T *| Emma Morton Elective Civil War THE PRE-WAR YEPraject: Comparit MANUAL_GRADIT/19/2011 5:25 | Yiew Lesson
[T |*| Emma Morton Elective Civil War THE PRE-WAR YEPraject: The Art e HELP_REQUEST 7/19/2011 5:29 | Yiew Lesson
r|* Kari Schulz Elective Yietnam Era |THE ORIGIMS ClFrench Indochina MAMUAL_GRADIS/Z 2011 11:25 | ¥iew Lesson
Page’]._ofl 10 - Wiew 1l - 5 of &

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.
You can filter the list of displayed items by typing the first few letters of the student name, subject,
course, unit title, or assignment title into the textbox just below the column heading. You can click
your choice from the list as soon as it appears.

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: . You
can also Reassign the assignment or Skip the assignment for the student from here.

[ B0 Leosen H T Rromes I[Teacher Notes ] Translate.. + | speak.. v Attemnpti 1 of 10
& Student: Claire Amato ratust O Jeted

B Courea: Cioil War Assignment Score: 0.0 | Update Score
@ Unit: 1, THE PRE-WAR YEARS

et el e

Section 1

({2 )0s JLeJ0s Jle Sz JLo Jow )

4/3/2012 47




Administrator User Guide

Logged in a5 admin admin Legout

Pravious
Show Lesson ][Referance ][ Teacher Notes |[Translare... v |[speak.. | Areempt: 1 of 10 *

Home

Assignment Alerts

£ student: Luis Baraga
? Students Statusi Sraded 5 oo e Seare: 78,3 | Update Score
W Course: VYietnam Era

Course Enrallment,

@ Unit; 1, THE ORIGING OF U5, INWGLYEMENT 1M VIETHAM
Gradabook Actions | Assign
B Assignmenti 4. French Indochina ; ;
Action Regquired #
Section 1
ppon

Question #6 Faragraph
Poine Posaiblet 10 Pomts Receimeds| 7 | vpiwe 0% 1

Answer Key

&

2

Students should describe zocial inequalities and poor econamic conditions in Vietnam that resulted from French colonial rule. These conditions cauzed Vietnarmese to
ouarthrow the Franch and rule their oun 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 therselves, with no support fram the government, the Franch
governmant. The only health care available in rural areas was very poor cornpared to what was uailable in the cities. Local architecture was replaced by French colonial

style buildings, The French did not allow the Vistnamese any say in governing themselves, In the best of crcumstances they were allowed only menial pasitions, with ne
real authority, Local products were mostly exported, leaving the local people with less than they had before the French colonized them,

Upload Answer File

Max File Size : 10ME
Accepted File Type : csv,doc,pdf,xls, xlsx,docx jpeadpa.ppt pptx bk, i

File Actions

Mo File Upload

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 the Go To button at the top of the screen and select where you want to go.
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 the Go To button at the top of the screen and select where you want to go.

Question #17 Paragraph

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

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.

Mhax File Size : 10ME
Acoepted File Type @ csv,doc,pdf,xls,xt, rif,docx

File Actions

Mo File Upiss
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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

fzsignment score must be between 0 and 100,
Thiz does not modify any individual guestion

queStion scores. Click the button to open scores, [T 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 MiEw Seore

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 M:lgnment Alerta Is:hnul sattmg:ll:alendar Teachermdmmlstudent: Ituur:e Enrollment Gradehuukl j)l{epnl‘t:]"eﬁage:

s DX,

Cu.stum Cc-u..lrses Custu-m. Projects @ ‘--é-i % v \--é...a %\ _:: ‘--é—i %A}-m
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.

COU rses view: &l all Standard Custam My Custarm Create Course

Once your school has created multiple custom courses, it may be simpler to view 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 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 51.

The grid course listing displays these headings; Subject, Course, Edition, Author, Enrollable, Edit
Permissions, and Actions.

Subject Course Edition Author Enrollable = Edit Permissions Actions

Subject — Math, Science, Elective, etc.
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Course — Name of the actual course in the subject, Physical Fitness, Science 700, Advanced

Placement Calculus, etc.
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. The drop-down box is enabled so it
can be edited.

Admin-teachers — a custom course that the admin and all teachers can edit. Again, the drop-
down box is enabled so this can be edited.

Actions — contains links to actions available for this course. Possible choices include:
Preview — applies to all courses. Click this to open the course and preview the contents,
including a list of the units in the course, 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 — enables 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 wiew: | Al All standard Custom My Custom Create Course
Subject Course Edition Author Entollable  Edit Permissions Actions
Elective Technology and Research 2011 MfA admin-only ~ |Preview | Copy -
Elactive Trigonarnetry 2011 Mf& admiin-only + |Preview | Copy
Elective Twentieth Century &rerican b 2011 Mié admin-only  |Preview | Copy
Elective Yietnam Era 2011 Mf& adrmvin-anly “ |Preview | Copy
Elactive Waorld Geagraphy 2011 Mfé& admiin-only + |Preview | Copy
English Language English I 2011 MA 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 96

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.

Administrator User Guide

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

Type the Course Name in the associated
textbox.

Type the Subject in the associated textbox.

Create Course
Edit

Course
Name

Subject

All Teachers

Cancel Subrnit

)

Click the Submit button to save the
information or the Cancel button to return to
the Courses page, discarding any entries you
have made on this window.

Once you have entered the course identifier
information, you see the Edit Course page.
(Notice the “Custom Course” sub-tab is now
the “Edit Course” sub-tab.)This is where you
drag units and/or assignments from existing
courses into the custom course you want to
create. (See example below.)

Create Course
Edit

Course
MName

Subject

All Teachers ¥

U 5 Geography

Elective|

Subrnit
A

Cancel

Courses  Edit Course  Custom Projects

Courses / Edit Course

Add to Course

Fllter LIst seladt a subject to limik swurses,
b

[/ Huw Tustamant Survay

GEL and Shills Essan

O|Tese (20100
Mathemanic

[ mash v _zona (2o

wagrard ol

Admin-only -

© Dirag units from Ik pane heee, Prajects and
assignments can only he dragged inside open
it

4 Praview Course
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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
&l | Projects  Lessons | Quizes References | Tests My Projects
Filter List
Subject Course Author
[]|GED and skills Es A [1 algebra 1 AR &
] |Mathematics [] | z0th Century aAmerican |M/&
[ | math [] | advanced Placement CM/A
[ |Placement [] | advanced Placement U M/&
[ |Elective [ ecis1-a A
[ ladvanced Placem: ™ [leciz 1-B I f b’
Units and Projects expand all
Courses Title Type Author
Units and Projects expand all
Courses Title Type Author
20th Century
b American History CORULIGID EA G E N/A

Once you have populated the Units and Projects section with units and assignments you want to
use 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.

4/3/2012
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Courses | Edit Course | Custom Projects

Courses / Edit Course

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

Add to Course Caurzz Hamz

. . U & Geography edit
Filter List Select a subject to limit courses, SliE R Yy edit

Subject * Course Author Subjecl
T ~ ~ Electives edit
D Arnerican History (201
Bikle EaiL Emallamle CRu-akle
- |:| Gowernment and Econg Admin—only “ |:| I:‘
Hiztary
[1|warld History (20113
English Language Art Eaitian
v 2011
Seience 3 Wi World Geagraphy (201 w
< > < b4
* Create Mew Unit
All | Projects  Lessons  Quizzes References  Tests © Unit: NORTH AMERICA edit remove
My Projects
Units and Projects expand all
Courses Title Type Author

v Word Geography E’:":.:EDRDAL:::DN U B

¢+ Word Geography HUMAMN GEOGRAPHY

¢ World Geography NORTH AMERICA
CEMTRAL AMERICA,

+ World Geography i?q:T;_'H:MERICA' ® Drag units from left pane here. Projects and
CARIBBEAN as;lgnments can only be dragged inside open
OCEANIA, units.

¢ World Geography AUSTRALASIA, AND
ANTARCTICA
SEMESTER REVIEWS

¢+ World Geography AND EXAM

¢ World Geography WESTERN EURDPE

¢ World Geography i":‘ﬁr:ﬁ:si:mpE

SUB-SAHARAN
b Worldd G he
0 eography AFRICA @ + Praview Courze

| 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 the 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 LUnit

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

LInit Title:

Click Create.

4/3/2012 53




)

Administrator User Guide

[ crea,'fed a new unit, Geographlc

Tools” and moved two assignments

Into th_a‘t untt, by CIICkmg an_d © unit: Geographic Tools edit remove
dragging them from the Units and
Projects panel into my new unit. |
then decided to make the new unit
the first unit in the course, so | drug
it above the unit, “North America” LESSON
that was in that position.

% Create Hew Project

Geographic Tools: Globes and

LESSON preview remove

Maps
Geographic Tools: Graphs,

Charts, and More preview remove

D 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

Cauize Name

U = Geography edit

Subjecl

right column Electives edit
If you want to be able to assign Eai Emallatie CRi-able
this course in CRx mode, click Eﬁ«dmir‘lfTea:herSEV | O] O

the checkbox below CRx-able.

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

£ Li=t Courses

Click either the Courses sub-tab or the List Courses button ( ) to return to the

Course page.
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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.

T - T
Courses | Custom Courses | Custom Projects

My Projects All Projects Archived Projects Create Project

Project Title Author

Page |1 |of0 10

Administrator User Guide

Actions

Mo records to view

The four buttons below the sub-tabs are:

e 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
e 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,

[ ¢ Zlose window and return to application

e 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] [Remowve]

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.

4/3/2012

55




0

Administrator User Guide

Let's start by clicking Create Project.

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

Active b

Project Title
Project Title: Type the

title you want to give this it ermission sty S8
project into the textbox. Points Possible

1000

Edit Permission: Use this Project Text
drop-down menu to select B 7
who can edit this project, 5
All Admin or All
Teachers

= = = =| Font farnily - | Font size = 2% x| & H =D ¢

e = o« G o || A -2 (5P -

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

Path: p

Project File

Cancel Save

A ‘

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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Text Format Options

ICON ICON DESCRIPTION
B Bolds highlighted text
I Italicizes highlighted text
U Underlines highlighted text
ABE 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
Fant Farnily Drop-down menu to select the font style
Fant size Drop-down menu to select the font size
— Inserts a horizontal ruler
2 Removes all formatting
. Makes selected text subscript
2
x2 Makes selected text superscript
Insert a special character
i2
Add an emoticon
=] Lets you insert or edit embedded media
Horizontal Rule
=) Print a copy of your assignment
- Insert a page break
=1
. Cut an item
L]
= Copy a selected item
= Paste an item
b
= Paste an item as plain text
N+ |
& 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
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. Enables use of block quotes
d 9 Undo and Redo

e Insert or edit a link

Unlink highlighted item

L Insert or edit an anchor

= Insert an image

L Allows editing of HTML

< Lets you preview the assignment
F- Select color for highlighted text
7 Select a background color
B 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.

——————

Courses Cuso Curses
My Projects All Projects Archived Projects Create Project
Project Title Author Actions

Daily Fitness Diary Paul 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

Mathematical Patterns andrew Cryer Preview | Edit | Copy | Archive

Meter Magic admin admin Preview | Edit | Copy | Archive

Short Story admin admin Preview | Edit | Copy | Archive

Spanish Calonial Cultures Gloria DeSaouza Preview | Edit | Copy | Archive

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

War in the 20th Century Melissa Abbott Preview | Edit | Copy | Archive
< ¥
Page |1 |of 1 0w Wiew 1 - 10 of 10
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ODYSSEYWARE 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 65.)

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 Faculty Progress — Displays outstanding alert items for each faculty member selected.

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.

Home | Assignment Alerts | School Settings | TeacherfAdmin | Students | Parents | Course Enrollment | Gradebook | Courses | Reports | Messages

Reports

Create a Report

Course Percentage Complete
—Fallow these simple Instructions:

Detailed Student Gradi

etale Bena s 1. Choose desired report from the menu on the left,
Faculty Progress 2, Select what you would like your report to cover,
; ) 3. Select a format for your report
Login/Logout Times
4. That's it.

Student Activity Daily Breakdown

Student Activity Summary Report Type Report Description
Course Percentage Complete Tracks student progress in each course

Student Lesson Plan
Detailed Student Grading Current unit level grading inforrmation

Student Unit Grades
Faculty Progress Teacher's dally to-do list
Login/Logout Times See how rmuch time users spend online
Student Activity Daily Breakdown Detailed daily student activity log
Student Activity Surmmary Calculates time students spend on each course
Student Lesson Plan Surns up daily student assigniments
Student Unit Grades Student grading information per unit
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All reports, except the Faculty Progress and Login/Logout Reports require you to select the

following information:

Time Period: You can
select any Term, or Start
and End Dates you wish to
use.

Users: There are several
ways you can select the
people to include on the
report. You can sort by
Name, Username, Student
ID, Campus, or Status.

Enrollments: Click the
Show/Refresh button to
display all courses for the
selected users.

Select any Course, Edition,
Student, Teacher, Status,
or Reason

Report Format: Use the
drop-down menu to select:

e Web- opens a new
browser window to
display a formatted
printable report

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

¢ 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.

Export as: ‘\Meb CSW POF
~Select Time-frame
Select Term Start Date End Date
=
[ 2011-2012 021 452012 111302012
[ Spring 2012 0201452012 062002012
Record Count: 2
Start Date: | End Date:
~Select Users
Select Marme Usgername | Student|D | Campus Status
D | Active
W wmata, Claire amato MOS8 | Wetive A
I Wacencian, Andres ascencion  |S64 Iy} Witive
[ Baraga, Luis haraga 510 iyl Witive
[ Baraga, Maria mharaga 42 A1 Active
W Barela, Alherto harela ET4E [=0A Wetive
I Begala, Armando abegala E73 Iy} Witive
[ Begala, Dareen hegala 41 iyl Witive
[ Bhasran, Siva hhasarn E26 A1 Active
W Boarelli, Christopher chorelli 5591 Iyl Wetive
I Borelli, Seth harelli 38 | Wctive
[ Cameron, Beatrice CAMmeron E36 Iy} Wetive
[ Catlisle, Madeline carlizle MG 4 A1 Activee
W Conrad, Joya conrad 533 [=0A Wetive I
Record Count: 78
~Select Enrollments
Show /Refresh
Select Course Edition Student Teacher Status | Reason
0 || W =] | @j @
Record Count 0

As soon as you select the Report Format, the report generates in a separate window.
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The Faculty Progress and Login/Logout Reports require the following information:

Time Period: Enter the Start
Date and End Date.

Users: There are several
ways you can filter the people
to include on the report. You
can sort by Name,
Username, Student ID,
Campus, or Status. Click the
checkbox beside the name of
anyone you want included on
the report. To select all, click
the checkbox at the top of the
column.

Report Format: Use the
drop-down menu to select:

e Web- opens a new
browser window to display
a formatted printable
report

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.

Export as:  ‘Weh CSv POF
—Choose Time-frame
Start Date: End Date:
—Select Users
Select Mame Lsername | Student D campus Status
D Active W
I Whhott, Melissa abhott i) [lid Witive -
H Carney, Audrey carney [ A Witive
I Flores, Laretta fares TEA [liA Witive
I Hazen, Tyler hazeh W1 IEA Witive
I Hunter, Dave hunter NI [lif Witive
I Lizle, Jim lisle (I [iA Wietive
" illis, Bill illis i, I Wctive v
Record Count: 7
Export as:  ‘Weh CSW POF

As soon as you select the Report Format, the report generates in a separate window.
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Messages
ODYSSEYWARE provides an internal messaging system that you control. You decide if the students

and teachers can use it (school level) and if so, 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.

Please double click a row to view message

Inbox w || Al ihessages ~ New Message ark as Read Mark as Unread Archive

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

¢ 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. Unread messages display in bolded

text. Each row offers information about the message. Moving from left to right the columns include:

e 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

[ Tnbax % | all Messages | Mew Meszage Mark as Read Mark as Unread Archive

Subject Preview Actions

On 2012-04-02 08:52:33.928 adminReply
Forwrard

Archive

|—| Date - From

[ |oo:00mm Camey, Audrey A few thoughts for Staff Development Day

---------- Forwarded message ---Reply

D O8:514M Willis, Bill Fwd:Service Hours Project Schedule
Forwrard
Archive
D 04 28M Abbott, Melizza Re:Schedule Change - nest wesk On 2011-07-20 10:40:45.352 aReply
Forwrard

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

differences are:
1. The last link 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”.

D e T7r19fz011 Martan, Emma Help Meeded - Project: The Art of Cormpromis Emma Morton: Do T ha'paoeard | Yiew Lesson
| Archive

D & 7r19/2011 Baraga, Luizs Help Meeded - Essay: The LLS, Policy for Viet Luis Baraga:r Tam kind poovard | Wiew Lesson
| Archive
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Report Start Date:

Report End Date:

Odyssey Academy

Course Percentage Complete Report

Jul 18, 2011

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) 83 4 4.8
79.5 Essentials of Business(2011) 41 4 9.8
92.1 Earth Science(2011) 168 2 1.2
95.8 English I1(2011) 178 3 1.7

Detailed Student Grading

Report Start Date:

Report End Date:

Odyssey Academy

Detailed Student Grading Report

Jul 18,2011

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
7/18/2 3:33 7/18/2 3:
I |LESSON 2. Language in Motion: Vocabulary 07182011 03:33 pm 0T/18/2011 03:44 pm 00:12 97.50
. . . 7/18/2 3:45 7/18/21 B
1 |LESSON 3. Language in Motion: Word Meaning SN @O | DO (e 00:07 90.00
7/20/2 01 a 712012 45 8 X
| LESSON 4. Language in Motion: Etymology 7202011 1101 am 072012011 11:45 am 00:44 100.00
8] Unit Score: 95.80
C Course Score: 95.80
“ All Dates and Times are MST
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Faculty Progress Report

Odyssey Academy

Faculty Progress Report

Report Start Date: Feb 13, 2012
Report End Date: Feb 20, 2012 Diake Retrieved: Feb 21, 2012

Carney, Audrey

Srudent Subject Coonrrse Uit Assigrment Request Type Event Date

. . Drgital Arts . .. - —
Amato, Claire Elective 20100 1 [Why Do We Study Digital Art? Mamual Grding 02/20/2012
Temner, Megan Elective (I;ll:lgjltla]l Arts y [Preject Introduction to Digital Arts Manual Grading 0ZRu2012

Login/Logout Report

Odyssey Academy

Login/Logout Times Report

Report Start Feb20,2012
Report End Diate: Febh2l,2002 Diate Retrieved: Feb 21, 2012

Tarres, Esmie [torres |

Drabe Login Time (MST) Logout Time (MST) Session Duration
2202012 1351 AM Lo 16:05 AM 01:02:14
02202012 1 1:00:59 AN 11:35:39 AM 00:34:39
022002012 L1410 Ahd 12:21:26 PM LT 1]
2202012 12:32:16 PM 1:05:00 P 00:32:43
02202012 1:32:58 PM L4504 P LR e
02202012 1:52:11 PM 2:4 9008 Phi 005658

Total Timae: 04:02:59

02212012 B0T:49 AM L3220 AN 02:24:31
2212012 11:42:51 AN 12:09:45 PM 00:26:54
02212012 1:48:57 P 2:57:36 PM 010838
Total Tine: 04:00:03

Total Duration: 08:03:03
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Report Start
Report End

Odyssey Academy

Student Activity Daily Breakdown Report

Feb 20,2012

Feb2l,2012

Drate Retrieved:Feb 21, 2012

Torres, Esmie |torres, MI4 |

Lrabe Course Title Tatal Mavigation Time ( hhrmmess )

022002012

Earth S<cience (2011) O SE08

Peychology (20011 i3]

Wietnam Era (2011) 00:55:20

Total Time: 0113159
2212012

Earth Bcience (2011} 000350

Peychology (20011 o0l Sed 5

Wietnam Era (2011) 01:04:34

Tatal Time: LUEEL A B

Total Duration: 3017

Student Activity Summary

Report Start
Repart End

Student Activity Summary Report

Feb 20,2012
Feb 21,2012

Odyssey Academy

Diate Retrigved: Feb 21,2012

Torres, Exmic |torres, M14 |

Course Tital Mavigation Time (hhomom)
Earth Science (2011) 01:20
FPaychology (2011 01:30
Viemam Era (201 1) 0237
Total Activity Time : 05127
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Student Lesson Plan

Odyssey Academy
Student Lesson Plan Report
Report Start Feb 20,2002
Repert End Feb 24,2012 Diate Retrieved: Feb 21, 2012
Torres, Esmie [torres, MI4]
Teacher Courss Uhnit Assignment Status Dhae Diate [Comypleted
. . . 0222012 .
Hunter, Dave Earth Sciemos 2011 1 2: Introduction o Earth Scemce Graded 22002012
. - . L . 02212012 '
Hunter, Dave Earth Scienos 2011 1 3 Project Research a Career Asmigried L EEN
. . . 02212012 .
Hunter, Dave Earth Science(2011) 1 |4 Competing Perspectives Graded 0220:2012
. . . 02212012 .
Lisle, Jirn Paychalgyi201 1) 1 2: Intraduction to Paywchology Graded 2200212
. . a . 02202012 .
Lisle, Jim Peychelgyi201 1) 1 |3: Experimental Peychology and Graded 0220:2012
. v - . 02212012 -
Ahbbatt, Melisza Vietnam Eral2011) 1 2: Viemam Graded 022003012
. v - . 02212012 .
Abbott, Belisss "Wietnam Erai2011% 1 3: Barly History Graded 022003012
. . .. . 02222012 .
Hunter, Dave Earth Science(2011) 1 51 Science Weighs In Asmigned M
c - - . . 02222012 '
Hunter, Dave Earth Scienosi 20115 I |6: Project: Doppler Effect Ammignied Mik
. - . 02222012 .
Hunter, Dave Earth Science(2011) 1 7o Qaiz 1 Mat Started M
1 c 3 02222012 -
Lisle, Jirn Peychologyi201 1) I |4: More About Peychalogical Comypleted m21X12
. v - . . 02222012 ST,
Abbott, Melizza iemam Erai20 115 1 4: Fremch Indochina Cromapleted 02212012
. 02,232012 .
Hunter, Dave Earih Science{ 2011 1 8: A Bequence OF Events ot Started His
. . 02232012 .
Hunter, Dave Earth Science(2011) I |%: Plapetary Motion Mot Started MiA
. - . 02232012 .
Hunter, Dave Earih Science{ 2011 1 10 Abality To Orkat ot Started His
Li . - . ' . . . 02232012 -
isle, Jim Peychelgyi201 1) 1 51 Report Influential Peychologists Aszigned M
. . . 02232012 .
Abbatt, Bdelizas "W ietnam Erai 20115 1 52 Quaiz 1t Toward French Graded 022015212
. . . . 02242012 .
Hunter, Dave Earth Science(2011) 1 1 I: Project: Mewtom's Law Aszigned M
. - e 02242012 ‘
Hunter, Dave Earth Sciemoe 2011 1 12 Quix 2 Tat Started His
. . 02242012 .
Hunter, Dave Earth Science(2011) 1 13 A Unique Planet Mot Started M
. . - - . . . 02242012 .
Lisle, Jim Poycholgyi201 1) I |6 Peychological Fields and Careers Asmigned Mik
. v - - . . 02242012 T,
Abbatt, belisea Wiemam Erai20115 1 iz Matiomalist Movemnwent Graded m221X12
. v - N . 02242012 I
Abbatt, Blelisan " iemam Erai 200115 1 7: World War 11 Graded 022152012
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Student Unit Grades

Odyssey Academy

Student Unit Grades Report

Report Start Feb 011, 2012
Report End Date: Felb 21,2012 Date Feh 21, 2012

Esmiie Torres, [foares, N14]

- - Course
2 3 q -
1 2 4 ] & 8 Q 10 11 1 13 Soors
Earth Science (2011) | &4.4 | 0.0 0.0 0.0 oo 0.0 oo 0.0 0.0 0.0 .0 0.0 L] 4.4
. Coursa
2 3
! - 4 : & | score

Paycholagy (20113 OLE | 0o 0.0 0.0 an 0.0 Q1.8

Coursa
Score

Vietnam Em 20113 | 978 | 1000 0.0 0.0 an 0.0 939
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