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Welcome to ODYSSEYWARE Teacher!

Your administrator provided you with a Login ID, password, and URL, probably in the format
“https://yourschoolname.owschools.com” to access ODYSSEYWARE (OW). 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. Your Login ID and Password used direct you to the
correct mode.

ODYSSEY

Login ID

Password

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
guestions, 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.
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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
guestions 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.

Feedback

We value you as 3 custorner and appreciate the tirme you take out of your schaduls ta
infarrn us of any suggestions or issues concerning our materials.

Multiple issues should be submitted separately.

1. Emter your cornrments in the box below, Clearly describe the zituation you are
encountering,
2, Be sure to include:
o Subject
o Grade
a Unit
o Leszon
3. You may also copy and paste the URL address for the page vou are writing about,

hETID admin admiin
Email

Phane

Feedback

We will reply to you shortly, Be sure to provide 3 valid ermail address and phone nurmber
in case we have to contact you for additional information.

Faor 3 status update or if vou have any further concerns regarding this matter, contack
technical support at (S77) 251-6662,

Thank you,

Odyssepware Feedback
Product Developrnent Department

Cancel Send

Click Send to submit the form to our development team or Cancel to discard the form.
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Home
After you login as a teacher, the first page you see is your Home page. Notice the box across

the bottom of the page? This is where you find the links we just discussed on all subsequent
pages in OW Teacher.

Copyright @2010, Glynlyon, Inc, &ll rights reserved. About Help Terms of Use Feedback ‘ersion: 2.0.0_b170

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.

New Fealwes @3

ODYSSEY

Logaed in as sa Abbott My Preferences  Logout

Home | Assignment Alerts | Students | 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 I close it”. You can always see the New Features and Updates
again by clicking the Version number in the lower right-hand corner of your screen.

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

Welcome!

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

Three Major Enhancements

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

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

« 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

fore

New Fealues @

ODYSSEY

Logged in as: admin admin My Preferences  Logout

Home | Assignment Alerts | School Settings | Teacher/ Admin | Students | Parents | Course Envollment | Gradebook | Courses | Reports | Messages
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Appearance tab — Click this
tab to modify your Theme
or Background. (You can
only do this if your admin
has permitted it.)

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

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 Teacher maode is the row of tabs
across the top of the page, enabling easy access to all functionality within the application. This
guide walks you through each tab and the corresponding functions and features available

when you click each one.

lm:ignmem Alert: lstudent: Il:uur:e Enrollment I Gradebook I Couriex lRe-pnrt: lHe::age:

4/3/2012




0

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

ODYSSEY

&omsey Academy, where learning is a
journey for all.

Ol Chiness proverb: Teachers open the door. Tou snter by
yourself!

© students logged in: 0

Concurpent Student Licensss Purchased : 50000

Novemberzulit \IEI Date From Subject
u sat

sun | Mon | Tue | Wed | Thu _ Fn 7/20/2011  Tanner, Megan Re:Stats History Essay

7/20/2011  admin, sdmin Schedule Changs - next wask
e 7 8 8 10 11 1z 7/19/2011  Lisle, Jim Saruice Hours Projact Schaduls
7/19/2011  Marten, Emma Help Nasded - Broject: The Art of Compromis
7/19/2011  Barags, Luis Help Nesded - Essay: The U.S. Policy for Wie
20 21 22 23 24 25 26

27 28 23 30
10 v Viewl -5 of 5

Copyright @2010, Glynlyon, Inc, All rights reserved, Server dodl  About Help TermsofUse Feedback Version: 2,0.7

Your Home page has several panels:

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

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

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

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

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

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

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

If you are not assigned a course, this area will be blank.
Consider this as your reminder to check the Gradebook or Message Inbox.

4. New Messages — shows you a listing for each new, unread message in your OW Inbox.
You see the date each message was sent, who sent it, and the subject line of the
message. Click a new message to open the message.

4/3/2012 7
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Assignment Alerts Tab

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

I|ome School Settlng; Teacher.mdmln S‘ludent; Parent; Course Enrollmen‘lk:delmnk Couries Repnrh Heiage:
AR AR AR, '\/ (RAA IR, ABLAAD
Show Progress For | past 5 days % |and For |my students &

Teacher Student Course Unit Tide Type Campu: | Activity Date Status Attempts Score

Jelect W Felect w
admin admin Megan Tanner Earth Scienc 1 4. Competing Perspa LESSON Al -:- 09720 S:37AM| Graded | w 1/MAE  T8.9%
adrnin adrin Megan Tanner Earth Scienc 1 2. Introduction to Ei LESSOM Al v 4 09720 S:224M| Graded | % 1/MAE  85.7%
adrnin adrin Maria Baraga English I(2C 2 20. Review LESSOM Al l 09720 1:02AM| Mot Started W o 0%
50w Wiew 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 e

Use the drop-down list to the right of Show Progress list to filter the display to

show all students or only students assigned to you. past 2 days

past 3 days

. past 4 days

There are 12 columns across the top of the Assignment Alert page. You can sort  past 5 days
on any column with the arrowheads beside the column header. F‘:zt g jz?z

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 8
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You also see three symbols in the Activity column (and in the upper right corner of the page):

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

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

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

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

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

Teacher Name

Student Name

Course Name

Unit number

Assignment Title

Assignment Type

Campus ID

Activity (Graded, Reassigned or Overdue)

Date the assignment was submitted as complete

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

o Attempts

Score — assignment score

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

- . . Tite @pe
each column header until it looks like this: . 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.

Aszigried
If an assignment shows the status as “Assigned” you can either mark it “Complete” or Completed
“Skipped”. Mot started

Graded
Assignments with a status of “Graded” can only be reassigned. Do this by changing the | skipped
status to “Assigned”.

Assignments showing a status of “Not Started” may be changed to “Assigned” or “Skipped”.
Any assignment you change to “Skipped” drops off your list when you refresh your screen.
All assignments over five days old automatically drop off the list.

4/3/2012 9




0

Teacher User Guide

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

Teacher Super Teacher

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

Can perform the functions allowed by the | Can perform the functions allowed by

admin (student maintenance, add the admin (student maintenance, add
students, assign courses, create/edit students, assign courses, create/edit
courses) ONLY for students enrolled in courses) for ALL enrolled students.

assigned classes.

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

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

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

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

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

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

Students

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

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

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

Search Capability

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

4/3/2012 10
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As we walk through what is on the Student Registration page, remember, you only see the
options for functions your administrator assigned to you.

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

Student Options
Login Enabled allows you to disable or enable students ability to login to ODYSSEYWARE.

User Status lets you change the status of a student. Default is Active, options include On Hold
and Archive. If a student is placed in either on hold or archived status, all of the enroliments for
that student are also placed into that status automatically.

Threshold Settings — there are several:

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

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

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

CRx Pass Threshold: the percentage students must achieve on pre-tests to test out of a
unit in a CRx (credit recovery) mode assigned course.

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

CRXx lets you assign a course so students are presented with a pre-test for each unit in the
course. If the student achieves a score at or above the CRx Pass Threshold, the other
assignments in that unit are skipped and the student is assigned the pre-test for the next unit in
that course. As long as the student achieves the CRx Pass Threshold, the assignments are
skipped and the next pre-test is assigned. The score achieved on the pre-test is the unit score.

If the student does not achieve a score at or above the CRx Pass Threshold, the assignments
in the that unit are assigned to the student. When this happens, take note of these points:

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

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

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

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

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

4/3/2012 11
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Block Progress: Again, for each pass threshold setting, except CRx, you see an associated

Block Progress field. If you check this box, once the student has failed the assignment for the
maximum number of times you allowed for this course, he or she cannot continue in the course

until you permit it. A message appears on your Home page in the Actions block, as well as on

the Action Required page. The Grading page displays a checkmark in the Block column for

the next assignment and the failed assignment shows “max” after the number of attempts, for
example 3/max.

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

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

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

Change Passwords: allows students to change their own password.

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

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

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

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

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

Create Student

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

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

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

Create Student

Login Enabled

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

First Name

_ ; N Last Name
First Name: Type in student’s first name.

Username

Last Name: Type in student’s last name.

Password

User Name: Type in the user name for this
student. This field cannot be edited or
changed. Default Term

Repeat Password

4 2011-2012 (0F/18/2011 - 05/24/2012)
SchoolTerm

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

End

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

password again to verify it. CRx Pass Threshold

Default Term: Sek_ect the.term the student Lesson Pass Threshold

is to have automatically display when a

student is enrolled in a course. Students Max Lesson Attempts

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

Block Lesson Progress

Max Quiz Attempts

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

CRx Pass Threshold: See page 11 of this document for a description of this function. The school CRx
pass threshold is the default. To change it to a different setting for this student only, you must first check
Personalize Threshold Settings and then type over the displayed number.

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

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

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

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

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

lower half of the page is shown below.

Test Pass Threshold, Max Test
Attempts, Block Test Progress: These
three fields are approached in exactly the Test Pass Threshold
same way as the Lesson Pass
Threshold, Max Lesson Attempts, and
Block Lesson Progress. The difference Blockjiest Brogress

is that they apply Only to tests. Personalize Weights O

Create Student x

Max Test Attempts

Lesson Weight

Personalize Weights: Click this box to Project Weight
permit changing the assignment-type

. i Quiz Weight
weight percentages. See page 12 of this _g
document for a description of this L i
function. If this permission is not allowed Student ID
2; tahb?esthOOI level, this box is not .
) Student Review Test Quiz =]
Lesson Weight, Project Weight, Quiz
Weight, Test Weight: Enter the Student Answer Key -
percentage for each assignment type. All
four must total 100. The Personalize
Weight box must be checked to enable Enable Grading View
this.
Student ID: Optional field - Alphanumeric
. Change Passwords =]
and special characters are allowed.
Randomize Questions Disabled

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

Cancel Save

P

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

Student Answer Key: See page 12 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 student only Theme Selection =
from using this feature.

Display Planner =

Allow Message Send [#]
Theme Selection: If you permitted
theme selection at the school level, the _
associated box is checked enabling this et =
student to choose their own application v
theme. Click the box to restrict this S
student only from using this feature. p

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

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

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

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

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

Import Students

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

4/3/2012 15




)

Teacher User Guide

1. Click the Import Student button on the Student Registration tab.

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

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

Student first name

Student last name

User Name

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

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

4. Enter the information for each student. Save the file to a location from which you can upload.
5. Click the Browse button and locate the template file you just created and saved.
6. Click the Next button.
Preview and Edit
7. The Preview and Edit Login Ensblets B User Sestus (eIl Change Pessworts
W|ndOW Opens Randamize Questions Allow Background Theme Selection
Dupllcate USEI’I’] ames :Hu:‘ M;ss:gz iznd :Hm; Mepslsage Receive Student Answer Key
appear in red with a e i[53 o
message at the top of Lesson pass Threshod| 75 qui pass Threshold 70 TesePass Threshold 73
the student list alerting s Lesson aamps [ 10 s e prampss 1 s st pmampes
you to this. Click each ok tezzonprosece slock quizProgres= ] Block TestProgre= ]
field you want to O [P eST T
change, one at a time. O cumm
A textbox opens © chaose st enrlimens
a”owing you to type g First Name - Last Nanwe dI.I mmmmmm Passwol rd Student Id Campus Id
overthe extngenry. | [T T n D
Be sure to click in D oerin -
another field after you 0 e
make a Change to [] Fernan do Martos fmartos 123456 Ea7
veriy your changes. S . —
You get an error D ovien cpling 4spaling
message |f the [ Hannah Spalding hspalding 123456 a4
password is less than
6 characters long.

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 Inssignment Alerts IStudenis ll:ourse Enrollment ] Gradebook ] Courses IReporls IMessages _

Registration

Wiew: | all students w Create Student Irmport Student Disable Lagin Ernable Lagin

[7] Online Login Enabled Status Student ID Campus ID  First Name LastName * Username Controls

| all w || active v |

| Enabled Active HOZ Al Claire Arnato amata Edit GoTo * %

| Disabled Active S64 Al Andres Aszcencian | ascencian Edit e

D Enabled Active 510 Al Luis Baraga baraga Edit GoTao *

Fl Enabled Active Waz Al Maria Baraga mbaraga Edit GoTa *

Fl Enabled Active ETS Al alberta Barela barela Edit GoTo

| Enabled Active EiT3 Al Armando Begala abegala Edit GoTao *

I:‘ Enabled Active W1 Al Crorean Begala begala Edit GoTa *

|_| Enabled Active EZE Al Siva Bhasran bhazarn Edit e »

4 >
Page |t |efgi e = [10 & View 1 - 10.af 77

Filtering the List

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

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

There are ten columns across the Registration page:

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

all || Active L

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 m
the indicator on the row with the student’s name is highlighted/darker this tells -
you the student is logged on the system. To log this student off the application,
freeing up a license, simply click the icon on the row corresponding to the =
student you want to log off.

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

Course Enrollment

When you click the Go To button, a menu, like the one to the right
displays. You can go directly to the Assignment Alerts, Course

Enrollment, Gradebook, or Action Required pages related to the Action Required
student from here.

Gradeboolk

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 13-15. The Edit Student page is the only place you can change a student’s
status to On Hold or Archive.

On the bottom of the tab you see the page number and a drop-down box with 10 displayed,
you can use the drop-down arrow to choose to display more students (20 or 30) per page. The
“View” message at the far right of this row lets you know which students you are viewing
based on the either the total number of students or the total number of students that meet
your filter specifications.
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Course Enrollment

We STRONGLY recommend you enroll students by clicking the Add Enrollments link beside the
student’s name on the Registration tab. This links you directly to the student’s current course
enrollments and enables you to easily add another course, or unenroll the student from a course.
You can also reschedule a course on this page.

Once you click the Add Enrollments link, that student’s enrollment 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

(&) View by student  Student Status | &ll M| Student | claire Amate i (3 all students
O i : >
() Miew by course g ment all T S ma——— C, All Enrolled Students
- ] (73 all Mon-Enrelled Students
Status .
Subject | -Salect a subjact- W (7 All for Time-frame:
Course -Select a course- W | 2011-2012 (07/15%
" A

Gota Page | 1 (ofl

Results: 1 to 1 of 1

Amato, Claire (Username; amato, User Status: Active) Go To *
Reschaduls Ackivate Place ©n Hald Archive Add Enrollrment
[1 subject course Status Reason Teacher Term Actions
D Elactive | Digital Arts (2011] Archived | Complete | Carney, 2011-2012 (0771872011 - Edit
Audrey O5/24/2012)
|:| Elactive | High Schaol Health Active Hazen, Tylar 2011-2012 (0771872011 - Edit
(z011) 05/24/2012)
|:| Elective | Civil War (2011] Active Abbatt, 2011-2012 (O7/18/2011 - Edit
Melissa 03724201 2)
|:| Elective | &rt History [2011) Archived | Drop Carney, 2011-2012 (071872011 - 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:

e Reschedule — allows you to reschedule due dates for selected courses
e Activate — lets you activate a selected course
e Place On Hold — permits you to put the selected course into On Hold status
e Archive — lets you place the selected course in Archive status.
e Add Enrollment — allows you to add a new enrollment for the selected student(s)
Reschedula 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 Edit link, found in the Actions column
to the right of each student’'s name.
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To add a course enrollment for a student from this page, click the Add Enrollment button to the
right of the student’s name to display the Add Enrollment window. The student’s name is

already displayed.

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

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

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

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

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

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

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

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

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

Add Enrollment

Student

Zubject -Select a subjeck-

Course

-Select a course-

Status Ackive -

Teacher -Select 5 teacher-

Term

® schaol
O Student

O Custorn

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 (06,006,201 1

O

- 12/08/2012) W

Cancel Add Enrollment

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

in the associated Max Attempts field.
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After the Lesson Max Attempts, Quiz

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

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

prevent the student from continuing in 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 Add Enrollment

Cancel to discard this enrollment.

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

Enrollment added successfully,

Ok

4

Once you have enrolled the student in a course, it appears below the column headers described
at the bottom of page 19.

Reschedula Ackivate Place On Hold Archive Add Enrallment
[J subject Course Status  Reason Teacher Term Actions
|:| Science | Earth Science [2011] | Active Thomasz, Danna | Future Term (O6/06/2011 - 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 Enroliments 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) Go Ta *
Reschedule Ackivate Place ©n Hold Archive Add Enrallmment
[ subject Course Status Reason Teacher Term Actions
|:| Elective | High School Health Active Hazen, Tyler 2011-201Z2 (07F18/2011 - Edit
(2011) DS/24/2012)
D Elective | Civil War (Z011) Active Abbott, Z011-201Z2 (071842011 - Edit
Melizzsa OS¢24/2012)

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

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

6. 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 enroliment 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 enroliments (courses)
are also changed to reflect that same status.
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Archive
The Archive button allows you to archive this course for a student. To archive a course:

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

student.

Reschedule Activate Place &n Hald Archive Add Enrallrent
[] Subject Course Status  Reason Teacher Term Actions
|:| Englizh Language Englizh II (2011 | Active Jordan, John Future Term [(0&/06/2011 - Edit

frts 12/08/2012)

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

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

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

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

Edit
Let's take a look at the Edit link in the Actions column. Clicking this link opens an Enrollment
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 Enroliment Status
selected in the Search box at the top of the window, you see either All courses, Active
courses, On Hold courses, or Archived courses.

Amato, Claire (Username; amato, User Status: Active) Go To *
Feschedule Activate Place ©n Hald Archive Add Enrollment
[] subject| course Status | Reason Teacher Term Actions
|:| Electivel| High Schoal Health Active Hazen, Tuler Z011-2012 (07/18/2011 - Edit
[z011) 05/24/2012)
[] Elective]| Civil War (z011) Active abbotr, 2011-2012 (07/18/2011 - Edit
Melissa 05/24/2012)
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Clicking the Edit link opens an Enroliment Settings pop-up window where you can:

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 x

Teacher

Status Archived %
One or more of the following enrollments has completed work,

Reason Cormplete %

Enrcllment Settings
CRx Mode
Block Tests
Block Quizzes

Personalize Thresholds

CRx Pass Threshold

Lesson Pass Threshold

Max Lesson Attempts

Block Lesson Progress Z

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 Settings x

Quiz Pass Threshold -

Max Quiz Attempts

Block Quiz Progress

Test Pass Threshold

Max Test Attempts

Block Test Progress

Personalize Weights F

Lesson Weight

Project Weight

Quiz Weight

Test Weight

Cancel Save Enrallrient

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 Assignrnent Alerts
Action Required page for this student.

GoTo &

Course Enrollment

Gradeboolk

fction Required
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Course Enrollment Filter/Search Function

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

@ View by student  Srudent Status Active » || Student | Andrew Ackers @ All Students
) View by course  Eprollment Active | Teacher [-Select s teacher- ¢ All Enrolled Students
. - All Man-Enralled Students
Status Subject |-Select a subject- w ©
& All for Time-frame
Course -Select a course- L . - -
Future Term [06/06/2 %

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

Civil War (2011) e
Rezchadule Auckivate Place ©n Hold Archive Add Enrallment
|:| Student Mame Subject Course Status Reason  Teacher Term Actions
D Meely, Cazandra (Username: Elective | Civil War Active Abbott, 2011-2012 Edit
cneely, User Status: Active) [2011)] Melizza [ovfiafzoil -
05/24/2012)
D Amato, Claire (Username: Elective | Civil War Active Abbott, Z0i1-2012 Edit
amato, User Status: Active) [(zo11) Melisza [avA1aszo11 -
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
Reschedule Ackivate Place <n Hold Archive Add Enrollrment
|:| Subject Course Status Reason Teacher Term Actions
D English Language | English I (2011) Active admin, Zoli-z0iz (07/18/2011 - Edit
Arts adrmin 05/24/2012)
|:| Elective Personal Financial Active admin, ZO11-z012 (07/18/2011 - Edit
Literacy (Z011] admin 05/24/2012)

You can also filter the list to see only the enrollment 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.) You can continue typing or select from the displayed list.

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

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

The buttons and links in the displayed lists work as described on the previous pages no matter
what filter or search you use.
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e Grading — enables you to keep track of how your students are progressing through
their assigned course(s).

¢ 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.

o 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.

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

Grading

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

[ creding T action reauired I

I k'
(®) Wiew by student  Student Status | Active ~ | Stmdent | .galect a student- @ Al Time-frames
O View by course O Future Term (06/0¢ %

Enrellment Active ¥ | Teacher | -gelect a teacher-

Status O Begin j

Subject | -Select a subject- (%

Course -Select 3 course- (W End j

., A

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

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

4/3/2012 27




Teacher User Guide

Essentials of Business {2011}
Student Name

+ Meely, Casandra (Active)
+ Carteg Zoe (Active]

+ |Gonzales, Carlos [Active)

+ Isley, Ryan (Active)

+ |Dent, Julie [Active)

+ Zahnes Suzanna [Active]

Enrollment Status

Active

Active

Active

Active

Active

Active

Start

162011

T30

gflefz011

162011

gflefz011

162011

End

Sizafz01z2

SfETEO11

Siz4fz01z

Siz4f2012

Siz4fz01z

Siz4f2012

Go To *
Progress SCore
10% r-N=1
10%: F3.8
S5 a8
15%: F2.5
T 89.3
17 % 0.7

Notice the * in the first column. Click this to expand a list of all unit titles for this course
below a student’'s name. The far right column displays the student’s current composite score
for this entire unit.

You can skip an entire unit that has not been started. To skip an entire unit, click to place a
checkmark in the unit to be skipped. All assignments in this unit show a status of “Skipped”,
when the unit is expanded. (See second example below.) You can also skip individual

assignments as discussed on page 27.

+ |1

# Unit Titde

THE CORIGIMS OF LS, IMMOLYEMERMT

FROM MILITARY ADWMISORS TO COME

& MHATION DIVIDED BY WAR

SCHIEWIMG PEACE WITH HOMCR

THE LESACY OF VIETHAM

COURSE REVIEW AMD EXAM

shipped Start
F zfzofzo1z
F 2fz1/2012
O
]
O
]

Complete

Progress Score

100% 0.6

13% 97.5
0% u]
0% u]
0% u]
0% u]

Click the * beside any unit title to expand the unit and see all assignments in that unit. At

this level you see additional information:

e Assignment Type

e Assignment Status

e Blocked indicator

e Due date for the assignment
[ ]

(Attempts)

e Assignment Score

4/3/2012
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Course Mame Enrollment Status Start End Progress Score

— |Earth Science (2011) Active 6/6/2011 | 127872012 2% 93,4
- # Unit Tite Skipped Start Complete Progress Score
- |1 QRIGIM OF THE EARTH D 2A1Ef2012 25% 934

Type Tite Status Blocked Due Started Complete  Attempt: Score
REFEREMIL, Course Cuerviaw D u} u}
LESSOM |2, Intraduction te Earth Scieny Graded " D 2M5/2012 2HEf2012 2HEf2012 1 jyuln]
PROIECT |3, Project: Research a Career Assigned ¥ D 2Mefz01z2 u} u}

LESSOM |4, Competing Perspectives Graded % | 2172012 2f16/2012 2f16/2012 1 94,7

LESSOM |5, Science Weighs In Graded " |:| 2f20Z012 2f1efz012 2f1efz012 1 100
PROJECT |6, Project: Doppler Effect fesigned v D 24212012 o u]

QUIZ T Quiz 1 Graded [ D 222 2012 2HEf2012 2HEf2012 1 Ta.7
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Notice that in the unit skipped for this student, all assignments show a status of “Skipped”.

= |2 HISTORY OF THE EARTH 0% u]
Type Titde Status Blocked Due Started Complete  Attempt Score
LESSOM |1, Determining Earth's Age Skipped w I:‘ i i
LESSOM |2, Relative Drating Skipped i |:| o] o]
PROJECT |3, Project: Relative Dating Skipped ) I:l u} u}
LESSOM |4, bsolute Dating Skipped a [ ] ]
QuIz 5. Quiz 1 Hiztory of Life on E: Skipped w I:‘ i i
LESSOM |6, Geologic Time Skipped i |:| o] o]
PROJIECT | 7. Project: The Clack of Eonsz Skipped ¥ I:l ] ]
LESSOM |8, Mass Estinctions Skipped ) I:l o] o]
PROJECT |9, Project: Befare, During, and Skipped w I:‘ i i
LESSOM |10, Paleaclimatic Changes Skipped o I:l a a
PROJIECT |11, Project: Greenhousze Effec Skipped ¥ I:l ] ]
QuIz 12, Quiz 2: Study of Earth’s H Skipped ¥ I:l i i
PROJECT |13, Special Project Skipped i I:‘ u} u}
LESSOM |14, Review Skipped ¥ LJ 0 0
TEST 15, Test Skipped ¥ il 0 0
TEST 16, Alternate Test Skipped v LJ 0 0
REFEREM{17. Glossary and Credits Fl i} i}
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At this Assignment level, you see:

e Assignment Type — options included: lesson, project, quiz or test
e Assignment Title

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

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

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

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

o 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
e Completed Date — Once the assignment has been fully completed

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

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

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

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

Home I.ﬁssignment Alerts ISchonI Settings ]Teacher,f’.ﬁdmin IStudenls I Parents ICourse Enmllmenthradebook ]Courses ] Reports ] Messages -

-
@- Wiew by student  Srudent Status | All W | Student | o|aire Amato G' all Time-frames
(O Wiew by courss Entallment | &l | Teicher - P R C}_2_011_j2__012(l37:|"1£\’ |
3 I & . -
Status ) I 1 " Beqin :
Subject | -Select a subject- ¥ | oan| ] i
Course | -Selecta course- W End ir|
s

Course Name

+ |High School Health (2011

+ | Civil War (2011)

Amato, Claire (Username: amato, User Status:

1
Results: 1 ta 1 of 1
Active)
Enrollment Status

Active

Active

Start

Tizefz011

TAEZEZ011

Goto Page | 1 of 1

Go To ©

End Progress Score
S/24/2012 3% a87.4
Sf24/Z012 =) 95,1

Goto Page | 1 lof 1

4/3/2012
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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 |of 1
Results: 1 to & of &

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

+ |Eszentials of Business (2011) Active Fiiafzo011 | 5f27 011 10%, 83,8
Dent, Julie {Username: dent, User Status: Active) Go To *
Course Mame Enrollment Status Start End Progress Score

+ |Eszentialz of Business (2011) Active SA16/2011 | S/24/2012 T 29,3
Gonzales, Carlos {Username: cgonzales, User Status: Active) Go To ©
Course Mame Enrollment Status Start End Progress Score

+ |Eszentials of Business (2011) Active SA16/2011 | S/24/2012 5% EE]
Isley, Ryan (Username: isley, User Status: Active) Go To
Course Mame Enrollment Status Start End Progress Score

+ |Eszentials of Business (2011) Active Sf16/2011 | 52472012 15% 29.5
Meely, Casandra (Username: cneely, User Status: Active) Go To ©
Course Mame Enrollment Status Start End Progress Score

+ |Eszentialz of Business (2011) Active SF16/2011 | S/24/2012 10% 79.5
Zahner, Suzanna {(Username: szahner, User Status: Active) Go To ©
Course Mame Enrollment Status Start End Progress Score

+ |Eszzentials of Business (2011] Active 2i16/2011 | 5f24/2012 179 20,7

1 Gota Page | 1 lof1
Results: 1 to & of &

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

Action Required

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

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

4/3/2012 33




Teacher User Guide

Grading | Action Required |
Unread | Mark Unread Mark Read
I~ Student Subject Course Unit Assignment Type Event Date Actions
[T |* Claire Amato Elective Civil War THE PRE-WAR YEQuiz 21 Carmprom| UMLOCE_QUIZ 5/25/2011 6:03 | Yiew Lesson
[T |*| cClaire &rmata Elective Civil War THE PRE-WAR YEPalitical Compron MAMNUAL_GRADIS/A 7/2011 10:5] Yiew Lesson
[T |*  Luis Baraga Elective Vietnarm Era | THE ORIGIMS OlEssay: The U5, FHELP_REQUEST 7/19/2011 2:24 | ¥iew Lesson
[T |* Zachery Ellis Elective 20th Century An| SOMIMNG OF AGEEntering the Indu MAMUAL_GRADIS/Z/2011 11:15 | ¥iew Lesson
[T |*| Suzanlacobs Elective Civil War THE PRE-WAR ¥EProject: The Art MAMNUAL_GRADIS/2/2011 11:22 | Yiew Lesson
[T *| Emma Marton Elective Civil War THE PRE-WAR YEProject: ComparinMAMNUAL GRADIT/ /2011 5125 | Yiew Lesson
[T *| Emma Marton Elective Civil War THE PRE-WAR YEProject: The Art HELP_REGUEST 7/1%/2011 5129 | Yiew Lesson
|* Eari Schulz Elective Wietnam Era | THE ORIGIMS OlFrench Indochina MAMUAL_GRADIS/Z/2011 11:25 | ¥iew Lesson
Page |1 of 1 10 - Wiew 1 - & 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.

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 questions. There is an asterisk beside the question number you need to

grade, like this:

[ Bhen oo ][ REienes H Teacher Motes ] Translate... v |[ spesk.. v Atternpt 1 of 10
& Student: Claire Amato ratus: © Jeted

W Courea: Ciuil War Assignment Score: 0.0 | Update Score
@ Unit: 1. THE PRE-WAR YEARS

O Aszsignment: 11. Abolition and John Brown

Section 1

(L2 )0e JLe JLs JLe Sz JLo e )
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min admin Logout

Previous
[ Show Lessen ][Reference ][ Teacher Notes || Translate... v |[spesk.. | attampt: 1 of 10
ome
Assignment Alerts
2 Student: Luis Baraga

Students Status: Graded : :
W Course: \ietnam Era SRR Aszignment Score: 78,3 | Update Score
Course Enrollment
@ Unit; 1, THE ORIGINS OF LLS, INVOLVEMENT IM YIETHAM

Gradebook Actions | Assign m
B Assignment: 4, Franch Indochina -

Action Required

*

Section 1

Cranannnn

Question #6 Paragraph

Points Possible: 10 Points Received: | 7 0% 1

Angwer Ky

&

Students should describe social inequalities and poor economic canditions in Vietnar that resulted from French colonial rule, These conditions caused Vietr to want to
cuerthrow the Franch and rule their own country,

How did social and economic conditions in French Indochina contribute to the rise of Vietnamese nationalism?
The Franch educated only the upper class, Rural areas were left with no help. They had to take care of themsalves, with no support fror the government, the Franch
government. The only health care available in rural areas was very poor cornpared to what was available in the cities. Local architecture was replaced by French colonial

style buildings, The French did not allow the Vietnamese 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 : 10MB
Accepted File Type ¢ csv,doc,pdf xls,xlsx.docipeaipa.pptppts bttt

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 FParagraph

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

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

g File Size @ 10MB
Accepted File Type @ cov,doc,pdf xls, bt pif,docx

File Actions

ho File wpioss
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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

Azsignment scare must be between 0 and 100,
Thiz does not modify any individual question

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

the new Score and click Update. The

score you just gave the assignment hlew Score

appears as 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.

Hnmerm:ignmem Alerts lstude-nt: Icnur:e Enrcllment IGradehnnhT Ine-purt: lHe::age:

Custom Courses | Custom Projects

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

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

There are two different types of courses available in ODYSSEYWARE, Standard courses and
Custom courses. Standard courses are the default courses you automatically get with you
purchase ODYSSEYWARE. Custom courses are those you create, either by recombining
assignments from existing standard courses, by creating custom projects and developing a
course based only on those, or some combination of pulling in existing assignments and adding
custom projects. We will discuss how this is done beginning on page 38.

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

Subject Course Author Enrollable  Edit Permissions Actions

The grid course listing (shown above) displays these headings; Subject, Course, Author,
Enrollable, Edit Permissions, and Actions.

Subject — Math, Science, Elective, etc.
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Course — Name of the actual course in the subject, Physical Fitness, Science 700, 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.
Admin-teachers — a custom course the admin and all teachers can edit.

Actions — contains links to actions available for this course. Possible choices include:
Preview — applies to all courses. Click to open the course and preview a list of the units in
the course, and the list of assignments in each unit. You can also click an assignment to
open it and view the presentation and questions in preview mode.
Copy — allows you to make a copy of a course

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

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

Cour"ses wiew: Al All Standard Custom My Custom Create Course
Subject Course Edition Author Enrollable Edit Permissions Actions
Elective Technology and Research 2011 Mié admin-only  |Preview | Copy A
Elective Trigonarnetry 2011 Mf& adrmvin-anly “ |Preview | Copy
Elactive Twentieth Century &rmerican b 2011 Mfé& admiin-only + |Preview | Copy
Elective “ietnam Era 2011 MA admin-only ~ |Preview | Copy
Elective Warld Geagraphy 2011 Mf& admvin-anly + |Preview | Copy
Enqglish Language English I 2011 Mié admiin-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 95

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

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

Type the Course Name in the associated
textbox.

Type the Subject in the associated textbox.

Create Course
Edit

Course
MName

Subject

All Teachers

Cancel Subrnit
2

Click the Submit button to save the
information or the Cancel button to return to create Course *
the Courses page, discarding any entries you Edit T Teater B
have made on this window.
Once you have entered the course identifier course VS Geagraphy
information, you see the Edit Course page. Subject e
(Notice the “Custom Course” sub-tab is now
the “Edit Course” sub-tab.)This is where you
drag units and/or assignments from existing careal [Feubmt
courses into the custom course you want to 4

create. (See example below.)

Courses | Edit Course | Custom Projects
Courses / Edit Course

Add to Course

Filter List select a subject to limit

ssssss

Subject
Advance d Placement & ™[] cefrench (z010) o
Elective [ Mew Testament Survey
GED and Skillz Ezzen D Test(2010)

Mathematics
[ Math 7_z010 (2010

All | Projects | Lessans | Quizzes Rasfersmces  Tests
My Projects
expand all

Auther

Units and Projects

Courses Title Type

@ Edits made to this o

urse will not affect students curr
Caurse Name

U S Geography edit

Sutject

Electives edit

Esi Enallstie CRaeapie
admin-only -

Enian
2011

Create Haw Unit

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

List Courses

antly anralled in this course

Preview Ca

urse

4/3/2012
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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 Courses / Edit Course @ Edits m
buttons allows you to filter the
display in the bottom panel (Units Add to Course
and Projects) by assignment type. , _ _
Select the type of assignment you &l | Projects  Lessons  Quizes References | Tests My Projects
want to drag into your custom . .
course by clicking the button. Filter List
Subject Course Author

To further narrow your choices, [0 |GED and skills s | [ |Algebra I N/ 2
gI_ICkl Onedo_r TR]OV%COUFSES It [ |Mathematics [ |zoth Century American | MN/&

isplayed in the Course panel to
the rlght of the SUbjeCt column. 1 |math [J|advanced Placement Can/n
All of the units for the selected O |Placement [ |advanced Placement U, M/8
subjects and courses display, [ |Elective O|scis 1-a H/a
along with anY custom pro_JeCtS .yOU [1ladvanced Placerms ¥ Mecis1-B WLES bt
have created in those subjects in
the Units and Projects panel. Units and Projects expand all

Courses Title Type Author
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 a time.
Units and Projects expand all
Courses Title Type Author
’ iﬂ::r'i:f::“;i“;_tuw COMING OF AGE NfA

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

If you want to use an entire unit, simply click the unit you want to use and holding your mouse

button down, drag it from the Units and I_Drojects panel to the right side
of the screen, below the Create New Unit button, .
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Courses | Edit Course | Custom Projects

Courses / Edit Course

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

Add to Course Caurme Hame

- - U S Geography  edi
Filter List Select 2 subject to limit courses, CliE I iy edit

Subject © Course Author Subjecl
Elacement Al ~ Electives edit
|:| American History (201
Bible EaiL Enallani CRi-abls
- [1|@overnment and Econe Admin-only e | 4| F
Hiztory
[ world History (20113
English Language Art Eailian
Science B v} World Geography (201 3 2011
< » < ¥
* Create Mew Unit
All | Projects  Lessons  Quizzes References Tests © Unit: NORTH AMERICA edit remove
My Projects
Units and Projects expand all
LCourses Tite Type Author

v World Geography E:B‘EDRDALI';:I;EDN U e

»  World Geography HUMAN GEDGRAPHY

¢ Word Geography NORTH AMERICA
CEMTRAL AMERICA,
SOUTH AMERICA, ® Drag units from left pane here, Projects and

¢ Word Geography AND THE 1 B)&¢
CARIBBEAN as_stlgnments can only be dragged inside apen
units.

OCEANMIA,
v WoHd Geography AUSTRALASIA, AND
ANTARCTICA

v Word Geography iih;Eé}':‘il:iREUle

¢+ Word Geography WESTERN EURDPE

¢ WaoHd Geography i?‘f]T:E:SIiLARDPE

SUB-SAHARAN
b
World Geography AFRICA 3 4 Preview Course

| just moved the unit “North America” from the Units and Projects panel in the left column
over to my new custom course, U S Geography in 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 Unit

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

Click Create.
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moved two assignments
into that unit, by clicking and
dragging them from the
Units and Projects panel
into my new unit. | then

unit the first unit in the
course, so | drug it above

LESSOMN

decided to make the new LESSON

,I‘ created a.neW un!,t’ + Create Hew Unit
Geographic Tools” and

@ unit: Geographic Tools

#+ Create New Project

Geographic Tools: Globes and

Maps

Geographic Tools: Graphs,

Charts, and More

© unit: NORTH AMERICA

Preview remove

preuiew remowve

edit remove

edit remove

the unit, “North America”
that was in that position.

| can drag custom projects in the same way | did the individual assignments. Just remember

all assignments can only be placed in an open unit, even custom projects.

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

into a different order in the same way.

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

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

at the bottom of the right hand column.

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

If you want to be able to assign
this course in CRx mode, click
the checkbox below CRx-able.

Cauize Name

U S Geography  edit

Subje=cl
Electives =dit

Eai

EﬁdminfTeacherSSv |

Emallable

]

CRu-abl=

]

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

Click either the Courses sub-tab or the List Courses button ( bt

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.

1 - T [
Courses | Custom Courses | Custom Projects =

My Projects &ll Projects Archived Projects Create Project

Project Title Author Actions

Page |1 |ofO 10 No 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

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

¢ 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

[ ¢ Close window and return to application ]

Projects page,

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] [Remove]

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

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

Project Status: Active
(default) or Archived —

Custom Project

Use the drop-down menu Project Status P
to choose. Project Title
Project Title: Type the Edit Permission oy B

title you want to give this
project into the textbox.

Points Possible 00,0

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

= | Font family |~ Font size |l — &% x| 2 & B =G|

o} = i o G B || A 22 |-

&

Path: p 4

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

Cancel Save

4

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
Font Farmily Drop-down menu to select the font style
Font size Drop-down menu to select the font size
— Inserts a horizontal ruler
Z Removes all formatting
. Makes selected text subscript
2
x2 Makes selected text superscript
Insert a special character
52
Add an emoticon
z| Lets you insert or edit embedded media
Horizontal Rule
= Print a copy of your assignment
=1 Insert a page break
=
. Cut an item
&
= Copy a selected item
— Paste an item
b
= Paste an item as plain text
41
W Paste an item from MS Word
Lets you create a bulleted list
— Creates a numbered list
= om Allows you to indent text, one to the left, one to the right
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i Enables use of block quotes
e 9 Undo and Redo
& Insert or edit a link
Unlink highlighted item
L Insert or edit an anchor

Insert an image

. Allows editing of HTML
< Lets you preview the assignment

Select color for highlighted text

Select a background color

Spell Checker

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

—_—

Courses | Custom Courses

My Projects All Projects

Project Title
Daily Fitness Diary
Drama in Scripture
Geography of Paul
Mapping
Mathematical Patterns
Meter Magic
Short Story
Zpanish Colonial Cultures
Technology at Home

War in the 20th Century

Archived Projects

Create Project

Author
Paul Huriter
adrin adrnin
Tyler Hazen

Melissa Abbott
Andrew Cryer
adrnin adrnin
adrnin adrnin
Gloria DeSouza
Bill willis

Melissa Abbott

Page |1 |of 1 0w

Actions

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

Preview | Edit | Copy | Archive

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 52.)

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

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

unit level.

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

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

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

courses.

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

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

Course Percentage Complete

Detailed Student Grading

LoginfLogout Times

Student sctivity Daily Breakdown

Student ctivity Summary

Student Lesson Plan

Student Unit Grades

Home]m:ignment Men:]s‘tudent: Icour:e Enrollment TGradebookICnur:e:I

Create a Report

Follow these simple instructions:

s
2
3

Choose desired report from the menu on the left,
Select what you would like your report to cover,

Select a format for your report

4, That’s it,
Report Type Report Description
Course Percentage Complete Tracks student progress in each course
Detailed Student Grading Current unit level grading nformation
Login/Logout Times See how much Hime users spend onfine
Student Activity Daily Breakdown Detafled daily student actividy log
Student Activity Summary Caloulates Hme students spend on each course
Student Lesson Flan Sums up gail)y student sssignments
Student Unit Grades Student grading information per unit
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All reports, except the Login/Logout Report require you to select the following information:

Time Period: You can
select any Term, or Start

) Export as:  ‘Meb CSW FDF
and End Dates you wish
to use. )
~Select Time-frame
Users: There are several Select Term Start Date End Date
ways you can select the W
people to InCIUde on the I 2011-2012 0211452012 1163072012
report. You can sort by 7 [Sering 2012 0211472012 06/20/2012
Name, Username’ Record Count 2
Student ID, Campus, or
Status. Start Date: End Date:
Enrollments: Click the ~Selact Users
S_hOW/RefreSh button to Saelect Marme Usemame | StudentlD | Campus Status
display all courses for the O
selected users. i
SeleCt any Course | wmato, Claire amato MOS Al Wetive LS
sy ’ [ Wscencian, Andres ascencion  |SE4 Iy} Wetive
Edlthl’l, StUdent’ I Baraga, Luis haraga 510 1 A ctive
Teacher, Status, or W Baraga, Maria mharaga 42 iyl Wetive
Reason I Barela, Alherto harela E75 118, Active
[ Begala, Armando abegala E73 Iy} Wetive
Report Format: Use the N Begala, Doreen hedala 41 o mctive
drop-down menu to select: I Bhasran, Siva bhasarn E2E 1 ctive
I Borelli, Christopher chorelli 5491 Iy} Wetive
e Web- opens a new ™ |[Borelli, Seth horelli 38 21 IActive
browser window to I Cameron, Beatrice carmeton E26 1 it ctivia
dlSpIay a formatted ] Cartlizle, Madeling carlisle LTS w1 B ctive
printable report I Conrad, Jova conrad 533 [iA Wetive v
Record Count 78
e CSV —comma
separated file, use ~Select Enrollments
Excel or another ) -
spreadsheet Ehovuhielies
application to most
eaSily dISplay the data Select Course Edition Student Teacher Status | Reason
e PDF — formats a O v v v
printable report in the Record Count 0

same browser window
as the application. Be
sure to use the Back
button or arrow on your
browser to return to the
application. Click OK to
resend the data when
prompted.

As soon as you select the Report Format, the report generates in a separate window.
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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 [a{=1%) PDF
—Choose Time-frame
Start Date: End Date:
—Select Users
Select Marme Username | Student D Campus Status
D Active W
I Whbott, Melissa abhott WY [iA Witive -
I Carney, Audrey Carney [HiA, [ Wrtive
I Flores, Loretta fares [HiA (I WAetive
I Hazen, Tyler hazen A [ Active
I Hunter, Dave hunter [HiA Lo wctive
W Lisle, Jim lisle [HiA, [iA Witive
i illis, Bill illis TIA, (AT ictive w
Record Count 7
Export as:  ‘Weh CSv 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. Your administrator chooses if it will
be used in your installation or not. Your administrator decides if the students and teachers can
use it (school level). If the administrator decides to use it, you and the admin can then decide
which students can send and or receive messages using it (student level).

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

Please double click a row to view message

Inbosx w || All Messages w Hew Message Mark 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:

¢ 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.

¢ 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.

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

Messages

Please double click a row to view message

| Tnbox || Al Messages w Mew Message Mark as Read Mark as Unread Archive

|_| Date -~ From Subject Praview Actons
I:‘ 11:39AM Tanner, Megan Re:Re:Re:State History Essay Done - I leftitin your box. Reply
On 2012-... Forward
Archive
I:‘ 11:37AM Morton, Emma Help Needed - Project: The Art of Compromise - ProEmma Morton: ole, thanks Forward
Archive
Yiew Lesson
I:‘ 08:52AM admin, admin Staff Development Day - April Reply

I:‘ 07/19/2011 [Lisle, Jim Service Hours Project Schedule Reply
Forward

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

Archived

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

1. The 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”.

|:| e Tf13/2011 Maorton, Enmma Help Meeded - Project: The Artof Compromiz Emma Morton: Do Thatps nuod | Yiew Lesson
| Archive

I:‘ @ 7f19/z011 Baraga, Luis Help Meeded - Eszay: The ULS. Policy for Viet Luis Baraga: Tam kind gouand | Yiews Lesson
| Archive
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Report Start Date:  Jul 18, 2011

Report End Date: ~ May 24, 2012

Odyssey Academy

Course Percentage Complete Report

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 48
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: Jul 18, 2011

Report End Date: May 24, 2012

Odyssey Academy

Detailed Student Grading Report

Date Retrieved: Feb 20, 2012

Neely, Casandra [cneely, A1, W10 |

Course Name : English 11 (2011)

Unit Type Assignment

Started *

Completed * Time(h:m) | Score

I |LESSON 2. Language in Motion: Vocabulary

07/18/2011 03:33 pm

07/18/2011 03:44 pm 00:12 97.50

1 |LESSON 3. Language in Motion: Word Meaning

07/18/2011 03:45 pm

18/2 .
07/18/2011 03:52 pm 00:07 90,00

I |LESSON 4. Language in Motion: Etymology

07/20/2011 11:01 am

07/20/2011 11:45 am ) 100.00

u

Unit Score: 95.80

C

Course Score: 95.80

“ All Dates and Times are MST
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Login/Logout Report

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

Tatal 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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Student Activity Daily Breakdown

Odyssey Academy

Student Activity Daily Breakdown Report

Beport Start Feb 20,2012
Report End Feh 21,2012 Deate Retrievad:Peb 21, 2002

Torres, Exmic |torres, M14 |

Lrate Course Title Tatal Mavigation Time { hh:momzss )

022002012

Earth Science (2011) 00 5GE08

Psychology (20011 0043 ]

Wietnam Era (2011) 00:55:20

Totl Tinee: 02: 3159
02212012

Earth Zcience (20115 00359

Peychalagy (20015 04545

Wietnam Era (2011) OL04:34

Tatal Tinme: LUEEL A B

Total Duratiom: 0430017

Student Activity Summary

Odyssey Academy

Student Activity Summary Report
Report Start Feb 20,2012

Report End Feb 21,2012 Diate Retrieved: Feb 21,2012

Torres, Esmie |torres, MI4 |

Course Tiotal Mavigation Time (hhomom )
Earth Science (2011) 01:20
Paychology (2011} 01:30
Vietmam Era (200 1) 02:37
Total Activity Time : 05:27
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Report Start

Report End

Feb 20,2012

Fab 24,2012

Odyssey Academy

Student Lesson Plan Report

Diate Retrieved: Feb 21, 2012

Torres, Esmie [torres, M14]

Teacher Course Uhnit Assignment Status Due Date Completed
. . . 02212012 .
Hunter, Dave Earth Sciemoe 2011 1 2: Introduction o Earth Sciemce Graded 0220012
Hunter, Dave Earth Scienosi 2011} 1 3 Project: Research a Career Ammignied 02212012 MiA
. . . 02212012 .
Hunter, Dave Earth Science(2011) 1 |4 Competing Perspectives Graded 0220:2012
20 1
Lisle, Jimn Peychology 201 1) I |2 Introduction ke Peychology Graded el T,
. . u . 02212012 .
Lisle, Jim Peychelogyi201 1) 1 |3: Experimental Peychology and Graded 0220:2012
Ablott, Melisss Viemam Era(2011) L |2 Vietwam Graded PRI gaanolz
. . N . 02212012 .
Abbott, helissa “iemam Erai2011G 1 |3: Early History Graded 0220:2012
TR,
Hunter, Dave Earth Scienos 2011 1 51 Boience Weighs In Asmigried 1222012 L EEN
H . N e c 02222012 :
unter, Dave Earth Science(2011) I |6: Project Doppler Effect Assigned HiA
T
Hunter, Dave Earth Science(2011) 1 71 Quiz 1 Mot Started 11202 M
. . . 02222012 .
Lisle, Jim Peycholgyi201 1) 1 |4 More About Psychological Comapleted 0221212
Abbatt, Melissa Viemam Erai2011) I |4: Fremch Indochina Completed | P22 g0 o im0z
c 02232012 q
Hunter, Dave Earith Sciemce (2011 1 82 A Bequence OF Events ot Started His
. . 02232012 .
Hunter, Dave Earth Science(2011) I |5 Planetary Motion Mat Started M
c - ] 02/232012 q
Hunter, Dave Earith Sciemce (2011 1 10 Abality To Orkat ot Started His
Lisle, Jirn Peyohologyi20l 1y I |5 Report Influential Peychologists Assigned 0n232012 HiA
. r . 02232012 .
Abbott, Belissn "W ietnam Erai 20115 1 52 Chaiz 1 Toward French Graded 022015212
. . . . 02242012 .
Hunter, Dave Earth Science(2011) 1 1 I: Project: Mewton's Law Asgigned MiA
— P 02,24/2012 ]
Hunter, Dave Earth Sciemoe 2011 1 12: Qi 2 ot Started His
. . 02242012 .
Hunter, Dave Earth Science(2011) 1 13 A Unique Planet Mot Started M
. . . . . . 02242012 .
Lisle, Jirn Peychalgyi201 1) I |6 Peypchiological Fields snd Careers Ammigried Mik
Abbott, Melisss Viemam Era(2011) I |: Matienalist Movensent Graded D202 gapyiaiz
. . , , 022472012 .
A bbatt, Bdelisas “Wietmam Erai 20115 1 T: World War 11 Graded 022015212

4/3/2012

55




HIYSSEY WA

Student Unit Grades

Teacher User Guide

Feport Start Feb 01, 2012
Report End Date: Feb: 21,2012

Odyssey Academy

Student Unit Grades Report

Date Feb 21, 2012

Esmiie Torres, [foares, N14]

- - Course
2 3 7 i 2
1 2 3 4 3 & 8 Q 10 11 1 13 Score
Earth Bcierce (20117 | 844 | 0.0 0.0 0.0 an 0.0 on 0.0 0.0 0.0 o0 00 [ o 4.4
- Coursa
2 3
! - 4 : & Scora
Paycholagy (20113 OLE | 0o 0.0 0.0 an 0.0 Q1.8
- Coursa
1 2 3 4 5 [ Score
Vietnam Em 20113 | 978 | 1000 0.0 0.0 an 0.0 939
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