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1. This Document

11. Purpose

The purpose of this user guide is to provide step by step guidance in performing teacher
related tasks in EdisonLearning eSchoolware. This user guide is designed as both a
reference tool and in-depth companion to training.

The following typographical conventions are used in this document.

e Keys on the keyboard are pressed and denoted by uppercase font, such as
ENTER, TAB, F9, T, and HOME.

e Keys pressed at the same time are in sequence and joined by a plus sign,
such as ALT+TAB, SHIFT+F3, and CTRL+SHIFT+A.

e Objects on the screen are clicked and denoted by bold font, such as OK,
Next, and Cancel.

e Menu and sub-menu items are selected and denoted by the sequence of
selections, such as, “From the menu bar, select Insert > Picture > From
File, navigate to desired graphic, and click Insert or press ENTER.”

e  Screen, Window, Form, and Object names are denoted with title case.

In addition to clicking with your mouse, commands on menus and screens may also have
keyboard shortcuts that enable you to select them from your keyboard. In Windows 2000
and Windows XP, it may be necessary to press the ALT key first to see the available
keyboard shortcuts.
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2. Product Overview

EdisonLearning eSchoolware is the interface by which you can quickly and easily access
all of your online tools in one location, including daily lessons, assignments and tests,
grades and academic progress reports, upcoming deadlines, recent attendance,
achievement intervention alerts and status, school and course announcements, and more.
Students, parents, and instructors can also communicate with each other through the
internal messaging system, and students and instructors can contribute to blogs and

forums.

© 2014 EdisonLearning, Inc. All rights reserved.
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3. Log_ging Into Your Home Page

To log in to the eSchoolware software, use a web browser to navigate to the server. Your
support person can tell you the correct Internet address if you do not know it.

Sign In
Usermame

FPassword

SignIn

Once there, enter your user name and password, then click Sign In. Your teacher home
page appears:

Teacher Portal

Slan Out

Announcements Courses

Schooi Announcements
Enc User Licenze AqreeTent and... - A4g-

0141 off oo beurs schedul.,. 4ug 26

[

view Moe

American History

Schoaol | Al Cenools v
Sedrch By | Seled s Tied r

valiz Biology

&

o i ——a

Gther Information Chemistry Q
[E=]Cocurents S\ rngLond Cs T

/Suppor:  <Eg UTTE TS ““

y e S
RN s gt B gt st

This page contains links to and notifications about announcements, courses, grades,
interventions, and other information.
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You also have a student search feature. From the search results, you can click the Course
Section link to access the Student Details screen.

Student Search

School | All Schools v
Search By | Select a Field v
Walue
Go
Teacher Student
Organization: | All Sthools v Filter: Username ¥ ryan.h% Schoal Year: Al T Status: Active v Go

1-1ofls

Username Last Name First Name Institution Advisor Name(s) Course-Section Grade Status

Cliops.advisor Test Health Part 1-

Ryan.H551 LM341329 FN341329 Demo School
Pitt.Advisar Test DEMO.HS ELODS.A.1

Requestable

1-10f1+

ltems to note in the search results are the student’s institution and advisor, plus the ability
to click the Course-Section link to go to Gradebook Student Details for the selected
student’s course section.

eSchoolware® - Product User Guide for Teachers © 2014 EdisonLearning, Inc. All rights reserved.
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4. Icon Bar

The following icons appear at the top of all screens. Click an icon navigate to that area.
Click Home on any screen to return to your home page.

Wl - Tl Sign Out

A number in the lower right corner of an icon indicates you have that many unread items
in that area.

Home

Click Home on any screen to return to your home page. You may have other
system roles assigned to you; the home icon lists the role you are currently
logged in as. If you have other system roles, click the dropdown to select one.

Announcements

Click to view any system-wide announcements. Each announcement is listed
with the date when it was posted, its course, the person who posted it, and a
preview of the message.

Messages
Click the icon to open the Messages screen.

Control Panel
The Control Panel contains links to additional functionality.

Sign Out
Click to end your session.

4.1. Announcements

Click the Announcements icon to view the Announcements screen:

Announcements

TODAY 7 pavs aco 30 pavs aco ALL UNREAD Yiew By Al s

1-10o0f 11«

You're invited to attend the Ballet March 5 {Sticky) !
- Course:
You and your parents are invited to the production of Aladdin, March ..
E =+ the Veanr Cambar i calials

S S
@ share us your opinion of Justice {Sticky) ! Posted By:
‘ﬂ Course: Johnson, Darrell
Attention Students and Parents, ... Mare
L

@ Scholarships Information (Sticky) !

Course:
-4——)/-» et anle &‘wqmuﬁuﬁw A et Dol R,

This screen allows you to read announcements posted in courses and system-wide.

eSchoolware® - Product User Guide for Teachers © 2014 EdisonLearning, Inc. All rights reserved.
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4.2.

A green exclamation point beside an announcement title indicates that you have not yet
read it.

The bar across the top of the screen allows you to filter your messages by age and type.

Today
Displays announcements from today

7 Days Ago
Displays announcements from the last seven days

30 Days Ago
Displays announcements from the last 30 days

All
Displays all announcements

Unread
Displays only unread announcements

View By
Click the dropdown arrow to filter messages by system or course.

Each announcement is listed with the date when it was posted, its course, the person who
posted it, and a preview of the message.

Click the More button to read the entire announcement. The message appears:

Posted By:

Johnson, Darrell

0 - Mar-04-10

You're invited to attend the Ballet March 5 {(Sticky)

Course:

You and your parents are invited to the production of aladdin, March 5 at the Koger Center in Columbia at 9:30am.  all are
welcome to attend, admission is free. e will meet in the Koger Center Lobby at 9am. Please RSP your Advisor by noon
on March 4 to ensure your ticket{s) If you have any guestions contact your Advisor or Ms, Sara velez. This is a great
opportunity for you and your family. I hope you will take advantage of this wonderful experience, see you at the Ballet,
Dr.J

Click Back to return to the Announcements screen.

Control Panel

Use this icon to access shortcuts to other areas:

Control Panel

Attendance - Schoal Messages to ather users in the
Custom Reports My Live Events r ATT Connec
Gradebook
eSchoolware® - Product User Guide for Teachers © 2014 EdisonLearning, Inc. All rights reserved.
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5. Announcements

On your home screen, the Announcements box displays school-wide and course-specific
announcements.

1. Click the Announcements icon at the top of the page to view your announcements.

Announcements

School Announcements
*¥Updated* Student Support Portal - Dec-07-2009
Personal Learning Plan - Mov-13-2009
2009-10 Assessment Schedule - Sep-22-2009

World Literature IT Part 1:
Essay Formathing - Sep-29-2009

View More

2. From the Announcements box, click an announcement to view it.
OR

Click View More to view the Announcements screen:

Announcements

TODAY  7oavsaco 30bpavsaco ALL _ UNREAD Wiew B Al i |

1-100o0f 11«

You're invited to attend the Ballet March 5 (Sticky) !
"

‘%»' Course:
= You and your parents are invited to the production of Aladdin, March | ...
C =+ tha Faaar Cantor in Calimb
#’ Share us your opinion of Justice (Sticky) ! Paosted
“”‘6 Course; Johnson, Darrell
—/ Attention Students and Parents, ... More e - Mar-15-10
# Scholarships Information (Sticky) !
=6

Course;

.)/...—.\-.--U-m R ol i s s g et e ki

il

A green exclamation point beside an announcement title indicates that you have not
yet read it.

The bar across the top of the screen allows you to filter your messages by age and
type.

Today
Displays announcements from today

7 Days Ago
Displays announcements from the last seven days

eSchoolware® - Product User Guide for Teachers © 2014 EdisonLearning, Inc. All rights reserved.
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30 Days Ago
Displays announcements from the last 30 days

All
Displays all announcements

Unread
Displays only unread announcements

View By

Click the dropdown arrow to filter messages by system or course. Each
announcement is listed with the date when it was posted, its course, the person
who posted it, and a preview of the message.

3. Click the More button to read the entire announcement. The message appears:

Posted By!

W Johnson, Darrell

Feb-23-10 - Mar-04-10

You're invited to attend the Ballet March 5 (Sticky)

Course:

You and your parents are invited to the production of aAladdin, March 5 at the Koger Center in Columbia at 9:30am. all are
welcome to attend. admission is free. e will meet in the Koger Center Lobby at Sam. Please RSYP your Advisor by noon
on March 4 to ensure your ticket{s) If you have any guestions contact your Advisor or Ms, Sara velez, This is a great
opportunity for you and your family. I hope you will take advantage of this wonderful experience. see you at the Ballet.
Dr.J

4. Click Back to return to the Announcements screen.

5.1. View Only One Course’s Announcements

1. From your home screen, click a course to view its information. The course information
screen appears.

1. Click the Announcements tab. The main announcement screen for the course
appears. This tab displays announcements for the course.

2. Scroll down to view all announcements for this course.

eSchoolware® - Product User Guide for Teachers © 2014 EdisonLearning, Inc. All rights reserved.
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6. Other Information

The Other Information area
contains links to other important
areas of eSchoolware.
Depending on your eSchoolware
system configuration, not all of
the items shown below may be
available to you. Click a link to
use a feature.

6.1. My Files

Other Information

Commerce

iy
/ Attendance )

“ My Files Al 1My Grades

}_‘ My Organizations g Research Center

i i Tutoring/Live Events - ' Web Mail

Click this icon to display your file storage area. You can keep documents here so you can
access them from any PC that you use to access your eCourses.

Folder Name: Personal Folder

Sub Folder: ]
File(s): ]
Address: JPersonal Folder/

Mew Folder

Address: /Personal Folder/

Name Size
Empty Result

Folder Name

Name of the current folder

Sub Folder

Modified Date

Upload File(s)

0-0ofD
Edit Delete

Number of subfolders in current folder

File(s)

Number of files in current folder

Address

Location path of current folder

New Folder

Click to create a new subfolder in current folder

Upload Files

Click to upload a file to the current location

eSchoolware® - Product User Guide for Teachers
Section: Other Information
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Name
Name of folder or file

Size
Size of file

Modified Date
Last time file name was modified

Edit
Click to edit the name of a file or folder

Delete
Click to delete a file or folder

6.1.1. Create or Modify a Folder

1. Click the Create New Folder button. The following box appears:
pload | Cance

2. Enter the folder's name in the Create New Folder field and click Upload.
3. Your new folder appears:

P e S T L T
£ New Folder Uplaad File(s)

{

| adiress: [personal Folder/

: 1-1o0f1

[l name Size Modified Date Edit Delete

19 Testprep yam |

2

4. Click the folder name to enter it; click Edit to change its name; click Delete to
remove it.

6.1.2. Upload or Modify a File

1. Navigate to the folder in which you wish to place the file.
2. Click Upload File(s). The following box appears:

Choose File to Upload: [(Browse_ ] uplosd | cancel

3. Click Browse to find your file:
4. The File Upload window appears. Find your file and click Open.
5. Click the Upload button. Your file appears in the list:

Name size Modified Date Edit Delete

51 ntervention.vsd 109,056 bytes 5/12/09 7
5 _not working.tst 586 hytes 5/12/00 PR |
51 skeerdy cat.jpg 53,051 bytes 5/12/09 pan |

6. Click the file name to view the file; click Edit to change a file name; click Delete to
remove a file.

eSchoolware® - Product User Guide for Teachers © 2014 EdisonLearning, Inc. All rights reserved.
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6.2. Research Center/Learning Land

To access the Research Center or Learning Land, click their icons in the Other
Information box. The example below shows the Research Center link:

Other Information 3
Q wieh Mal “ M
b" My Files |':. 1

FMMME.[B_[S

Research Center or Learning Land opens and places you in the Agora:

AP A= 20 @

CoursePlayerTeacher2 Test

School: Demo School  Cogs: 1000
Grade: -

Agora (1)

The entire Research Center looks like this:
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Learning Land looks like this:

The various activities and features of the Research Center and Learning Land are based
around different chat rooms. Navigation is done by clicking on the floor and doors. Below
is a list of all rooms:

Agora
This main outdoor area contains all the buildings in the environment.

Arcade

This one-room building has mini-games to play for fun. These activities are
unlocked with cogs. Cabinets contain links to Sudoku, chess, checkers, mahjong
and more. Students who have outstanding interventions to perform cannot enter
the Arcade.

Art Gallery

You can view other students' art and submit your own artwork here. The Art
Gallery is located on the first floor of the Study Hall.

Cogs Store
This is where you can buy items with your cog points and customize your avatar.

Help Desk

Go here to ask questions and receive help. Help Desk is located on the first floor
of the Study Hall.

Learning Lab

This room is located on the second floor of the Study Hall building, and has
collaborative whiteboards for users to interact via drawings and diagrams.

Lobby
This room is located on the first floor of the Study Hall and is just for hanging out.

Media Room

This room has a media viewer for playing course videos. The Media Room is
located on the first floor of the Study Hall.
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MyClassroom

MyClassroom is an activity where you work with other students and combine
skills from various subjects. This feature is only available in Learning Land for
middle school students.

MyPad

MyPad is an optional, fun virtual environment where you can rent an apartment
using cogs you've earned. You can decorate your pad and even upgrade to a
better place if you can afford it. Other students can stop in and chat with you and
you can visit other students, as well. This feature is only available in Learning
Land for middle school students.

Study Hall

This room contains an interactive course catalog for you to browse and access a
preview all of the different courses available to them. It also has a question board
for students to answer questions for cog points.

World Language HQ

This room is the main foyer of the World Language HQ building, and is where
students may access the World Language rooms. Inside the World Language HQ
building are the four world language rooms connected by a lobby: Chinese,
French, German, and Spanish. Participants are encouraged to discuss and chat
in the language associated with the room. This building is only available in the
Research Center for high school students.

World Language Rooms (Chinese, French, German, and Spanish)

Each of the language rooms is dedicated to chatting in the given language. Each
room also contains access to a world language activity called Saga. Inside each
world language room, there are two rows of computer terminals. The bottom row
of computers opens that room's translator, while the top row opens the Saga
world language activity. These rooms are only available in the Research Center
for high school students.

Writing Center

Use this building to improve your writing. You can write and submit essays for
review by the system's writing and editing software. This feature is only available
in Learning Land for middle school students.

6.2.1. Art Gallery

The Art Gallery chat room
contains an interactive image
viewer, where students can look
at and discuss each other’s
artwork. All work must be
submitted by students and
approved by administrators for
inclusion.
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6.2.2. Avatars

Students select an avatar with which to Partl Test
navigate rooms and chat with other users
in real time.

6.2.3. Cogs and Badges

Admin

School: pemoschoel  Cogs:-23®
Grade: 10

Partl Test

o

Cogs are points earned for successfully performing
tasks, such as answering questions, inside
Interactive Learning Activities. They can be used to
buy avatar items or unlock more activities.

Badges are marks of honor, earned for helping other
students.

6.2.4. Help Desk

AP K D = P mitnds

Binary Man Test
Add To Friends

Vote For Badge Director

School: Demoschoot  Advisor

Grade:
Tutor

Agora (2) Grader
— * First Aid
O et 1=
S OPeritet “ Community Citizen
Boot Chinese Citizen

Report

e — P rch. Citize i

German Citizen

Spanish Citizen

Communications

Citizen Patrol
m

The Help Desk area contains presentations
and guides to help users understand how to
use the Research Center. An administrator is
able to sign in to the Help Desk, to provide
further assistance as a form of live help.
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6.2.5. Media Room

The Media Room contains a multimedia
player for viewing videos, images, and
Flash animations. Here, students will be
able to browse all of the math videos.

00:14 /00:28

6.2.6. Sabotage

This activity serves as the Unit Exam
Review for all eAcademy non-core
STEM courses. Students must be
enrolled in at least one STEM course
to be able to access Sabotage.

Students have two ways to access

Sabotage:
] Wh||e in the Research Mouse Dver Tile to Display Ouestion:
Center, select Sabotage s IR RE]
from the map. w ] [6] [ (5] € [ Correct: /

Methods D D m D 18 Turns Remaining

e Use the elevator inside the Study Hall building and select Sabotage from the
elevator menu.

Sabotage is an assessment activity, available from within the Research Center. Sabotage
is a board game, similar to Clue®. Players must use deduction to find out who sabotaged a
lab, which lab is sabotaged, and how it was sabotaged.

Players navigate around the spaces on
the board by answering assessment

SFIBDTFIEE questions correctly, from a particular

unit in one of their STEM courses.

YU” DEfEEtEd thE Sahutaur‘! When a session ends, students may

Review grade.

+

Do you want to submit your grade? - -
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Each world language room contains access to a
world language activity called Saga. The student is
guided by an automated character called LEXI who
is responsible for training the student and testing
their competence.

The game is based on espionage and the goal is to
track down a suspect through foreign cities and
landmarks. As the student moves from one place to
another, they are asked to complete content-based
puzzles.

There are eleven distinct puzzles randomly displayed to students as they move from one
locale to the next with LEXI's help and guidance.

Also available to the students is an audio translator, providing the students with
pronunciation and translation of more than 3000 terms.

6.2.8. Study Hall
The Study Hall serves as a library
setting, where users can browse virtual
bookshelves to read and discuss any
course lesson content from eAcademy.
This enables students to form virtual
study groups.
6.2.9. Chat
. . . . Lobby (4)
The participants list displays the name of the current
chat room, the number of participants in the room [T gf'tt”“-“ g
and the names of the participants in that room. G - o
= BBinaryManTEt »
Online chat is the primary means of communication
available to participants in the Research Center. All Chatfibuse Waning: you have Lwaming(s)left
chat messages are automatically logged by the
system and are time stamped. Daily logs are saved
and can be retrieved later by system administrators.
All reported disputes or claims of chat abuse are
checked against these logs.
"ok
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6.2.10.

There is also a filter in place for all chat rooms that prevents the display of inappropriate
language. Any word that violates this filter is rendered as asterisks (*) in the chat display,
and the offending participant is given a chat filter violation warning. The chat logs will still
record every word exactly as it was originally typed to ensure the accuracy of the
information available to administrators.

A participant may receive two automatic chat filter violation warnings in a single week.
Upon the third chat filter violation, an offense report is generated. Any offending
participants can be "silenced" by a chat administrator, meaning they cannot send chat
messages. The chat administrator then notifies the school's administrators, who decide
what further action should be taken.

Participants can report instances of inappropriate language, bullying, and harassment
using the Report Abuse button. This button is always available on the bottom left of the
participants list. Clicking this button opens a form for sending a chat abuse report to chat
administrators.

Social Networking

6.3.

COGS: 18,465

aPvRe0

Caleb Copland
m Student
i B X X
gonna take my algebra test!

catch you later
A School: PASC
- Grade: 10

Caleb C: hi
Tyler A:you need to watch dlerks its great
Chelsea M: on myspace, and like fri _. lol

“** Sara G. has entered

Caleb C: i want to

Travis L hi sara

Caleb C: what? am i supposed to jus drink
Tyler A: you need to watch the faot

Tyler A: haha yeah

Sara G: hi

Caleh C: i have never heard of that

Travis L. hi lauren

Lauren D: oh jeeze... yeah biology is reasazaaal
Tyler A: 27 in a row???

Students can build their own avatars maintain simple profile
pages, post status updates, and keep track of their friends list
as part of the Research Center’s social networking system.

Travis L wuzzup caleb

AGORA 37)
B § sinary Man Test
iSO zachary Johnston
| Silenca  caleb Copeland

| Baer ) Tyler Ary

3
Gepart] ) Chelsey Cox
Abuse | () Chelsea Martin

Tutoring/Live Events

6.4.

Click this icon to enter live classes or tutoring sessions. Depending on your school’s
configuration, this feature may not be available to you.

Web Mail

More...

If your school has configured an external email account for you, click this icon to access it.
If this is not the case, clicking this icon stakes you to the internal-only Messaging screen.

See the Messages section for more information on using messages.
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Courses

The Courses box contains links to information about your courses and students.
Courses
2012-2013 [=]

- = x
. American Literature

i“'"‘ | G Q &3

American Literature - Competency Based

@ =

American Literature - Foundation

D

A B ol QM I i il

B e

Click the dropdown in the upper right to select a school year. The default setting is the
current year, but you can select to view courses you graded in the past.

Click a course to view the sections that have been assigned to you.

To the right of the course name, a set of icons alerts you to any items that needs graded,
interventions that need your attention, forum or blog posts that need your approval, or final
course grades that are ready to be submitted. The numbers on each icon are totals for all
sections inside that course.

The icons change color from green to yellow to red depending on how old the alerts are.
Alerts change color every 24 hours. All alerts exclude weekends when calculating alert
thresholds.

Courses
2012-2013 =]
= = American Literature
. ﬁ i @ D)
F=g e
)
PART 1 | | m m
PART 1 | |
PARTll |
- |
DART!-l |
pasr3| | (2 2]
arrs | |
e 2@ x|
T R _ie o o e d— e e RN SR S
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7.1.

If sections of a course exist that you are not assigned to as teacher, those sections will
appear locked and you will not be able to access them, as in the example below:

Courses
2012-201 3DEMO s

3

Each section contains additional alert icons. 5
Click on a section’s icons to access items that | == e
need graded, interventions that need your T
attention, forum or blog posts that are unread, H o
or final course grades that are ready to be §
submitted. i? B
i
4 s e
E
‘;—-_-e-—'__-
Additionally, each section contains icons on the left to
allow you to access the section’s Gradebook, course | |
preview in legacy view, and Course Control Panel. PART 1
PART 1 | |
PART2| |

.ﬂlﬂ'ﬂdﬁ___ _J-_

Course Control Panel

Click a section’s Control Panel icon to view its information. The system provides a variety
of configurable information about each course, such as forums, announcements, blogs,
and other details about how the course is configured.
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7.2. Forums

Forums can be accessed by either clicking the section-level icon or through the Forums
tab in the Course Control Panel.

Course forums allow students to participate in online discussions about their courses,
homework, exams, and other eSchoolware topics. As a course teacher, you are able to
create, view, and manage course forums and monitor their use and content. You are also
able to start and contribute to discussions.

Forums Announcements Blogs

Filter By All -

Create Forums
lJworld Literature II Part 1 1-100f 49 A
Unit 1
Descriptian:
Unit 1 Forum
Threads: 10 Moderated: No Ratings Blocked Users Edit Delete
Unit 1 Lesson 1 (Unread: 1) ¢

Description;
Unit 1 Lesson 1 Forum

Threads: 32 Moderated: No Ratings Blocked Users Edit Delete

Unit 1 - Lesson 2 {Unread: 1) ¢
Description:
Unit 1 - Lesson 2 Forum

Threads: 8 Moderated: Mo Ratings Blocked Users Edit Delete

Unit 1 - Lesson 3 (Unread: 13 ¢
Description:
4 lmit 1 = 1 aczan 2 Eerimm

Create Forums

Click to create a new forum for the course. A new forum appears at the bottom of
the list:

Moderated: (1 Save | Cancsl

Enter a name, select moderation status, and click Save.
Forum Name

Click to enter the forum. A green exclamation point beside the forum name
indicates that it contains unread posts.

Order Number

Click the dropdown to select the order in which the forum should appear.
Ratings

Click to view student ratings of the forum.
Blocked Users

Click to view, add, and remove students who are blocked from the forum.
Edit

Click to edit the forum description and moderation status.
Delete

Click to delete the forum.
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7.2.1.

View and Manage Forum Posts

7.2.2.

1. Click a forum to enter it:

4 |_JAmerican Literature Part 1 1-10f1w
[Unit 1
Pos By:
tes ¥
Ms. Perdue
PP Wiews: 3 Posted: 1 Ratings Delete
2. Within the forum, click a post name. The post appears:
4 %lAm\laJncsr; Literature Part 1 test Black: OJ Posted By
=Rl Ms. Perdue
[)test - By Ms. Perdue 0170372011 ey Reply Rate TR
test
Delete

Block
Mark the box to prevent the post from displaying.

Reply
Click to reply to the current post.

Rate
Click to rate the current post.

Delete
Click to delete the current post.

Create a Forum Post

Click a forum name link from the gray and white striped area on the right. The

1.
contents of that forum, if any, appears:

Mew Post

1-10o0fl-
Posted By:

Jjimmy test

4 _Jalgebra 1 Part 1

[JUnit 1 - Lesson 1
test 030511
/2011

Delete 03/

Wiews: 3 Posted: 1 Ratings

Click New Post in the upper right. The New Post window appears:

2.

Subject:
ESource = ‘A.'Bl "\'.'/P
B U SEEEESiESHIDOG
AE Style + | Farmat |Marmal - | Font - Size - TI' @'
Message Content:
Attachment:l Browse.. | Attach File
Create | Cancel

© 2014 EdisonLearning, Inc. All rights reserved.
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Toolbar Functions

Toolbar Element |Function

[=] Source View or edit the document source code (for advanced users).
v Undo or redo the most recent action taken.
?-EE! Find and replace a word or phrase within the document.
Select the entire text in the document.
39 Spell check the text in the document.
B 7 U = Applies bold, italic, underscore or strikethrough formatting to the highlighted text.
X, i Superscript or subscript the highlighted text.
= = = = |Sets the text alignment (left, centered, right or justified).
,—_ll Inserts a printing page break. Only impacts printed version.

Inserts a divider line (horizontal rule).

Inserts symbols & special characters (accented characters, trademark, currency
symbol, etc.).

Creates a table with the defined number of columns and rows.

@ <« i

Inserts an emoticon image (smiley faces, email icon, lightbulb, etc.).
Opens equation editor to create math formulas.

Inserts images into the document.

Bd 2

Style i
- Styles & formatting determine the appearance and semantic value of your document.
Format ™ | You may use the drop down boxes to apply styles, set the font, its size, etc. To
Faort - |remove the applied style, select the style name again.
Size -
Tﬁ Changes the color of the text.
% Changes the background color of the text.

3. Complete the following fields:

Subject
Title of entry

Format Buttons
Use these buttons to format the content of your announcement.

Message Content
Enter your post text.
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Attachment

To attach a file to the announcement, click Browse. Find and select the file, then
click the Attach File button.

4. When finished, click the Create button to post your entry.

7.3. Announcements

The Announcements feature lets you post information for all students in your course(s) to
view whenever they log in to work. To access this feature, click a course icon in your list of
courses to expand it, then click the Course Control Panel icon for a section, and click the
Announcements tab. The main announcements screen for the course appears. Use this
tab to view information about and links to announcements for the course.

Forums Announcements Blogs

Create
1-100f13
Subject Message Content Start Date End Date Author Edit Delete

Hi everyone,
Just a couple things I wanted to bring to your attention:

1. Please make sure you are thoroughly reading aff four pages of each and
every lesson, and completing all required exercises, before attermpting your
assessments. I am getting many messages asking me what is reguired for
each assessment. If you read all of your lesson first, it will explain in detail
everything that is required. Remember, you are permitted to use multiple
tabs; this means that you can sign into your student portal twice, and
leave one window open to your units and lessons, and another open to your
assessments, This way, if you forget what is required or need help
answering assessment questions, all you need to do is tab back and forth
between the windows. It is not recommended that you ever attempt an

Eﬂ_ma assessment without reading ALL of your lesson first. .
Friendly 11/18/2009 12/02/2009 Perdue, Ms. Lisa 1iir

Reminders

2. I notice that many of you are submitting essays instead of outlines for
Lesson & of each unit, Lesson § will slways be an outline. You have an

o 1__“5;'}21%;5‘.@@‘"‘5_5\@?.@ ¥ou Hght innur jessons I,vyn%ihah_... — et i

Create

Click to create a new course announcement. A screen appears, allowing you to
enter and format a message, set display dates, and attach files.

7.3.1. Create an Announcement

Complete the steps below to create an announcement for students in a course section.
1. After accessing the announcements screen from the instructions above, click the
Create button on the right to create a new announcement:

Add An ent
Message Content:

Display Date: [N

Include:
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Toolbar Functions

Toolbar Element

[=] Source

3

Ml
[

A
M
[Thd}
[

@@
® | il

&

=

» | Bl

@ |ili

i}

Function
View or edit the document source code (for advanced users).
Cut the highlighted text to the clipboard.

Copy the highlighted text to the clipboard.

Paste the data copied to the clipboard (with or without formatting).

Paste content copied from Microsoft Word or similar applications.

Spell check the text in the document.

Undo or redo the most recent action taken.

Find a word or phrase within the document.

Find and replace a word or phrase within the document.
Select the entire text in the document.

Remove the formatting from the highlighted text.

Applies bold, italic, underscore or strikethrough formatting to the highlighted text.

Superscript or subscript the highlighted text.

Creates numbered or bulleted lists.

Creates a table with the defined number of columns and rows.
Increase or decrease the text indentation.

Sets the text alignment (left, centered, right or justified).

Converts or removes the text in hyperlinks. It may also be used to manage file uploads

and links to files on the web server.

Inserts or modifies a link anchor.

Opens equation editor to create math formulas.
Inserts images into the document.

Inserts an Adobe Flash element into the page.

Inserts a divider line (horizontal rule).

Inserts symbols & special characters (accented characters, trademark, currency

symbol, etc.).

Inserts a printing page break. Only impacts printed version.
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Toolbar Element |Function

Style -
= Styles & formatting determine the appearance and semantic value of your document.
Format ™ | You may use the drop down boxes to apply styles, set the font, its size, etc. To
Fart - | |[remove the applied style, select the style name again.
Size -
']h Changes the color of the text.
% Changes the background color of the text.

2. Complete the following fields:

Message Content

Enter the title of your announcement

Format Buttons

Use these buttons to format the content of your announcement.

Content

Enter your announcement.

Display Date

e  Mark the Sticky button to make the announcement stay at the top of the
list of all announcements for the course section(s).

e Use the From and To calendar controls to set dates during which the
announcement displays.

e Mark the Single Day box and select a day if you only want the message
to display on one particular day.

¢ Mark the Course Intro Announcement box to have the announcement
appear as a pop-up the first time a student accesses a course
associated with it.

Sections

Only one Course Intro Announcement can be active in a
section at a given time.

If edits are made to a Course Intro Announcement, all students
will again see the announcement pop up the next time they
enter the course.

If a Course Intro Announcement is needed and one currently
exists, the existing one must be deleted before a new one can
be created.

Course Intro Announcements are also available for students to
access using the Announcements button on the student home

page.

This field lists your assigned sections for all of your assigned courses. To post an
announcement to a specific course section, click a section in the Available box,
then click the >> button to move it to the Include box. Click a section in the
Include box, then click the << button to move it back to the Available box.

oy -
From

Available:
EDHS LAOO3.B.1

Sections:

iy s T e T T — P —— Wy, vy, oy —— e

™ 1o |
Include:

*®* If no sections are selected then the announcement will be available for all sections.,

>

<<

eSchoolware® - Product User Guide for Teachers

Section: Courses

© 2014 EdisonLearning, Inc. All rights reserved.
Page 27



will post to all sections of the course, even those that do not belong

If you do not select at least one course section, the announcement
A to you.

Attachment

To attach a file to the announcement, click Browse. Find and select the file, then
click the Attach File button.

3.  When finished, click the Create button to post your announcement.

NOTE: If you have selected a start and/or end date in the future, you will
see the announcement in your list with those dates listed. The students
will not see the announcement outside of those dates.

7.3.2. Edit or Delete an Announcement

From the main announcement screen, click the Edit button to modify an existing
announcement.

From the main announcement screen, click the Delete button to remove an existing
announcement.

7.4. Blogs

Course blogs allow both you and students to post written material for reading and review.
Students use the blog feature to submit longer writing samples to you and share them with
other students. You must approve all blog postings before they are visible to other
students. You can also create blog entries.

Blogs can be accessed by either clicking the section-level icon or through the Blogs tab in
the Course Control Panel.

Forums announcements | Blogs

New Blog Entry

1-10o0f22

The Doncaster Kid dededrded 11/03/2009 10:44 PM

S NI o et B At B i O e Tt et gl .t N i M 1 P
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7.41. Create a Blog Entry

1.

Click New Blog Entry. The Create New Blog Entry screen appears:

Create New Blog Entry

Subject: ‘ ‘
g:JDngtent: § =] Sauce [25 | v
(B uax cfEEEERIcHDORE S
AE Slle ~ | Farmat | Maormal - | Font 3 Siee - | T~ -
Post Cancel
Toolbar Functions
Toolbar Element | Function

Source View or edit the document source code (for advanced users).
v Undo or redo the most recent action taken.
?-EB Find and replace a word or phrase within the document.
Select the entire text in the document.
v Spell check the text in the document.
B 7 U =z |Applies bold, italic, underscore or strikethreugh formatting to the highlighted text.
X, x Superscript or subscript the highlighted text.
= = = = |Sets the text alignment (left, centered, right or justified).
}% Inserts a printing page break. Only impacts printed version.
—_ Inserts a divider line (horizontal rule).

Inserts symbols & special characters (accented characters, trademark, currency
symbol, etc.).

Creates a table with the defined number of columns and rows.

Inserts an emoticon image (smiley faces, email icon, lightbulb, etc.).

Opens equation editor to create math formulas.

Bl & @ 0O i

Inserts images into the document.
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Toolbar Element | Function

Shyle
Fomat

Fort
Size

Styles & formatting determine the appearance and semantic value of your document.
You may use the drop down boxes to apply styles, set the font, its size, etc. To
-~ |remove the applied style, select the style name again.

Tx

Changes the color of the text.

%

Changes the background color of the text.

7.4.2.

2. Enter a subject and content. Use the formatting buttons to modify your text or insert
items.
3. Click Post to submit your entry.

NOTE: Once you post a blog entry, you cannot edit it, only delete it.

Approve/Reject/Delete Blog Entry

7.5.

1. Look for an entry with Requires Approval beside its title:

Test entry - (Requires Approval)

Test entry.

Summer
Cosper

2. Click Approve to approve the entry. This makes the entry viewable by everyone in
the course section.

OR

Click Reject to reject the entry. This places a rejected notice beside the title for the
original poster to see.

OR

Click Delete to remove the entry from the blog completely.

Course Preview

After expanding a course, click a section’s Course Preview icon to view course content in
legacy view.

7.51. Menu
Click the Menu tab on the left side of the screen. The course menu contains the following
items.

7.51.1. Course Info

/17.

Course Info

The Course Information page contains links to videos describing how online courses work.
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7.5.1.2. Assignments

The Assignments page displays your assignments, scores, due dates, and number of
attempts for each assignment.

Assignments

Assignments: Math 101A

MISSED (3) DUE IN 7 DAYS (4) puk 1IN 30 pays (10) ALL (17)
———

1-5of10

Unit 1 Lesson 1 Daily Assessment
Due on: 12/23/08 Enter
& status: Not Started

~ Unit 1 Lesson 2 Daily Assessment
Due on: 12/23/08 Enter.
—@ Status: In Progress

Unit 1 Lesson 3 Daily Assessment
Due on: 12/23/08 o
I staws: Pending Review

Unit 1 Lesson 4 Daily Assessment
Due on: 12/23/08 Enter
3¢ Status: Not Available

Unit 1 Lesson 5 Daily Assessment
Due on: 12/23/08 Try Again | | Results
.V Status: Complete

1-5ofl0

e Sort your assignments by due date via the buttons at the top of the page.
e Click Enter to begin the assignment.

e Click Try Again to retake the assignment.

Click Results to view your graded assignment.

7.5.1.3. Report Card

The Report Card page displays your current grade for the quarter, as well as your current
final grade.

Report Card
[(6¢d == Quarter 4 More 8 5% 78 %
- I’i‘_

Math 101A %J L—J Final Grade

Quarter 4 More 7 3 o 85w
Chemistry 1A Final Grade

5 -
Quarter 4 More 8

% 78w

Biology 1A Final Grade

Quarter 4 More

85

|
r:

Final Grade

eSchoolware® - Product User Guide for Teachers © 2014 EdisonLearning, Inc. All rights reserved.
Section: Courses Page 31



Click the More button to expand any course grade to view previous quarters:

o Quarter 4 | More 8 5 e
Quarter 3 Lﬂj
Quarter 2 ‘Lﬁj
Quarter 1 ﬂj

Click any quarter or final grade to view grade details for that period:

Grade Breakdown

Username: pitt. student Last Name: test  First Name: Jirmmy
Course Name: Algebra 1 Part 1 Code: Demo Enrolled Date: 2010-08-31
Grade:
MES Possible Due Scora Attempt Assessment Question
Points Date Date Feedback Feedback
Algebra 1 Part 1 - Unit 1 Lesson 1 Daily
Assessment - EDHS . MADDZ.4.01 2% 12/22/2010
algebra 1 Part 1 - Unit 1 Lesson 2 Daily _
Assessment - EDHS . MADDZ.A.01 1o 20% lofasionsy o o
Algebra 1 Part 1 - Unit 1 Lesson 3 Daily _
Assessment - EDHS . MADDZ, 4,01 1 2% 1z/22/2010 O °
&lgebra 1 Part 1 - Unit 1 Lesson 4 Daily 10 40%  12/22/2010 0 o

ww—_‘_‘

hasaaeregt - EOPRAA 02 Gl . ot 4-#‘ e Y o

7.51.4. Digital Book

Use the Digital Book to type notes, insert images, or copy and paste material from your
lessons. When you save and close the window, the material is stored to use later when you
need to study. To access the notes and other material you saved, click the button.

Dugital Book

7.5.1.5. Course Documents

Use the Course Documents icon to view documents relevant to the course, such as
textbook answer keys.

Course Documents

7.5.1.6. Text Book

Use this icon to access the supplemental course textbook.

Tewxt Book

© 2014 EdisonLearning, Inc. All rights reserved.
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7.51.7. Study Planner

Students use this icon to create a timeline for their course work. You can use it to help a
student develop a schedule.

L]
Sy (Flemmey Study Planner

startpate: | | endoater [ | cenerate

Use the start and end date calendar controls, then click Generate. A course assignment
schedule appears:

Study Planner

Start Date: l:l ™ End Date: l:l T | Generate

et | Sunoteu comptnons |
world Literature II Part 1 - Unit 1 Lesson 1 Daily Assessment - EDHS.LADD2, 4,01 02/25/2010
Waorld Literature II Part 1 - Unit 1 Lesson 2 Daily Assessment - EDHS.LADOZ2.4.01 0z2/27/2010
world Literature II Part 1 - Unit 1 Lesson 3 Daily Assessment - EDHS.LADDZ2, 4,01 03/01/2010
wWarld Literature II Part 1 - Unit 1 Lesson 4 Daily Assessment - EDHS.LADD2, 4,01 03/03/2010
World Literature II Part 1 - Unit 1 Lesson 5 Weekly Quiz - EDHS.LADOZ.4.01 03/05/2010
warld Literature II Part 1 - Unit 1 Lesson 5 Writing Assignment - EDHS LADDZ, 4,01 03/06/2010
Waorld Literature II Part 1 - Unit 1 Lesson § Daily Assessment - EDHS.LADOZ2.4.01 03/08/2010
world Literature II Part 1 - Unit 1 Lesson 7 Daily Assessment - EDHS.LADDZ2, 4,01 03/10/2010
wWarld Literature II Part 1 - Unit 1 Lesson 8 Daily Assessment - EDHS.LADD2, 4,01 03/12/2010
World Literature II Part 1 - Unit 1 Lesson 8 Daily Assessment - EDHS.LADOZ2.4.01 03/14/2010

———— g s __‘_'__,....m.—--,_...—-hs..*_’,'-ﬁ' ‘:_’-L...,._,_‘r..,.m.\w e

7.5.1.8. Blog

l Use the Blog icon to create and modify blog entries for the course.

Blag

More... See the Blog section above for more information.

7.5.1.9. Control Panel

Use this icon to navigate to the Course Control Panel.

Control Panel
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7.5.2. Content

The Content tab contains the actual course you selected. The Content menu on the left of
the window contains links to all components of the lesson.

s
Manu Sontont Course Content: Algebra 1 Part 1 e Oy B
Pravisus Next T
4 R = Use a number line to order numbers, ~
l<JUnit 1 o = .. Identify natural numbers, whole numbers, integers, rational numbers, irrational numbers, and real
4 [DLesson 1 Objectives numbers,
£ Page 1 = Find the absolute value of a real number,
EPage 2
£ Page 3 [
) Page 4
| miLotl e Essential Instruction
> l=llesson 3
A SRR Before you start this lesson please read Section 1.1.1 in your textbook.
> lwllesson 3 )
b [=Jlesson 6
N e Use a nmumber line to order numbers
> lwllesson 8
b lollesson @ To order numbers on a tumnber line 0 is used as a center point. The numbers to the right of 0 are bigger than 0, and increase in size
» lllesson 10 the farther they are from 0. The numbers to the left of 0 are smaller than 0, and decrease in size the farther they are from 0.
> lellesson 11 1
» lallesson 12
(e e
> lellesson 14 b 4 9 & 7 & 5 4 3 2 4 0 1 2 3 4 %5 8 7 8 & %
Previous Next

Example 1

Each lesson has four pages:
L 7
Essential Instruction

Main content of the lesson

*

*

o -~
— Reteaching

Summary of the Essential Instruction

- Extension

Links that extend beyond the basics of the objectives

s

Assignment Checklist

Visual reminder of what a student should do before taking the assessment
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7.5.2.1.

Course Toolbar Buttons

Notice the buttons in the upper right of the lesson. These tools supplement and help you
organize your learning. Depending on the lesson, you may only see some of these icons.

A

The Need 2 Know button opens an interactive Flash animation designed to help
you prepare for the lesson. This short activity provides you with information needed to
master the upcoming lesson. You are encouraged to complete the activity before you
begin.

LI ]
L]
~_ The Learning Cube button is found in lesson 15 of each unit. This interactive
learning tool helps you understand the material covered in the previous lessons of the
unit. You are guided through a series of activities that review the important material
(Introduction), lead you through examples (Show Me), and give you an opportunity to
practice (Try It). Access your assessment for the lesson and the Learning Cube tests you

on the material.

The Audio Podcast button opens an audio portion of the lesson. Click this
button to hear the Essential Instruction being read. For best results, follow along in the
lesson while the audio is playing.

g

The Instructional Video button opens a video that supports the content of your
lesson. After you complete the Essential Instruction and Re-teach portions of your lesson,
click this button.

—
sl
The Digital Notebook button opens an application where you can type notes,
insert images, or copy and paste material from your lesson. When you save and close the
window, the material is stored to use later when you need to study. To access the notes
and other material you saved, click the button or click the Digital Book icon in the course
menu.
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7.5.3.

Assessments

Your course assessments are typically divided into:
General Structure
e Daily Assignments (10 points)

e Lessons1,2,3,4,6,7,8,9,11,12,13,14
e 5 multiple choice and true/false questions
e Randomly pulled from a pool of questions

o Weekly Quizzes (50 points)

e Lessons5and 10
e 19 questions, 15 multiple choice, true/false and 4 short answer

e Randomly pulled from the pools for each of the lessons for that
week

e Unit Exam Review (10 points)

e 5 questions, multiple choice and true/false
e May be taken as many times as you wish

¢ Randomly pulled from the pools for each of the lessons for that
unit

e  Unit Exams (100 points)

e Follow lesson 15
e 41 questions, 35 multiple choice, true/false and 6 short answer

e Randomly pulled from the pools for each of the lessons for that
unit

English Courses
e Daily Assignments (10 points)

e Same as other courses
e lessons2,3,4,6,7,8,9,11,12, 13, 14

e  Writing Assignments

e Lesson 1 (10 points) - 5 paragraph expository
e Lesson 5 (25 points) - Essay Outline
e Lesson 10 (25 points) - Essay Rough Draft

e Unit Exam (70 points)

e Final Draft (50 points)
e 10 Multiple Choice, True/False

Foreign Language
e Daily Assignments (10 points)

e Same as other courses
e lLessons1,2,3,4,6,7,8,9,11,12,13,14

e Podcasts

e Lessons 5 and 10 (25 points)
e Weekly Quizzes (30 points)

e Lessons5and 10
e Unit Exam (70 points)

e Final Draft (50 points)
e 10 Multiple-Choice, True/False
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7.6. Grading Student Work

The next button in a course row is for Gradebook. Gradebook is a web-based grading tool
where you can post and track student grades, automatically calculate averages, and
easily access a broad view of student and class histories.

Click the Gradebook icon for a course in My Courses. The number in the blue box
represents the amount of items for that class that require grade approvals. Click the button
to view them. The ltems to Be Graded screen appears:

Items to be Graded

Completed Rejected Items To Be Graded
1 0 5

2012-2013DEMO = EDCB.5500: - Wiorld History P.1.CB > CBDEMOCR.5500: 1

Edit Filter Search Download Choose Fields  Legend Gradehaok

1-50f5~

Last-First Items to be Graded Submit Date ‘

Wworld History Part 1 - Unit 1 Lesson & Weekly Quiz

LN176423, FN176423  EDCB.SSO002.A.01

08/21/2012 03:05 PM

L EERE, R Wwiorld History Part 1 - Unit 1 Lesson 10 Weekl DB/21/2012 03:23 PM
uiz - EDCB.SS002.4.01

LN176423, FN176423 World History Part 1 - Unit 2 Lesson 20 Weekl DB/21/2012 04:05 PM
= uiz - EDCR.55002.4.01

wiorld History Part 1 - Unit 2 Lesson 25 Weekl
LN176423, FN176423 08/21/2012 04:26 PM
Uiz - EDCB.SS002.A.01

World History Part 1 - Unit 3 Lesson 35 Weekl
uiz - EDCR.55002.4.01

LN176423, FN176423 08/21/2012 05:45 PM

Back
Click to return to the previous screen

Breadcrumb trail
Select your criteria to move to a different year, course, and/or section to grade

Completed

Displays the number of students in the selected course who are ready for final
approval. Click the number to view their scores and submit for approval.

Rejected

Displays the number of students in the selected course who have had their final
grades rejected by their advisors. Click the number to view them.

Items to Be Graded

Displays the number of students in the selected course who have work waiting to
be graded. Click the number to view them.

Toolbar

Displays various options to edit, view, and search for, and download students in
the Gradebook. Use the toolbar to manage grade items, change how the
Gradebook displays information, and download grade information. Depending on
the page you are viewing, some options may be unavailable and will be grayed
out.

You can click the arrow next to ltems to Be Graded in the upper left corner to
expand/contract the gray bar if you need more room on the screen.
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7.6.1.

Manually Grade an Iltem and Leave Feedback

1. From your teacher home screen, click the Gradebook icon for a course that shows
assignments needing grading. The system filters your Gradebook to only show
students with gradable assignments.

2. Click an assignment in the Items to be Graded column:

The assignment’s Attempt Details screen appears:

Attempt Details

Lock Status Unlocked (v | Update Bass Scone
LN346710, FN346710 P Edic | Edt -/50
Calculus Part 1 - Unit 1 Lesson 10 Weekly Quiz - EDCB.MADO7.A.01 Clear All Attempts Create
pts Creation Date Submit Date Submitted By Date Graded Score Edit Delete
View  08/30/2013 08/30/2013 LN346710, FN346710 Tyler 08/30/2013 -/50.0 & i Undo Submit
Score .
Question 1 of 19 Feedback
20 of 50 Points - 40% i
1 00f2 ~ Bm x* =xists for every ¢
= =
2 2 0f2
2. 20f2 True
4 Oof2 False
5. 0of2
6. 0of2 1
7. 20f2
8. 20f2
q4
9. 20f2
10. 20f2
11, 20f2
12, 0of2 =
13, 2 0f 2
14, 20f2
is; 20f2 <
Close Attempt

View Archived Attempts: 0 Ascesement Feedbacl: 0

3. Click each number in the Question Score column on the left to view the
assessment’s questions. When you click the Question Score number, it opens to
allow you to enter a score:

Score

20 of 50 Points - 40%

1. 0l of 2

Notice the score running total at the top of the column. As you enter or modify scores,
the “X of Y Points” and associated percentage updates.
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Any questions that you need to score are marked in yellow and are labeled “_ of
[points]”:

4.  When you are finished grading the assessment, click Close Attempt at the bottom of
the Question Score list. The Close Assessment window appears:

Close Assessment

Complete Scoring Close without Scoring

e Click Complete Scoring to submit the score to Gradebook.

e Click Close without Scoring to save and close the attempt to come back to
it later.

¢ Click Cancel to close the window and return to the attempt.

7.6.1.1. Question Feedback
To leave feedback for an individual question:
1. Click the Feedback button for any question. A feedback window appears:
uestion 4 Feedback
Attach File
Bz Ui s Oh u|®S
Clear
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2. Leave necessary feedback. Click anywhere out of the question feedback box to save
when finished.

3. Any question for which you have left
feedback will display a feedback icon. Question Score
Mouseover the icon to quickly read the
feedback or click the icon to edit the
feedback.

NOTE: You can drag the question feedback box around the screen by
holding down the left mouse button in the gray title bar area of the
feedback window.

7.6.1.2. Assessment Feedback

To leave feedback for the entire assignment:

1. Click the Assessment Feedback button at the bottom of the screen. A feedback
window appears:

Assessment Feedback

Create
Subject:
To: LN303059, FN303059 [ send Mmessage | Copy advisor || Copy Parent [ attachment

Please enter your message here,

Save Cancel

2. Enter your feedback.

e Click the Attachment box to attach a file to the feedback.

e Click Send Message to send a copy of the feedback to the student’s
Messages inbox.

e Click the Copy Advisor and/or Copy Parent boxes to send copies of the
feedback to them.

3.  You can create multiple assessment feedback messages. After you have created the
first assessment message, the Assessment Feedback window looks like this:

Assessment Feedback b4

Create

—+
[
i
|+

4. Click an existing message to view or edit it, or click Create to create a new
assessment-level feedback message.

5. The Assessment Feedback button displays the number of feedback messages you
have created for the assessment: Assessment Feedback: 1
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7.6.1.3. Sample Answers

Sample answers are available for certain questions as references to give you a better idea
about what are acceptable responses for these questions. If a sample answer is available
for a question, it will appear in the body of the question.

INRRRRRRRRRRR

7.6.2. View All Attempts

Students are often allowed to take assessments
multiple times. By default, the system displays the
most recent attempt on the Items to Be Graded page.
To view previous attempts, click the View All
Attempts button.

Mathematice 7th Grade B

¥iew All Attempts

If the student has multiple attempts, the attempt of record (the attempt being used to
calculate the student’s grade) will have an asterisk next to its View link.

7.6.3. View Archived Attempts

When teachers delete student attempts, the attempts are now archived instead of deleted
so users can see data for removed attempts. Upon clicking the Delete button for an
attempt, the score (but not individual question answers) are archived and a View Archived
Attempts button appears.

To access the archived attempt data, click the View
Archived Attempts button on the Attempt Details
screen:

View Archived Attermnpts: 1

Notice that the button indicates how many attempts have been archived.

The Archived Attempts window appears and displays information about previous attempts:

Archived Attempts

1-1ofl«

Creation Date  Submit Date Submitted By Date Graded Score Archived By Archived Date

09,/28/2013 09/28/2013 ht104748 09/28/2013 - aug.teacher  10/02/2013
1-10ofl~
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7.6.4. Override an Assignment's Passed Status

You can use the Passed field on the Gradebook's Attempt Details screen to both allow a
student to progress to the next lesson despite a low score and to force a student to retake
an assignment already completed. This ability applies to Course Player courses.

To allow a student to pass an assignment and move to the next one, click the Edit button
located in the Pass box on the Attempt Details page and check the box, then click Save.

To force a student to retake an assignments, click the Edit button and uncheck the box,
then click Save.

If a teacher manually enters a score above mastery for a lesson, the system still unlocks
that lesson and will now set the Passed field to Yes.

You can also edit a student's Passed status for multiple assignments:

1. From either the Items to be Graded page or Gradebook page, click a student
username. The Student Details screen appears.
2. Click the Grades tab, then click the pencil icon in the Passed column header:

>

Course Name:

]

n Code:

g we Sandars teacher &
AUGTeach001 Test, CPQATeacher.01 Test,
Ranores Teathenz QA

Latest Enrollment: 09/21/2012

Teacher{s):

Points Score Percent Submit Date Attempts Override Exer

Assignment

3. Check/uncheck the Passed column for any assessments you need,
then click the Save icon. Click the box in the column header to
mark/unmark all items in the column.

Click the Cancel icon to close the column without saving any changes.

7.6.5. Exempt a Student from an Assessment

Use this feature to exempt an assignment from a student’s grade.

1. From either the Items to Be Graded or Gradebook page, click an assessment to enter
it.

2. Next to Override Score at the top, click Edit.

3. Click the Exempt box to mark it.

4. Click Save.

You can also edit a student's Exempt status for multiple assignments:

1. From either the Items to be Graded page or Gradebook page, click a student
username. The Student Details screen appears.
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2. Click the Grades tab, then click the pencil icon in the Exempt column header:

3. Check/uncheck the Exempt column for any assessments you need,
then click the Save icon. Click the box in the column header to Exempt
mark/unmark all items in the column. B

Click the Cancel icon to close the column without saving any changes.

7.6.6. Override Student Grades

Use this feature to manually override the percentage generated by a system-graded

assessment.

1. From either the Items to Be Graded or Gradebook page, click an assessment.
2. Next to Override Score at the top, click Edit.

3. Enter an override score.

4. Click Save.

You can also exempt a student quickly from multiple assignments:

1. From either the Items to be Graded page or Gradebook page, click a student
username. The Student Details screen appears.
2. Click the Grades tab, then click the pencil icon in the Override column header:

Grades Family Info MNotes Restrictions

Course Name: Mathemnatics - 7th Grade Part 1 o x:
Course code: EOME.MARDT A - IR
uuuuuuuuuuuuuuuuuuu MADDT A Grade: 30 (6TD) &

Section Code:  MSDEWO.MAQO7A.1 Points Earned: 45 U
JFTeacher1020 Tzst, Pittsburgh*DemaoTeacher O'ast, pai

hlo:

Ranorex. Teacher 1 QA, Dave Sandors teacher test,
AlUGTeachD01 Test, CPQATeacher01 Test,
Ranorex. Teacher2 QA

Latest Enrollment: 09/21/2012

Teacher(s): MNon-Running Total(s): 2%

Latest Drop:

Assignment Points Score Percent Submit Date Attempts Override Exempt Passed Clear

Leseon 1 Daily Assessment ic 2 20% 0a/23/2012 1of Mo Ves

M s sttt e et i il N i B g s sl iR o A it P AP ]

3. Enter a score in the Override column for any assessments you need,
then click the Save icon.

Click the Cancel icon to close the column without saving any
changes.
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7.6.7. Reset an Assessment

From time to time, it may become necessary for a teacher to reset a student’s attempt on
an assignment. There are multiple ways to reset an assessment.

You must first enter the Attempt Details page for the assessment you wish to reset.
Delete

To delete an attempt, simply click the trash can. This deletes the attempt. Data
cannot be recovered once deleted.

Undo Submit

To undo the submission of the assessment, click Undo Submit. This sends the
assessment back to the state of “In Progress” for the student. Any work
completed by the student prior to submission is still available.

Clear All Attempts

For an assessment that has multiple attempts, you can click Clear All Attempts.
This deletes any attempts made by the student on that assessment.

Create

To create a new attempt where you can manually enter a score, click the Create
button located beside Clear All Attempts in the Attempt Details screen.

7.7. Gradebook View

The Gradebook view provides an overview of all student work for the selected course.

Gradebook "

2012 - 2013 > EDCB.LADO2.D - American Literature P4.CB > CBGA.LADO2.D.2 Q Q q

Eilter Search Download Choose Fields Legend Items to be Graded

1-100f46+ ry-w riting | Exam

meri mer ri
enias =
z S -

LN240883, FN240883 ga116221 116221

LN241045, FN241045 92116226 116226

LN241289, FN241289 93116283 116283

[, LN241315, FN241315 gal116296 116296 - 0% 25 40% &

9
Z
L
L

LN241317, FN241317 ga116297 116297 - - -E -E i -E =* gl i Cong -E ;EM

|

1 2013 EdisonLearnin g, Inc. All Rights Reserved.

Note the icons in the upper right. Clicking an icon takes you to that area of the course that
requires your attention. The icons are Items to Be Graded, Interventions, Forums, Blogs,
Completed (ready to submit for final grade), and Rejected (final grades that have been
rejected by advisors) meet the selected criteria:

Also note the color coding and tabs. The various types of assessments (daily, quiz,
writing, exam, etc.) are now color coded and can be filtered to view by clicking their
colored tabs.

This view contains several default data columns. You can use the Choose Fields toolbar
item to modify the default view.
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7.71.

Approval
Status of overall course grade for each student.

Last-First
Student name

Username
Student login name

ID
Unique student identifier generated by the system

Total
Running total for the student

Non-Running Total
Non-running total for the student

Color Coding on Pending Items

7.7.2.

When a student submits an assignment that requires your attention, it will be marked
within the Gradebook either as a red, yellow or green exclamation point (!). Each color has
its own meaning.

e A green exclamation point means the assignment has been submitted within

the past 48 hours, or within the past 2 days.

e A yellow exclamation point means the assignment was submitted 48 to 96

hours ago, or between 2 and 4 days ago.

e Ared exclamation point means the assignment was submitted over 96 hours

ago, or over 4 days ago.

Manually Edit Grades

—_

From the toolbar, click Edit > Gradebook Entry.

Click the cell of a graded item. Notice the column turns yellow and the score becomes

an editable box:

Enter your new grade and click the Save button under the toolbar.

When finished, select View from the Grades icon dropdown to close editing mode.

eSchoolware® - Product User Guide for Teachers

Section: Courses

© 2014 EdisonLearning, Inc. All rights reserved.

Page 45



7.7.3. Manage Gradebook Items

This feature lets you edit, create, and delete gradable items for a course.

From the toolbar, click Edit > Gradebook Items.

Back
Click to return to the main Gradebook screen.

Grading Period
Select a period to filter the items

Position

Order in which the item appears on the main screen. The higher the number, the
further to the right it appears.

Name
Name of item

Due Date
Date item is to be completed

Type
Assignment, Essay, Exam, Homework

Points
Number of points the item is worth

Display As
Percentage, Letter, Score

Multiple Attempt Policy

Determines how to handle multiple assignment attempts: Recent, Highest,
Lowest, First, or Average Attempt

Visible
Is item visible on grading list?
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Scorable
Is item calculated toward final grade?

Require
Is item required to be completed?

Grading Period

What period the item is in

Delete

Click the icon to delete. If the icon has a circle and slash on it, the item
deleted.

Add

Click to add a new gradable item

Edit

Click to edit existing items

cannot be

NOTE: The Scorable setting for a Gradebook item only controls
whether the item is used in calculating the overall course grade;

it has no effect on how the overall course progress is calculated.

If a Gradebook item is set to Require=no, it is omitted in
calculating overall course progress.

7.7.31. Add a Gradable Item
1. Click Add. A new line appears at the bottom of the list.
2. Complete the fields:
48 v :g?%ﬁ[ﬁ’:?;gﬂ;?;}nl unit 2 Assignment 100.0 Percentage Recent Attempt Yes ves Yes  Entire Course 'S
49 ¥ Course Survey Assignment 10.0 Percentage Recent Attermpt Yes Ves Yes  Entire Course ®
7% | Select a Type v Select a Translator (% | Recent Attempt (v Entire Course » [l
[save Jf it ]
3. Click Save. Your new item appears at the bottom of the list.
7.7.3.2. Edit a Gradable Item

Click the Edit button. Item fields become editable:
Make your changes.

To delete an item, click the Delete icon on the far right.
Click Save.

PON =
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7.7.4. Manage Grade Display Levels

Click Item to access Manage ltems. This feature lets you edit, create, and delete settings
for how grades display. From the toolbar, click Edit > Display Levels.

P
— pitt.teacher
Modify Display Levels

E
E
|
C

Creste

Row 1-50f 5 Page: 1 v Rows per Page: 10
Title User Defined copy Edit Delete
#l Complete / Incamplete Mo S ®
o Letter No B s 'S
@ Percentage No s & 'S
# sScore No V] 'y
# Text No 6 ®

Back
Click to return to the previous page
Create
Click to create a new display setting
Previous/Back
Click to navigate through a large list of items
Page
Click to navigate through a large list of items
Rows per Page
Enter the number of data rows to display on each page viewed
Title
Name of item
User Defined
Is the item configured by the user or by the system?
Copy
Click to copy the line
Edit
Click to edit the line
Delete

Click to delete the line

Click the plus sign next to an item to view its grade level details:

= Letter

Threshold Display As
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7.741. Create a New Grade Display Level
1. Click Create. A new line appears:
2. Enter the item name and click Save. Your new item appears in the list:
4 Modified Percentage Yes Bk 4 W
I A NN i B s O AN s s s, I i, s s i e
3. Click the plus sign next to the name. Threshold criteria display:
= Modified Percentage Yes 7 W
00 % B il
0 = | E ] ]
4. Enter threshold percent values on the left.
5. Enter text that each level displays for the grade in the Display As field.
6. Click the Add icon to add a new line for another threshold level:
= Modified Percentage Yes rd L
Threshold Display As Add Remove
930 % IO i 1r
G50 % B EL ir
750 % e dh i)
720 % ICH EH i)
B % F #
7. Click the Remove icon to remove a level.
8. Click Submit to create the list for the item.
7.74.2. Edit a Grade Display Level
To edit a Grade Display Level title:
1. Click the Edit icon for that item.
2. Enter a new name in the Title field.
3. Click Save.
To edit grade levels:
1. Click the plus sign beside the Display Level title.
2. Make changes per the instructions above on creating thresholds.
3. Click Save.
7.74.3. Delete a Grade Display Level
1. Click the Delete icon.
2. Click OK when prompted if you are sure.
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7.7.5. Weigh Items

From the toolbar, click Edit > Weigh Items.

Iltems or categories in a course can be given unique weighting to be calculated in the final
weighted grade for the course. For example, a final exam might be worth 30% of the final
grade, while assignments might each be worth 10%. Weights can be modified at any time
and the grades will be recalculated accordingly. ltems with zero possible points are not
included in the grade calculations.

« Only items attempted by the student are calculated in the weighted grade.
Weighted grades are calculated by including the score of the last attempted
item.

e Items marked with a dash (-) have not been attempted and are not included
in the grade calculations.

¢ Weighted percentages must add up to 100%. An error message is displayed
if they do not.

¢ New items are assigned a default weight of 0%. ltems weighted at 0% are
not calculated in the weighted grade.

7.7.51. Weight by Item

When using item weighting, the weighted cumulative score is calculated as follows:

1. The weighted percent of each item is multiplied by the number of points achieved,
divided by the number of points possible for the item.

2. Add the weighted scores together.
3. Add the total weighted percents of the attempted assignments together.
4. Divide the total weighted percentage score by the total weighted percents of the
attempted items and multiply by 100.
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7.7.5.2.

For example, here are detailed calculations for a student:

Step 1:

Step 2:

Step 3:

Step 4:

Iltem 1: Addition

0.15 x (4/5) = .12

ltem 2: Test 1

0.15 x (24/30) = .12

ltem 3: Homework 1:

0.08 x (3/5) = .048

ltems 4 through 7 (Homework2—Homework5) are excluded from the
calculation because they have not yet been attempted by the student.
Iltem 8: Subtract

0.15x (5/5) = .15

ltem 9 (Addition) is excluded from the calculation because it has not yet
been attempted by the student.

Add all the weighted percentages together.
12 +.12 +.048 +.15=0.438

Add the weighted percentages of the attempted items.
.15 +.15 +.08 +.15=0.53

Divide the total weighted percentage score by the total weighted percents of

the attempted items and multiply by 100.
(0.438/0.53) x 100 = 82.6%, the final weighted percentage score

Weight by Category

When weighting by category, each graded item is part of a category that carries a
weighted percentage of the total grade.

To calculate the student’s weighted grade:

1. Add the total points achieved for each category and, separately, add the total points
attempted for each category.

2. Within each category, divide the total points achieved by the total points attempted.
That total is then multiplied by the weighted percent for the category. This is your
weighted average.

3. Add the weighted averages together.

4. Divide the total weighted averages by the total weighted percents of the attempted
categories and multiply by 100.
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For example, here are the detailed calculations for a student:
Steps 1 and 2:
e Find the total points achieved and total points possible for each category.

e The Assignments category contains the items named Homework1,
Homework 2, Homework 3, Homework 4, and Homework 5. Homework
2 through Homework 5 are not included because they have not yet been
attempted by the student.

Total points attempted in the category: 5

Total points achieved: 3

Category weight: 40%

Weighted average for this category: 0.4 x (3/5) = .24

e The Exam category contains the items named Addition Test, Test 1,
Subtraction Test, and a second Addition Test. The second Addition Test
is not included because it has not yet been attempted by the student.

Total points possible in the category: 40

Total points achieved: 33

Category weight: 60%

Weighted average for this category: 0.6 x (33/40) = .495

Step 3:

e Add all the weighted averages together.
.24 +495 =0.735

Step 4:

e Divide the total weighted average by the total weighted percents of the
attempted categories and multiply by 100:
[.735/(0.4 + 0.6)] x 100 = 73.5%, the final weighted percentage score.

Notice that same scores result in a different grade when weighted by category rather than
by item.

7.7.5.3. Weight by Point

When weighting by point, each graded item has equal weight.
To calculate the student’s weighted grade:

1. Add the total points achieved for all items.
2. Add the total points attempted for all items.
3. Divide the total points achieved by the total points attempted.
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For example, here are the detailed calculations for a student:

Step 1:
e Add the points achieved for all items together.
4+24+3+5=36
Step 2:
e Add the points attempted for all items together.
5+30+5+5=45
Step 3:

e Divide the total points achieved by the total points attempted.
e 36/45=80

Notice that same scores result in a different grade when weighted by point rather than by
item or category.

After you have made any weighting changes, click the Update button to update the grade
based on the new calculations.

7.7.6. Manage Assignment Dues Dates
Complete the steps below to add a due date to an assignment.
1. Click the name of the assignment for which you would like to add a due date:
&, LMN140200, FN140230 IFMSstudantCO 100877 72,049 0.54% £
& LM1485:3 FN14851% 1:1115;; 71’;597 S0 0.77% = - =
2. The following screen appears. Enter a due date into the Due Date field then click
Save.
: el S - W pitt.t:iaZI—uu::
Edit Item
m Mathematics 7th Grade Part 1 - Lesson 6 Daily assessment
Type: Assignment ¥
Due Date:
Points:
Percentoge 3
Highest Attempt v
@VES Ona
@VES Ona
M@Vg Ona
Entire Course v
Unlocked v
W ——
NOTE: If you add a due date, that date is entered into the Gradebook
for that assignment. Any student who does not submit the assignment
before the due date will have a superscripted L next to their score. If you
remove the due date in the future, any students who had an L for a late
assignment will continue to do so in the Gradebook. A late assignment
does not affect the student’s grade; it is only an indicator to you as the
teacher that the student submitted it late and you can act accordingly.
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7.7.7.

Lock an Assignment

7.7.8.

1. Click the name of the assignment for which you would like to lock:

Edit  Fiter Search  Download — Choose Fields Legend Items to be Graded

1-100f 65+

&L LN140200, FN140200 JFMSstudent00 109877  72.94% 9.54% 5 100% 30%. B0%. ailkiy 74.29% - =
4
& LN148513, FN148513 nt111597 111597  50% 0.77% 5 = - - - = = = r

s P T s LG e UL e Rt s el A et et Pt O s it e i

2. The following screen appears. Click the Locked Status dropdown and select Lock,
then click Save.

Sign Out

i W e b=l b pitt.teacher
Edit [tem

@ves Cho

Course

d
Unlocked v

You can also lock/unlock assessments for individual students via the Attempt Details
screen.

Modify Other Grade Items

Sign Out

. (ST " R = R | pitt.teacher
Edit Item

fosigiment 18

.. .
PO ... c..
(WS ... o1
Entire Course v

Click any underlined column title to modify that item’s properties. Modifying a grade item is
especially helpful when working with special education students who need
accommodations due to an IEP or a 504 plan.
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Name
Name of assignment

Type
e  Assignment
e Essay
e Exam
e Homework
Due Date

Date assignment is to be completed

Points Possible

Maximum score possible

Display As

Select a grade display option

More... See the Manage Grade Display Levels section above for more information about the

choices in this field.

Multiple Attempt Policy

Determines how to handle multiple assignment attempts: Recent, Highest,
Lowest, First, or Average Attempt

Visible

Is item visible to students?

Scorable

Is item calculated toward final grade?

Require

Is student required to complete the item?

Grading Period

Grading period in which the assignment falls

Locked Status

Is assignment locked to prevent students from doing it?

NOTE: The Scorable setting for a Gradebook item only controls whether
the item is used in calculating the overall course grade; it has no effect
on how the overall course progress is calculated. If a Gradebook item is
set to Require=no, it is omitted in calculating overall course progress.

Notice that if an item is set to not scorable, not visible to
students, and/or locked for access, icons appear for
those conditions in the column header:

Click Save to apply any changes. Click Back to return to the previous screen.

Test Exam...
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7.7.9. Filter Students by Approval Status

Throughout the school year, students will progress within your course. You can use filters
to view where each student stands within your course from a general standpoint. At all
times, students within your course will be in one of the following stages:

o Requestable — The student is actively working within your course.

e Pending — You have approved the student’s grade and it is pending review
by that student’s advisor.

e Approved — You have approved the student’s grade and it has also been
approved by that student’s advisor.

¢ Rejected — You have approved the student’s grade and it was rejected by
the advisor. At this point, the advisor should send a comment along with the
rejection stating why the student’s grade was rejected or any actions that
may need to be taken for that student, such as resetting assignments.

To filter your students by status, click Filter in the toolbar and make the appropriate
selection in the Approval column.

7.7.10. Filter Students by Activity Status

Click the Users icon to filter by active/inactive status.

To filter your students by status, click Filter in the toolbar and make the appropriate
selection in the Users column.

7.7.11. Search

Click the Search link and select first name, last name, or username to search by.

7.7.12. Choose Fields to View

Click the Choose Fields link to filter by available data columns. Place checkmarks next to
those columns you wish to view.

7.713. Approve Final Grades

When a student has completed all work in a course, you must approve their final grade in
Gradebook in order for them to receive credit. In addition to just approving the system-
generated grade, you may also override or clear grades. Examples of when you may need
to do this include taking into account additional components to the course not included in
the system or special exceptions due to a student’s life circumstance as approved by your
admin. You may also clear an assessment if a student submitted an assignment in error.
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The Approval column displays the
grade status for the entire course.

Course grades fall into four categories: Oapply 21l Unfinished Assessments %
®Total -
EI ) ) CMNon-Running Total 0%
Requestable — Grade is available to OManual Grade o

be submitted for approval. Click the
icon to view the approval box:

Select the type of grade, enter any
comments, and click Submit. Click the
X to close the window.

Submit

Add Comments:

Cancel

Depending on your school's configuration, you may also have the option to assign a
percent value for all assessments not completed by the student, so that unfinished work is
correctly reflected in the student's final grade for the course. Mark the Apply All
Unfinished Assessments button and enter a percent value.

%% Pending — Grade is pending approval by
advisor. Click the icon to view the approval box:

Click Delete Request to cancel the approval
request. Click the X to close the box.

vy Approved — Grade was approved by advisor.
Click the icon to view the approval box:

Click Delete to change the grade status from
Approved back to Requestable. Click the X to close
the window.

=€ Rejected — Grade was rejected by advisor. Click
the icon to view the approval box:

Information about the rejection appears in the top half
of the window. You can resubmit the grade with
comments in the bottom half. Select the type of
grade, enter any comments, and click Submit. Click
the X to close the box.

Tatal

Grade Type:
Reguested By
Comments:
Final grade - 17% 4/28/2011

Delete Request Cancel

Approval »

Grade Type: Total
Approved By user, teacher
Approved On: 0571872009

Approved Grade:0%
Approver Comments:

Delete Caneel

Approval b4

Grade Type: Total
Rejected By user, advisor

Rejected Date: 2009-0
Comment:

(®Tatal 79.09
OMon-Running Total79.09

OManual Grade %o

&dd Comments:
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7.8.

Student Details

7.8.1.

Click a student name in either the Items to Be Graded or Gradebook screen to view
detailed information about that student.

m Teacher @ Stan Out
o W - = kelley.murtagh
Student Details

Student  FN7953 LN7953 @ [ @, % Q &

Grades Family Info Notes Restrictions
= ~
Course Name: Algebra 2 Part 1 Grade: 77 (GTD) & _F:- i
Course Code: EDHS.MAQO3.A Points Earned: 100
Section Code: CentServ.HS.MADD3.A.1 Points Possible: 1,100
Teacher(s): Ms. Murtagh, Ms. Fuller Non-Running Total(s): 10%
Latest Enrollment: 08/03/2013 Start Date: 2013-10-01
Latest Drop: End Date: 2013-12-05
Assignment Points Score Percent SubmitDate Attempts Override Exempt Passed Clear
Unit 1 Lesson 1 Daily Assessment 10 a 0% 12/06/2013 1ofo No No
Unit 1 Lesson 2 Daily Assessment 10 0 0% 12/06/2012 lofl No No
Unit 1 Lesson 3 Daily Assessment 10 8 80% 09/03/2013 1o0f1 No Yes 2

2 2013 EdisonLearning, Inc. All Rights Reserved

Information Bar

The gray bar at the top of the page contains commonly used information about the
student. Click the information bubble next to the student’'s name to expand/contract the

bar:

Student FN7953 LN7953 §8l [

Nickname: School: Southern Lehigh School District
Birthday: 10/27/1995 Advisor:  Ken Jordan

Age: 18 ken.jordan@example.com
Username: SLSDmh 105357 Advisor: Tamme Westbrooks

Student ID: 105357 at Southern Lehigh Schoaol District westbrookst@example.com
Gender: Female

Status: Active

Grade Level: Eleventh Grade

@R ®L

Click the message icon next to the student’s name to message them. Note that you can
CC advisors and/or parents via checkboxes when creating messages to students You can
also send a copy of the message to the student’'s Notes area for future reference by you
or the student’s advisor(s).

Click the message icon next to the advisor's name to message the student’s advisor(s).
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7.8.2.

Grades Tab

7.8.2.1.

The Grade tab provides details about the student’s course you were viewing when you
clicked the student’s name.

The top of the Grade tab contains information about the course, as well as overall student
grade information for the course.

e Click the approval icon next to the Grade field to approve the final course
grade.

e Click the printer or Excel icons to either print or download the grade table.

e Click the Percent value to view that assignment’s Attempt Details screen.

The grade table displays information about all assignments in the course. You can edit
several fields to change their status. These columns have pencil icons in their headers.
Clicking a pencil opens the column to edit and makes Save and Cancel icons appear.

Override — Click the pencil icon to enter override grades for assignments.
Exempt — Click the pencil icon to exempt a student from any assignment(s).
Passed — Click the pencil icon to change an assignment’s Passed status.
Clear — Click the pencil icon to clear all attempts for selected assignments.

View Diagnostic Assessment Results

Teachers can view diagnostic results from the Student Details view available through the
Gradebook. If a diagnostic exists for a student, an icon appears to the right of the course
name in the Student Details > Grades tab. Click the icon to view the student’s diagnostic
results.

Grades Family Info MNotes Restrictions
Course Mame: Sprint 26 Test AmHist Part 1 Ee’
Course Code: Q&26.55003.5.26

iy
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7.8.3.

Family Info Tab

7.8.4.

This tab displays contact information for the student.

Grades Family Info

Notes

Restrictions

Student Contact Information

Primary Address

Mailing Address
Phone Numbers

Email

Primary Contact kd
First Name
Last Name
Relationship
Email
Alternate Contact k<
First Name
Last Name
Relationship

Email

Siblings
First Name
Last Name

Relationship

First Name
Last Name
Relationship

911 CORNWALLIS ROAD Mew Hope, CT 58782
1010 OILFIELD AVENUE Daly City, OH 29461

Primary: (000) 0000000

pitt.student@example.com

FN104082
LN104082

Brother
ht104748@example.com

FN243371
LN243371
Aunt

dquidez@example.com

FN109478
LN109478
Brother

First Name
Last Name

Relationship

FMN109580 First Name
LN109580

Brother

Last Name
Relationship

Thiz is mom

FM109480
LM109480

Sister

FM120312
LM120312
Brother

Any primary or alternate contact that has an eSchoolware login can be messaged by
clicking the envelope icon by their contact header.

You can print the Family Info tab by clicking the print icon in the upper right corner of the

screen.

NOTE: These are read-only fields; only advisors can edit this
information.

Notes Tab

Use the Notes tab to create and store incidental information about your students. You
have the option of sharing notes with other teachers and advisors assigned to the student.

1. From either the Items to Be Graded or Gradebook page, click a student username.
The Student Details screen appears.
2. Click the Notes tab.

Academic Info Notes

@ 121620BUIBAM

This is atest

Attendance

Checklists Family Info Administration Info

1-10f1

Demographics

Organizations

GENERALﬂ

Health Record

@ Create a Note

Display Settings

Expanded Collapsed

Communal

Type

General

Message

Search

View All

eSchoolware® - Product User Guide for Teachers

Section: Courses

© 2014 EdisonLearning, Inc. All rights reserved.

Page 60



7.8.4.1. Create a New Note

1. Click the orange Create a Note button at the right of the screen. The Create a Note
window appears:

Create a Note y

NOTE PRIVACY
Select 4 % PRIVATE " COMMUNAL

NOTE: In the interest of student privacy, the system default setting for
notes is Private. Consult your school’s policies for details about when to
use Private or Communal.

Subject
Enter subject of note

Content
Enter note information here. This field has a 3999 character maximum.

Note Type

Select a category in which the note fits. You can use this information to filter
notes when viewing them. This list will vary depending on your school’s
configuration.

Note Privacy

e Select Private to allow only you to view, edit, and delete the note.
¢ Select Communal to allow all teachers and advisors assigned to the student
to view the note. These other users may not edit or delete it.

NOTE: Advisor administrators and institutional administrators can view
all notes, communal or private, in their respective institutions.
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Attach a File
Click to select a file to attach to the note.

Browss...

Click Browse to find and select a file, then click the orange checkmark to attach it
to the note.

2. Click the Create on the note’s line to publish the note; click Cancel to close these
fields without saving or creating.

The new note is now part of the list.

Once you create a note, you can change it by clicking its Edit Note icon. You can delete it
by clicking its Delete Note icon. If you are not the creator of a note, you cannot edit or
delete it.

Click a note’s title header to expand or contract its contents. You can also use Display
Settings > Expanded/Contracted to expand and contract all notes.

7.8.4.2. Filter and Search Notes

Use the search and filter settings on the right to limit what notes appear in the list.

Display Settings
Use these settings to display or hide the Expanded Collapsed
contents of notes.

All

Privacy .

. . . Frivate
Filter notes by privacy settings.
Communal

Type
Filter notes by type. This list will vary Al
depending on your school’s configuration. General

Message

Search
Click the dropdown search by note creation
date, subject, content, or creator. A text box View Al b

appears to enter search text or, if calendar is
selected, a calendar control. Click the orange
Search button to conduct your search.

L
\E
l

7.8.4.3. Saving Messages to Notes

Teachers and advisors have the option when o

sending a message to a student or staff members Subject: This s atestm

associated with them, to have that message sent Scnd to Student Motes [V |

to the student’s Notes page as an attached file so | =

that you can more easily record a history of your Al *

communication with the student. l Helo! This is a test message f

B s
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When creating a message, mark the Send to Student Notes box located beneath the
subject line:

On the Notes page, a note created this way has Message in
its header:

The subject of the message is the subject of the note:

12/16/2013 01:35 PM @
[V} " This is a test message. -
E Message Attachment

The content of the message is stored as an attachment to the note:
This is a test message.

From:

To: FN7953 LN7953;

CC:

BCC:

Subject: This is atest message.
Attachments:

Hello! This is a test message.

Any file attachments you included in the original message are also stored in the note as
attachments, as well.

7.8.5. Restrictions Tab

This tab is used to place a restriction on further progress in a course for a student. Once a
student has a restriction in place, they are no longer able to move forward in that course.
Traditional legacy and Course Player courses can have restrictions placed on them.

i e ATV g e T, qpupmeny 1] S

Grades Family Info Motes Restrictions

Create

Restriction Date Restriction Details Remove Restriction
06/26/2013 yel Remove
Q6/26/2013 p By Pittsburgh*DemoTeacher O'test on 06/27/2013

e Click Create to place a restriction on the course for the selected student.

e Click the Restriction Details icon to view information about it.

e Click Remove to remove a restriction. Removed restrictions remain in the
list and display who removed them and when.
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7.9. Intervention

Interventions are additional remedial work given to a student when they fail a performance
standard. Any time a student fails a performance standard, an intervention is created
either by the teacher or automatically by the system. Interventions are the vehicle for
targeted remediation in your eCourses. Here you can identify student weaknesses, target
standards where groups of students are struggling, and help students access resources
that present the material in a different way. Interventions provide the data needed so that
you can individualize your instruction for students who are struggling to master the
concepts in your course.

The system’s intervention strategy enables early identification and intervention for
students at academic risk:

Tier 1

Communication with the Personal Learning Plan (PLP) team, lead by the
Advisor, states that curriculum intervention tasks have been assigned using the
Performance Alerts system. Intervention tasks may include, but are not limited to,
re-teaching activities, on-demand videos, podcasts, prescriptive software
programs, relevant web links, supplemental worksheets and other educational
tools.

Tier 2

Automatically generated tutoring sessions. This could be assigned as group
tutoring or private tutoring and is designed to address the specific concept where
the weakness has been identified. This information will also be communicated to
the Advisor.

Tier 3

Action Plan for Intervention that prescribes a complete program to ensure
student success. This could also include a possible behavioral assessment or a
referral to the SAP (Student Assistance Program) team.
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%

( prOVOStacademy Response to Intervention (RTI) Process

To access this feature:

1. Log in to the eSchoolware software. Use a web browser to navigate to the server.
Your support person can tell you the correct Internet address if you do not know it.

2. Once there, enter your user name and password, then click Sign In. Your teacher
home page appears.

3. Click the Interventions icon for a course in My Courses. The number in the blue box
represents the amount of items for that class that require tasks. Click the button to

view them:
Intervention
Site Section: EDHS LAODL.A.01.1
Course Section: | EDHS.LADOTAO11 % Status:  Meed Tasks * Level Al  sStudent: Al v Go
1-20f2
Username First Name Last Name Intervention Count
scl01684 Connor McCarter 1
sclill4gz Olivia MNew 1
1-20f2
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Back
Click to return to the previous screen.

Filter bar

Use the dropdown fields to filter your student list. Use the Course Section
dropdown to switch to another section of the course, if you have multiple
sections. Click Go to view your filtered results.

Username
Login of student for the system

First Name
First name of each student

Last Name
Last name of each student

Intervention Count
Number of pending interventions for each student

Click any item in a student row to view that student’s interventions. The following screen
appears:

Intervention

Username: scl01684 First Name: Connor

Last Name: McCarter Site Section: EDHS LA001.4.01.1

1-10of1
. Intervention Proficiency Gompleted .
Indicator Value Details
Level Level Date
Use vocabulary (including Standard Arerican English) that is
E.3.L4H v N glish) pelow Basic - P

appropriate for the particular audience or purpose.

1-10of1

Back
Click to return to the previous screen.
Indicator
Name of performance indicator
Value
Brief description of indicator
Intervention Level
Specifies if this is the first, second, or third alert related to this particular indicator
Proficiency Level

Level of student performance:

e Advanced
e Proficient
e Basic
¢ Below Basic
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Completed Date
Date when student completed interventions tasks

Details
Click the icon to view detailed intervention information.

Click the Details icon to view the Performance Summary for a student’s course
interventions. The following screen appears.

7.9.1. Performance Summary

Click the Details icon to view the Performance Summary for a student’s course
interventions. The following screen appears.

Student Intervention
Username: scl100187  First Name: ‘Yolanda
Last Name: Cain Site Section: EDHS.FLO0L.4.01.1
1-1of1
. Intervention Proficiency GCompleted .
Indicator Value Details
Level Level Date

Communicate information in the target language in sentence-level oral and
written presentations on familiar topics,

WL.1.3.6.H 1 Below Basic - pel

1-10f1

Back
Click to return to the previous screen.

Indicator
Name of performance indicator

Value
Brief description of indicator

Intervention Level
Specifies if this is the first, second, or third alert related to this particular indicator

Proficiency Level
Level of student performance:

e Advanced

e  Proficient

e Basic

e Below Basic

Completed Date
Date when student completed interventions tasks

Details
Click the icon to view detailed intervention information.
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7.9.1.1. Performance Summary Details

Interventions are additional remedial work given to a student when they fail a performance
standard. Any time a student fails a performance standard, an intervention is created
either by the teacher or automatically by the system. Interventions for each standard are
labeled 1, 2, or 3, depending on the number of times the student has failed the standard.

From the screen above, click the Details icon to view intervention details. The following
screen appears:

[ “Back | Intervention

Username: scl01214  Site Section: EDHS FLO01.4.01.1
First Name: Courtney  Indicator:  WL1.386H
Last Name: Altman value: Communicate information in the target language in sentence-level oral and written presentations an familiar topics

. Number Of Failed Questions: 11 Proficiency Level: Below Basic
Intervention 1
T —— » T
Assessment Intervention Task

L-8of8 Create

Attempt Attempt
Assessment Name PE Ratio K 0-0of0
Date Score : %
Type Created Time Gompleted Time Remove

ﬂﬁ%&% o R AL, ] L s\ (L] el ot B o ETTY B o g e s

7.91.1.1. Intervention Info Bar
. 1 Below Basic
Intervention 1
3 59.44%

Number of Failed Questions
How many questions the student failed

Total Number of Questions
Number of questions on the failed assessment

Proficiency Level
Level of student performance:

e Advanced

e  Proficient

e Basic

e Below Basic

Percentage
Percent of the number of correct answers out of the number of total items
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7.9.1.1.2. Assessment

The Assessment field displays scoring information on failed assessments.

Assessment

1-8aof8

Attempt Attempt
g Ratio i

Date Score

Assessment Name

Spanish 1 Part 1 - Unit 1 lesson 3 Daily
Assessment - EDHS.FLOO1.4.01

09/24/2009 0/5 10.0

Spanish 1 Part 1 - Unit 1 Lesson 4 Dail
Assessment - EDHS.FLOOL. A.01

09/24/2008 2/5 6.0

Spanish 1 Part 1 - Unit 1 Lesson 5 Conversation
Podcast - EDHS.FLOOL.A.01

09/24/2009 0/1 250

Spanish 1 Part 1 - Unit 1 Lesson § Weekly Quiz
- EDHS.FLOO1.4.01

09/24/2009 2/9 24.0

Spanish 1 Part 1 - Unit 1 Lesson 6 Dail

g Bt '.—.»“-L'_—‘.‘W‘Dgf‘éfﬁﬁrﬁgy e

Assessment Name
Name of the failed assessment

Attempt Date
Date assessment was completed by student

Ratio
Ratio of incorrect to total questions

Attempt Score
Number of correct points

Click an assessment name to view more information about it:

Spanizh 1 Part 1 - Unit 2 Lessan 4 Daily:
iissessment - EDHS.FLOOL, &.01

09/26/2000 1/32 6.0

1-30of3
Question ID Possible Points Yalue Pass / Fail
45561 2 a Fail
45560 2 2 Pass
45562 2 2 Pass
1-30f3

Question ID
Unique identifier of question

Possible Points
Number of points possible for correctly answering that question

Value
Number of points actually earned by the student

Pass/Fail
Denotes whether the student passed the question based on grading criteria
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7.9.1.1.3.

Additional Assessment

If a student fails several assessments tied to the same standard before a teacher or
advisor has a chance to create an intervention for the first one, the additional related
assessments are listed in the Additional Assessment box. When creating an intervention,
you can see and take into account all of the related assessments at once.

Additional Assessment

Assessment Name

Spanish 1 Part 1 - Unit 2 Lessan

b Daily Assessment -
EDHS.FLOO1.4.01

Spanish 1 Part 1 - Unit 2 Lessan
7 Daily Assessment -
EDHS . FLOO1.A.01

anish rt 1 - Unit 2 Lesson
= ﬂi‘uﬁ- vy e A -

Assessment Name

1-6ofe
Attempt
Date

09/26/2009 1/5 8.0

09/26/2009 0/5 10.0

Ratio Score Percentage Add

70.73% Add

T3.17% Add

aind e bt b o st ]

Name of the failed assessment

Attempt Date

Date assessment was completed by student

Ratio

Ratio of incorrect to total questions

Score

Number of correct points

Percentage

Displays what the total intervention score (score at top of screen in the info bar)
would be if the assessment is moved and counted in the Assessment box

Add

Click to move the attempt from the Additional Assessment box to the
Assessment box. Doing this can raise the student’s score, allows intervention
tasks to be created for the additional failed assessments, and allows multiple
assessments tied to the same indicators to be cleared.

7.9.1.1.4. Intervention Task

Intervention Task

Type Created Time
E 09/28/2009
Create

Create
1-10f1

Remove

- i}

Completed Time

1-10f1

Click to create a new intervention for the student
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Type

e E - External Link
¢ R -—Resource
e L —Learning Package

Created Time
When intervention was created

Completed Time
When intervention was completed by student

Remove
Click icon to remove intervention task

7.9.1.2. Create a New Intervention

1. Click the Create button. The following screen appears:

Type: Selecta Type.. v

2. Select the intervention type:

e Learning Package - a premade lesson
e External Link - an Internet resource
e Resource - other tools stored on the system

Learning Package

Type:  Leaming Package v

4 [_)Course Learning Package
[IChapter 1 Review
[l Mar

4 [Unit 1
[lLesson 1
Create
Select the appropriate item from the 4 (ZCourse Learning Package
course’s learning package and click Create. 4 [ Unit 1
From any lesson, you can select any of the 4 [=Lesson 1

4 | _|Toolbar
Need 2 Know
Audio Podcast
Instructional Wideo
Page 1
Page 2
Page 3
Page 4

pages or items in the lesson’s toolbar:

eSchoolware® - Product User Guide for Teachers © 2014 EdisonLearning, Inc. All rights reserved.
Section: Courses Page 71



External Link

Mame Field
Description
External Link

Create Cancel

e Name Field — Enter a name for the link
e  Description — Enter a description for the link
e  External Link — Enter the URL for the link

Click Create when finished.

Resource
Click the Select icon to choose a resource from the list.

Your student’s new intervention task appears in the list.
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8. Foundation and MyDay
Courses

There are a couple differences to note when working with Foundation and MyDay courses
as opposed to legacy courses. These are described below.

8.1. Blogs

There are no blogs associated with Foundation or MyDay courses.

8.2. Availability for Online Tutoring

When you are logged into Research Center or Learning Land, you appear as available for
tutoring to students through their course player Quick Nav Menu:

From the Quick Nav menu of a Foundation or MyDay course, a student clicks the Tutor
button. A list of teachers who are currently logged in and available to tutor appears:

@ Home i
ﬁ Forum
EB Friends

@ Tutor
[E] Courses
@ Lessons

{;} Achievements
R e

REINE Cao] [ ]

CoursePlayerTeach

The student clicks your name to send a message to you:

A student enters a message in the bottom
blue box and presses <Enter>to send it. A MESSAGING
similar window appears on your screen.

Click the blue Close button to exit the
messaging window.

Click the red Invite to Whiteboard button
to invite the student to a whiteboard
session. The student will receive a window

to accept the invitation to join. The student presacEnteriinjsand €i552%  Invite to Whiteboard
can also invite you from their messaging
window.
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When either you or the student accepts, you will both be in a whiteboard session together.
As tutor, you are the owner of the session.

8.3. Find Student Assignments

Complete the steps below to find a Foundation or MyDay course’s list of assignments.

1. From your teacher home page, click
a course section’s preview icon:

PARTJ| = Q X

R el e g
2. A new browser tab opens, containing a course preview.
Click the Menu tab on the left, then click the Assignments

icon:

A

/‘.’\
Course T

-
Content E
nfo |

3. Alist of the course’s assignments appears:

Menu content | & Assignments: Algebra 1 Part 1

/‘.‘ MISSED (0) ouein7opavsco)  buen30pavs o)  ALL(o)

1-100f38 .

Exam
Due on: - Enter
Status: Naot Started

Lesson 1 Daily Assessment
Due on: - Enter
Status: Not Started

X b Lesson 10 Daily Assessment
D

ue ani -
Status: Not Started

|

9
PR R S R 1§

4. Click an assignment’s Enter button to preview it.

NOTE: The teacher view does not see assignments indexed in order as students
do.
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9. Custom Reports

There are a number of reports that may be available to you, such as basic student contact
information, course rosters, tracking student progress within courses, and more. Custom
reports can be accessed by clicking the Control Panel > Custom Reports > [select a
school] > [select the report and enter any parameters required for the report]. Then,
select how you would like to view the generated report.
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10. Appendix A: Essential Tasks

This appendix contains abbreviated instructions for completing the most common teacher
tasks. For more detailed information, please refer to the preceding sections of the user
guide.

Manually Grade Student Work

1. From your teacher home screen, click a course to expand it, then click the Items to
Be Graded icon for a section.

Click an assignment in the ltems to be Graded column.

Assign numeric grades in the column under Score, then click Save.

Click Feedback.

Leave necessary feedback (see below).

Click Save Feedback.

Close assignment window using the red X at the top right of the window.

Nookwd

Leave Feedback on Assignments
To leave feedback for an entire assignment:

1. Select a student assessment to grade.

2. In the Attempt Details screen, click the Assessment Feedback button in the bottom
right corner.

3. Enter your feedback message, then click the Create button.

To leave feedback for individual questions:

1. In the Attempt Details screen, click the Feedback button for a question to leave
feedback for it.

2. Enter and format your feedback for the question, then click anywhere out of the
Feedback window.

Exempt an Iltem from Grading

1. From the Attempt Details screen, next to Override Grade, click Edit.
2. Click Exempt box to insert checkmark.
3. Click Save.

Add an Item to the Gradebook and Assign a Grade

1. From the Gradebook toolbar, click Edit > Gradebook Items. The Manage Items
screen appears.

Click Add in the upper-right corner of the screen. A new line appears at the bottom of
the list of gradable items.

Complete the fields.

Click Save. Your new item appears at the bottom of the list.

Click Back to return to the Gradebook. Your item appears at the far right of the list.
Click the Grades icon dropdown and select Edit.

Click the cell of a graded item. Notice the column turns yellow and the score becomes
an editable box.

Enter your new grade and click the Save button.

Nookrw N

©
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Approve Grades

1. From your teacher home screen, click a course to expand it, then click the
Completed Students icon for a section.

2. Click the Requestable icon in the Approval column for a student, select the grade
value to use, add any comments, and click Submit.

3. To cancel an approval request, click an item with a Pending icon in the Approval
column, and click Delete Request.

View and Create Interventions

On your teacher home screen, the Intervention icons display the pending interventions of
students assigned to you for each course and section.

1. Click a section Intervention icon.

2. Click any item in a student row to view that student’s interventions.

3. Click the Details icon to view detailed intervention information on the Performance
Summary screen.

In the Intervention Task box, click Create.

Select the intervention type and enter any required information.

Click Create.

oo M

View and Create Forums

1. From your teacher home screen, click a course to expand it, then click a section’s

Course Control Panel icon.

Click the Forums tab.

Click the Create Forums button to create a new forum for the course.

Click the Order Number dropdown to select the order in which the forum should

appear.

5. Click Ratings to view student ratings of the forum.

6. Click Blocked Users to view, add, and remove students who are blocked from the
forum.

7. Click Edit to edit the forum description and moderation status.

8. Click Delete to delete the forum.

Powb

View and Create Course Announcements

1. From your teacher home screen, click a course to expand it, then click a section’s
Course Control Panel icon.

2. Click the Announcements tab. The main announcement screen for the course
appears.

3. Click the Create button in the upper right to create a new announcement.

4. Enter and format your text, set the display timeframe (if applicable), select the
appropriate section(s), and add any attachments.

5. Click the Create button at the bottom of the screen.

6. From the main announcement screen, click the Edit button to modify an existing

announcement.
7. From the main announcement screen, click the Delete button to remove an existing
announcement.
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11. Appendix B: Using Research
Center and Learning Land for
Tutoring

11.1. Basic Features

Complete the steps below to use the Research Center for tutoring.

1. Log in to the system. If you have multiple roles, be sure you select Teacher from the
Home icon dropdown.
2. Click the Research Center or Learning Land icon in the Other Information box:

Other Information

Commerce h‘ My Files
My Grades a My Organizations

j Research Center ﬁ Tutoring Cnline
b ' Weh mMail

3. Research Center or Learning Land opens and places you in the Agora:

PR E 2O N

CoursePlayerTeacher2 Test

School: Demo School  Cogs: 1000
Grade: -

Agora (1)
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The entire Research Center looks like this:

4. From here ,you can manually
walk around to each area of
the Research Center by
clicking a building, or you can
click the globe at the top left: Course P|averTea

Teacher

School: Demo School Cogs: 1000
Grade: -
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1. When you click the globe, a screen appears to select a Research Center area. For tutoring, select
the Learning Lab.

5. Once in the Learning Lab, you can click on any of the four tables to begin a
whiteboard session:

4 r K 9:‘ BN 7 Fiiends

Mr. Mack

Teacher

brb 2 minutes °

School: Lower Dauphin  Cogs: 275
Grade: -

Learning Lab (1)
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The blue buttons in the upper left are used throughout the Research Center:

Button Function

Click the arrows for navigating the profiles of other users logged into the
Research Center.

Click the home button to return to your own profile.

Click the globe to view a map of the Research Center and select another
area to go to.

Click the envelope to read any Research Center notifications.

Click the question mark to view online help.

Click the play button to return to the Course Player.

Click the friends button to view a list of your friends who are currently in
the Research Center.

00
O
O
O
O
-

Click the alert light to turn on/off an audible alert when a student enters
the Learning Lab.
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6. After clicking a table, a whiteboard session appears:

I XX XXX &
CoursePlayerTeacher2 Test

Q Teacher
=

School: Demo School  Cogs: 1000

[ ~]

Whiteboard Lobby (1)

You have several tools available to manage and use the whiteboard:

Button

Function

When you create a whiteboard session, you automatically become the owner of that
session. You must grant students access to join and to write on the whiteboard while you
are the owner. Use the Grant Rights button to do this.

Use the Remove Rights button to revoke rights you have given to students.

Click the Clear Panel button to clear the whiteboard.

O DI

Click the Change Panel button to scroll through up to five screen panels in the
whiteboard session. As a tutor, you can preload them with content for a tutoring session
with text or drawings. The panel number appears below this button.

Click the Select button to use an arrow to select areas of the whiteboard.

A

Click the Typing Tool to enter text on the whiteboard. You can also copy and paste text
from other applications and paste into the text box.

g

Click the Drawing Tool to draw on the whiteboard.
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Button Function

o

Click the Eraser Tool to erase areas of the whiteboard.

Click the Foreground Color button to change the color of the text or lines you place on

% the whiteboard.

[ ‘j_—l Click the Background Color button to change the color of the whiteboard background.

Click the Toggle Grid button to turn a grid on/off on the whiteboard.

Click the Upload File button to upload a file to the whiteboard.

Click the Exit Session button to leave the current whiteboard session.

E' Click the Save button to save the contents of a whiteboard as a .jpg image file.

7. When a student wishes to come in for tutoring, they request permission to join the
session. You can then accept their request.

Once a studentisin a
session with you, can
grant rights to the
student to allow them
to draw or write

t t Whiteboard Lobby (2)
answers to questions e
you pose. You can D
also message the b
entire group or
individual students:

IrHERERPO W
BlaineCPDemo Test

|

Schacl Demoscheel  Cogs: 1000
Grade: 11 < Wht hings are needed fox

phiotosyathesis to scrw?

SSNCN
H,O

o

oNBEAE N\

g

HIEE @mo
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11.2.

Controlling Students in Research Center

When you are logged into the Research Center, you have several options available to you
to control student behavior. These actions are available via buttons in the messaging
windows in the Research Center.

11.21. PM (Private Message)
You can PM a selected student or group of students. Only the selected student(s) will
receive your message.
1. From the list of students on | .
the left of the Research Learnlng Lab [3}
Center window, click the
checkbox next to the | _
student(s) you wish to ) CoursePlayerTeacher2 Test |
message, then click the PM 0 BlaineCPoemaTest o
button: - .
Ileinn
L e
. . e — i Tt
2. Notice the arrow in your blue text entry M A
box is now pointing at the PM box. This
indicates that you are PM'ing instead of
messaging everyone in the room:
BlaineCPDemo
BlaineCPDemao Test:
11.2.2. Silence

If a student is being disruptive, you can prevent them from communicating with others by
using the Silence button.

1. From the list of students on | .
the left of the Research Learnlng Lab [3}
Center window, click the
checkbox next to the
student(s) you wish to
silence, then click the
Silence button:
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2. A confirmation appears to
verify your action. Click
Yes.

3. Notice the student(s) name
is now grayed out. This
indicates that they have
been silenced. They will
stay silenced until you or
another tutor or
administrator unsilences
them:

4. The student receives a
notice:

Learning Lab (3)

You have been silenced by an Administrator. You will
not be able to send chat messages.

To unsilence a student, place a check by their name and click the Silence button again.

11.2.3. Boot

You can also boot a disruptive student from the Research Center. Note that they can log

back in, however.

1. From the list of students on
the left of the Research
Center window, click the
checkbox next to the
student(s) you wish to
silence, then click the Boot
button:

2. A confirmation appears to
verify your action. Click Yes.

3. The system verifies your
action:

Learning Lab (3)

L[]

BlaineCPDemo Test will be booted in a few seconds...
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4. The student receives a
notice that their connection
to the Research Center has You have lost your connection to the game server.
been closed: Please close this browser window and click Research

Center link to restart.

11.2.4. Report Abuse

If a student’s behavior warrants notification of administrative staff, use the Report Abuse
button.

1. From the list of students on | .
the left of the Research Learmr‘.g Lab {3}

Center window, click the

checkbox next to the - _
student(s) you wish 0| Gy LV SSUEHAI T )
silence, then click the Boot _ '

button:
Report
m e
Report Chat Abuse
This form is for reporting any incidents of chat abuse in the Research
Center. We will review the chat logs, and any user found to be in violation
2 The Report Chat Abuse form of the chat agreement will have their school administrators notified.
appears: Chat Abuse Includes:
*Bullying
sHarassment
sObscene Language
Date & Time:
Explanation:
3. Enter the date and time of the (]
incident and an explanation,
then click Submit.
CANCEL SUBMIT
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