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Accessing Destination Reading and Destination Math

/Open an Internet browser (such as Firefox, Netscape, or Safari). \

Enter http:// into your web browser’s

address bar.

My username is:

My password is:
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Teacher Home Page
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Activities:
[]show Prescribed Assignments

@ 3.1.01 Dev Listening Skills (Reading 1)
@ Adventure Fiction (Reading 1)

@ Adventure Fiction {Reading 1)

@ bingo (TestClass)

@ Encyclopedia Articles {Rochs, TestClass)
@ Geometry (Rochs)

@ gl.ol.main idea (rti read 1)

What similarities and differences do you see between the Teacher Home page
and the Student Home page?

Do you see any connection between the two home pages?

How do teacher actions affect the Student Home page?




Class Roster

Designed For: Purpose: Results:
Teachers and administrators Create and Students can be assignhed
manage classes to teachers.

To create a class:
1. Click CLASS ROSTER.
2. Click the CREATE tab.

3. District administrators: choose a school by clicking the dropdown arrow and
clicking on its name.

4. District/school administrators: Next to Select Teacher, click the down arrow.
A list of teacher’'s names appears. Select a name.

5. Type the name of the new class in the box next to Class Name.
6. Next to Grade, click the down arrow and select the grade for the new class.
7. Click NEXT ( (23 ). The student selection screen appears.
8. To select a student, click his or her name once and then click the right arrow.
9. When you have completed choosing all students, click SAVE.
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To delete a class:
1. Click CLASS ROSTER. The Manage screen appears.

2. Select the school and teacher’s name (if available) and then the class, from the
Select Class dropdown.

3. Click DELETE CLASS.

To print a roster:
1. Click CLASS ROSTER. The Manage screen appears.

2. Select the school and teacher’s name (if available) and then the class, from the
Select Class dropdown.

3. Click PRINT CLASS ROSTER.

LJ‘ ilisms v

Class Name: | Wiliams

Grade: | 2 | Total Students: 4

&

&z Daisy Duck daisyduck student

&= Dot Hudson dochudson student

& 3 Little Jobin littlejotin student

a 2 Fobin Hood robinhood student

NOTE: If the DLM administrator has allowed it, you may elect to print the
roster including student passwords. To do so, in th e message window that
appears, click OK. To print the roster without stu dent passwords, click
CANCEL.

To edit a class name or grade:
1. Click CLASS ROSTER. The Manage screen appears.

2. Select the school and teacher’'s name (if available) and then the class, from
the Select Class dropdown.

3. To change the class name, select the text next to Class Name and type in
the new name.

4. To change the grade, select the new grade from the Grade dropdown menu.
5. Click SAVE.

To add or remove students from a class:
1. Click CLASS ROSTER. The Manage screen appears.

2. Select the school and teacher’'s name (if available) and then the class, from
the Select Class dropdown.

3. Click EDIT STUDENTS. The class roster screen appears, with two lists. The
list on the left contains all available students. The list on the right is the
class you selected.




6.

. To add a student, select his or her name from the list on the left and click the

right arrow. That student’'s name now appears in the class roster.

To remove a student, select his or her name from the list on the right and
click the left arrow. That student’s name no longer appears on the class
roster.

Click SAVE.

To edit a student’s profile:

1.

2.
3.
4

5.

Click CLASS ROSTER.
Click the STUDENT PROFILE tab.
District administrators: select the school.

Choose the student you wish to review by clicking the dropdown next to
Select Student and clicking on the student’s name.

Make changes to the profile.
To change a grade, click the Grade dropdown and click the new grade.

To change user type (e.g., from Standard to Simplified menu), click the User
Type dropdown and click the new selection.

To change the password (for Standard menu users only), select the area in
the password, confirm password fields and type in the new password.

Click Save.

To print a profile:

1.
2.
3.
4

5.

Click CLASS ROSTER.
Click the STUDENT PROFILE tab.
District administrators: select the school.

Choose the student you wish to review by clicking the dropdown next to
Select Student and clicking on the student’s name.

Click PRINT DETAILS.

To find a student:

1.

o s~ N

Click CLASS ROSTER.

Click the STUDENT PROFILE tab.

District administrators: select the school.

Click SEARCH. The SEARCH FOR STUDENTS screen appears.

To find a student, type either the first or last name (not both) in the Search
field; then click GO. If the search is successful, the names of students
matching what you typed will appear under Search Results. To view a
student’s profile, click on the name.



Class Roster
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Class Roster

STUDENT PROFILE
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e s o Class Zedit ¥

Class Name: | Class 2edit |

Grade: Total Students: 3

First Name

Student 07
Student 08

Student 09

Last Name Usemame Password EDIT STUDENTS G

Riverdeen rds7 student
Riverdeep rds8 student
Riverdeep rdsg student

What advantages do you see in creating class rosters?

Which works for you — one group for all activities or different groups based on

cont

ent/purpose?




Activities

Designed For: Purpose: Result:
Teachers and administrators Create and manage Students can be assigned
activities learning sequences based

on appropriate criteria.

The activities page is grouped into sections:

Manage — Open, view, edit existing saved activities; organize the folders in which
activities are saved, and manage the sharing of activities. You can also view
assigned activities here.

Assign — Assign existing activities to students.

Un-Assign — Un-assign/remove assigned activities from students.

Create — Create new activities (customized learning sequences/pathways).
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CREATE ACTIVITIES

To create an activity, (learning sequence/pathway):
1. Click ACTIVITIES.
2. Click the CREATE tab.
3. Add content to your activity based on either on the Scope and Sequence or
the state’s educational standards.

To add content based on the program’s Scope and Sequence:

1. Near the top of the Select Activity screen, click the circle next to Scope and
Sequence. A list appears on screen, displaying the available subjects (such
as Math) and products (such as Destination Math).

2. A blue arrow @ appears to the left of each product. Click this arrow to see
the courses contained within the product. The arrow breaks content down
into smaller pieces. For example, a math course can be broken down into its
modules; a module down into its units; a unit down into its sessions; a
session down into its lessons, tutorials, practice areas, and/or workouts; and
a lesson or tutorial into its individual screens.

3. Add content to your Activity by clicking the blue arrows and checking the
boxes of the desired content. You may select as much content as you wish.
Then click NEXT €. You will see the Review Content Selection skreen.
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4. This screen shows detail all of the material (tutorials, practices and workouts
or lessons) that is available for you to include in your activity. To preview any

item, click its name and the PREVIEW button =& near the top right corner
of the screen. The instructional piece will appear in a separate window. If
you want to remove any of these items from your activity, click the checked
box and the mark will disappear. When ready, click NEXT.

6. On this screen, you can name and save your activity. You will then be given
a chance to assign it to students.



To add content based on state standards or curriculum alignments:

1. Near the top of the screen, click the circle next to Alignment. Select your
state or curriculum title from the pull-down menu. A list appears displaying
the available standards for your state (for example, WA Mathematics
Essential Learning Requirements).

2. A blue arrow © appears to the left of the standard. Click this arrow to see the
categories within the standard. Whenever you see a right-pointing arrow, you
can click it to break a listing down into smaller pieces.

3. When you see a standard you’d like to cover in your activity, and the box is
not grayed out, click the checkbox next to its listing. You can add as much or
as little content as you like—anything from a full strand of a standard down
to a small portion of the strand. You can select activities from different
sections. To remove content, click the checkbox a second time.

4. Click the NEXT button €22 near the top right corner of the screen. You will
see the Review Content Selection screen.

5. This screen shows you in detail all of the material (tutorials, practices and
workouts or lessons) that is available for you to include in your activity. To
preview any item, click its name and the PREVIEW button == near the top
right corner of the screen. The instructional piece will appear in a separate
window. If you want to remove any of these items from your activity, click
the checked box and the mark will disappear. When ready, click NEXT.

7. On this screen, you can name and save your activity. You will then be given
a chance to assign it to students.
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ASSIGN ACTIVITIES

To assign an activity:

1. Click ACTIVITIES.

2. Click the ASSIGN tab. The Select Activity/Select Students screen appears.

3. Under Activities, click the plus icon next to the folder in which your activity is
saved. For example, you may have saved an activity to a folder with your
name on it. You may also select activities associated with the program,
which are in a system folder. The system folder contains activities based on
course names (e.g., Destination Math Course 1V), units (Decimals), sessions
(Dividing Decimals), and lessons (Dividing by Powers of 10). To open each
successive folder, click the plus sign.

4. To select an activity, click the radio button next to its name.

5. To preview the activity, click PREVIEW. A preview window opens. When
you are through previewing, click CLOSE.

6. To assign the activity to a class, click the checkbox next to the class name.

7. To assign the activity to individual students, click the plus sign next to the
class name. A list of students appears. Click the checkbox next to each
student to whom you want to assign the activity.

8. Click NEXT. The Choose Settings screen appears.
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9. On this page, you have the option of naming the activity or accepting its
current name. To change the name, click in the Activity Title field, select the
text, and type in the new name.

10. To change the start date, click in the Start Date field, select the text, and
type in a new date; or click the calendar icon and use the dropdown menus
and/or forward and back arrows to find the date and click on it. The start
date is a required field.

11. To enter a due date, click in the Due Date field, select the text, and type in a
new date; or click the Calendar icon and use the dropdown menus and/or
forward and back arrows to find the date, and click on it. The due date is
not required. If you want to leave the activity open indefinitely, leave this
field blank.

12. Type instructions for students to read in the box to the right.

13. To complete the assignment, click ASSIGN. The activities you assign will
appear on the home page of the students you selected.



EDIT ASSIGNED ACTIVITIES

To Edit an Assigned Activity:

1. Click ACTIVITIES

2. Click the ASSIGNED ACTIVITIES button (middle section of oval buttons
below Tabs)

3. Use the Drop Down arrow to select the class to which the assignment was
made.

4. Select the Assignment to be edited by clicking the circle to the left of it.

5. Click EDIT STUDENTS to add/remove students from the assignment, then
click SAVE.

6. Click EDIT SETTINGS to change Start/End dates or add/edit/delete
Instructions, then click SAVE.

7. Click UNASSIGN to delete the assignment from your students MY TASKS

page.

(NOTE: You must make changes to assignments for each class individually. If
assignments don’t show automatically when switching between classes, click the
ACTIVITY NAME column heading.)
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Activity Name Studerts Assioned StartDate  DueDate  Status

(% Check Solution ta Equation kil 11/14/2008  12{31/2008  hot Started

() Plet, Setting, Character 1 kil 11/14/2008  11/30/2008 Mot Started
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MANAGE ACTIVITIES

To print activity details:

1.

2.
3.
4

Click ACTIVITIES.

Click the MANAGE tab.

Click SAVED ACTIVITIES.

Using the blue arrows, click to find the activity you wish to print details
about, and then click PRINT DETAILS. A PDF document will appear
containing the activity name, description, and what the activity contains
(e.g., lesson, workout, practice).

To review activities:

1.

2.
3.
4

Click ACTIVITIES.

Click the MANAGE tab.

Click SAVED ACTIVITIES.

Under Selected Content, use the blue arrows to open the appropriate folder
where the activity you wish to review is located. When you have found it,
click its name, and then click OPEN. A list appears containing the activity's
components.

To preview any component, click its name, and then click PREVIEW. A
window appears that previews the activity. To close the window, either click
the activity’s EXIT icon or the X on the corner.

To edit an activity:

1.

2.
3.
4

8.

Click ACTIVITIES.

Click the MANAGE tab.

Click SAVED ACTIVITIES.

Under Selected Content, use the blue arrows to open the appropriate folder
where the activity you wish to review is located. When you have found it,
click its name, and then click OPEN. A list appears containing the activity’s
components.

Each component in an activity has a checkbox with a selection mark in it.
To remove a component from an activity, click the checkbox to remove the
mark.

To change the name of the activity, select the text next to Save Activity As
and type in a new name.

To change where the activity is stored, either use the dropdown next to
Save Activity To and make a selection, or click NEW FOLDER and give the
folder a name.

Click SAVE.

To share an activity:

1.

2.
3.
4

o u

Click ACTIVITIES.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the activity is stored.
A list of activities appears.

Select the activity you would like to share.

On the right side of the screen, click the checkbox next to either Share to
School, Share to District, or both.

Click SAVE. The activities you share will appear in a shared folder.

12



To rename an activity:

1.

2.
3.
4

o u

7.

Click ACTIVITIES.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the activity is stored.
A list of activities appears.

Select the activity you would like to rename.

On the right side of the screen, in the Rename field, enter the new name of
the activity.

Click SAVE.

To move an activity to a new folder:

1.

2.
3.
4

o 0

7.

Click ACTIVITIES.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the activity is stored.
A list of activities appears.

Select the activity you would like to move.

On the right side of the screen, in the dropdown select Next to move it .
Select the name of the folder where you would like to move the activity.
Click SAVE.

To delete an activity:

1.

2.
3.
4

oo

Click ACTIVITIES.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the activity is stored.
A list of activities appears.

Select the activity you would like to delete.

On the right side of the screen, click DELETE.

To edit or create a folder:

arLDOE

Click ACTIVITIES.

Click the MANAGE tab.

Click ORGANIZE.

Click CREATE/EDIT FOLDER.
Click any of these choices:

To rename a folder, select the folder from the list under Select Folder and
specify the new name in the field next to Rename it to.

To delete a folder, select the folder from the list under Select Folder and click
DELETE.

To create a new folder, click NEW FOLDER. A new activity folder appears in
the list. Highlight “Untitled Activity Folder” next to Rename it and type in a new
name.

Click SAVE.
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Activities

What is the relevance of the name chosen for an activity?

What are the pros and cons of setting a due date when assigning activities?

How do you select appropriate activities?

14



Tests

Designed For:

Purpose:

Results:

Teachers and administrators

Create and manage tests

Students can be
examined on their
progress.

The tests area is grouped into sections.
Manage — Open, view, edit existing tests; manage the folders in which tests are
saved, and manage the sharing of tests. You can also view assigned tests in

this section.

Create — Create new tests.

Assign — View available tests and assign tests to classes or individuals.
Un-Assign — Un-assign, remove assigned tests.
Paper Grading — Creation of paper-based tests; the results of which can be

entered into the system.

15




MANAGE TESTS

To print a test:

1.

2.
3.
4.

Click TESTS.

Click the MANAGE tab.

Click SAVED TESTS.

Using the blue arrows, click to find the test you wish to print, and then click
PRINT TEST. The test will print. NOTE: Printing is only enabled for Destination
Math Courses Il and above.

To review or edit a test:

1.

2.
3.
4

Click TESTS.

Click the MANAGE tab.

Click SAVED TESTS.

Under Tests, use the blue arrows to open the appropriate folder where the test
you wish to review is located. When you have found it, click its name, and then
click OPEN. The Review Question Selection screen appears. This screen
previews all available questions for your test. Questions that are currently on your
test appear with a check mark.

To see any question as it will appear to students, click a question number. You
will see the question and a selection of answers. In this preview, the correct
answer is marked; it will not be marked on the students’ version of the test.
Above the preview window is the objective of the item and its skill level.

To add a question to your test, click the checkbox next to the item. To remove a
guestion, click the checked box. When you are finished selecting questions, click
NEXT. The Name and Save Test screen opens.

In the Save Test As text box, enter a name. From the Save Test To pull-down
list, choose a folder in which to place the test, or click NEW FOLDER and give
the folder a name.

On the right side of the screen, you can enter a description of the test in the
Optional Description of Test text box, and a test category from the optional
category list.

When you are finished, click SAVE; a confirmation screen appears. Click OK.

. A message appears, asking whether you want to assign this test. To do so, click

YES. The Select Test/Select Students screen appears. To make the assignment,
follow the directions under Assign a Test.

To share a test:

Click TESTS.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the test is stored. A list of
test names appears.

Select the test you would like to share.

On the right side of the screen, click the checkbox next to either Share to School,
Share to District, or both.

Click SAVE.
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To rename a test:

1.

2.
3.
4

o u

7.

Click TESTS.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the test is stored. A list of
test names appears.

Select the test you would like to rename.

On the right side of the screen, in the Rename field, enter the new name of the
test.

Click SAVE.

To move a test to a new folder:

bR

o g

7.

Click TESTS.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the test is stored. A list of
test names appears.

Select the test you would like to move.

On the right side of the screen, in the dropdown next to Move It To, select the
name of the folder where you would like to move the test.

Click SAVE.

To delete a test:

1.

2.
3.
4

oo

Click TESTS.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the test is stored. A
list of test names appears.

Select the test you would like to delete.

On the right side of the screen, click DELETE.

To edit or create a folder:

arwNOPE

Click TESTS.
Click the MANAGE tab.
Clicks ORGANIZE.
Click CREATE/EDIT FOLDER.
Click any of these choices:
To rename a folder, select the folder from the list under Select Folder and
specify the new name in the field next to Rename It To.
To delete a folder, select the folder from the list under Select Folder and
click DELETE.
To create a new folder, click NEW FOLDER. A new tests folder appears
in the list. Highlight “Untitled Test Folder” next to Rename it to and type in a
new name.
Click SAVE.
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GRADING A PAPER TEST

Use this feature to input student responses to paper tests.
To use paper grading:
1. Click TESTS.
2. Click PAPER GRADING.
3. Using the appropriate dropdown menus, select the class, test, and student. An
answer sheet appears.
4. Click on the student’s answers by selecting the letter (e.g., A, B, C, D) next
to the number of each question.
5. When you are finished, click SUBMIT ANSWERS, then select another student
and repeat these steps.

CREATE TESTS

To create a test:
1. Click TESTS.
2. Click the CREATE tab.
3. Add content from either the system’s Scope and Sequence or the state’s
educational standards.

To add content based on the system’s Scope and Sequence:

1. Near the top of the screen, click the circle next to Scope and Sequence. A list
appears, displaying the available subjects (such as Math) and products (such as
Destination Math).

2. A blue arrow [{»] appears to the left of each product. Click this arrow to see the
courses contained within the product. The arrow breaks content down into
smaller pieces. For example, a math course can be broken down into its
modules; a module down into its units; a unit down into its sessions; a session
down into its lessons, tutorials, practice areas, and/or workouts; and a lesson or
tutorial into its individual screens.

3. To add questions from a section to a test, click the checkbox next to its listing.
You may add as many sections as you want from which to select questions. To
remove a section, click the checkbox a second time so that the check mark
disappears.
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4. Note that at the bottom of the screen there is a field next to Number of questions
to pre-select. You may change the number or leave it.

5. Click the NEXT button [ ] near the top right corner of the screen to move to
the Select Questions page. This screen previews all available questions for your
test. Questions that are currently on your test (selected by the system) appear
with a check mark.

6. To see any question as it will appear to students, click a question number. You
will see the question and a selection of answers. In this preview, the correct
answer is marked; it will not be marked on the students’ version of the test. Above
the preview window is the objective of the item and its skill level.

7. To add a question to your test, click the checkbox next to the item. To
remove a question, click the checked box. When you are finished selecting
guestions, click NEXT. The Name and Save Test screen opens.
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8.

9.

10.

In the Save Test As text box, enter a name for the test. From the Save Test To
pull-down list, choose a folder in which to place the test; or create a new folder.
To create a new folder, click NEW FOLDER.

On the right side of the screen, you can enter a description of the test in the
Optional Description of Test text box. You can also select a test category.
When you are finished, click SAVE; a confirmation screen appears. At this point
you may choose to assign your test.

To add content based on state standards or a curriculum alignment:

1.

10.

11.

Near the top of the screen, click the circle next to Alignment. Select your state or
curriculum title from the pull-down menu. A list appears, displaying the available
standards for your state (for example, WA Mathematics Essential Learning
Requirements).

A blue arrow [¥] appears to the left of the standard. Click this arrow to see the
categories within the standard. Whenever you see a right-pointing arrow, you can
click it to break a listing down into smaller pieces.

When you see a standard you'd like to cover in your test and the box is not
grayed out, click the checkbox next to it. You can select as many standards as
you like; anything from a full strand to a small portion of the strand. To remove
content, click the checkbox a second time so that the check mark disappears.
Click the NEXT button [ ] near the top of the screen. You will be presented
with the Review Content screen. Note the list of courses and lessons that are
correlated to the State Standards you selected.

At the bottom of the screen there is a field next to Number of questions to pre-
select. You may change the number or leave it.

Click the NEXT button [ ] near the top of the screen. The Select Questions
screen opens. This screen previews all available questions for your test.
Questions that are on your test (selected by the system) appear with a check
mark.

To see any question as it will appear to students, click a question number. You
will see the question and a selection of answers. In this preview, the correct
answer is marked; it will not be marked on the students’ version of the test. Above
the preview window is the objective of the item and its skill level.

To add a question to your test, click the checkbox next to the item. To remove a
guestion, click the checked box. When you are finished selecting questions, click
NEXT. The Name and Save Test screen opens.

In the Save Test As text box, enter a name. From the Save Test To pull-down
list, choose a folder in which to place the test.

On the right side of the screen, you can enter a description of the test in the
Optional Description of Test text box, and a test category from the category
dropdown list.

When you are finished, click SAVE; a confirmation screen appears. At this point
you may choose to assign your test.
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ASSIGN TESTS

To assign a test:

1.
2.
3.

10.

11.

12.

13.

14.

15.

16.
17.
18.

Click TESTS.
Click the ASSIGN tab. The Select Test/ Select Students screen appears.
Under Tests, click the plus icon next to the folder your activity is in. For
example, you may have saved a test to a folder with your name on it. You
may also select tests associated with the program, which are in a System
Folder. The System Folder contains tests based on course names (e.g.,
Destination Math Course 1V), units (Decimals), sessions (Dividing Decimals),
and lessons (Dividing by Powers of 10). To open each successive folder, click
the plus sign.
To select a test, click the radio button next to its name.
To preview the test, click PREVIEW. A preview window opens. To preview a
test item, click on its number. When you are through previewing, click CLOSE.
To assign the test to a class, click the checkbox next to the class name.
To assign the test to individual students, click the plus sign next to the class
name. A list of students appears. Click the checkbox next to each student to
whom you want to assign the test.
Click NEXT. The Choose Settings screen appears.
To change the start date, click in the Start Date field, select the text, and type in
a new date; or click the Calendar icon and use the dropdown menus and/or
forward and back arrows to find the date, and click on it. The Start Date is a
required field.
To enter a due date, click in the Due Date field, select the text, and type in a hew
date; or click the Calendar icon and use the dropdown menus and/or forward
and back arrows to find the date, and click on it. The Due Date is required.
Next to Set Pass Rate, you may enter a number representing a percent.
The system default is 70%.
Next to Set Time Limit, you may enter a time, in minutes, to limit the duration of
the test. The system default is zero, which means no limit.
You may have the system automatically assign activities to students
based on their performance on this test. To do so, click the checkbox
next to this option.
You may also elect to have the system create a post-test for students who did not
pass this test. To do so, click the checkbox next to this option, and type in, or
use the calendar icon, to enter a date next to Post Test Date.
Select the checkboxes next to any of the options that may apply to the test:
Allow Printing — permits students to print the test
Allow Audio — permits the passage to be read to the student
Allow Review — permits the student to review his or her answers before
submitting them
Allow Random Question Ordering — creates a different order for each
student
To set a password for students, enter it next to Set Password.
Type in any instructions you want your students to read in the box to the right.
To complete the assignment, click ASSIGN. The test you assign will appear on
the home page of the students you selected.
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EDIT an ASSIGNED TEST

To Edit an Assigned Test:

arwpdE

6.

7.

Click TESTS

Click the ASSIGNED TESTS button (middle section of oval buttons below Tabs)
Use the drop down arrow to select the class to which the assignment was made.
Select the Assignment to be edited by clicking the circle to the left of it.

Click EDIT STUDENTS to add/remove students from the assignment, then click
SAVE.

Click EDIT SETTINGS to change Start/End dates or add/edit/delete Instructions,
then click SAVE.

Click UNASSIGN to delete the assignment from your students MY TASKS page.

(NOTE: You must make changes to assignments for each class individually. If
assignments don’t show automatically when switching between classes, click the
ACTIVITY NAME column heading.)

_—
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TESTS

How many questions do you typically include in quizzes or tests?

What are some things to consider when selecting questions to include in a test?

What are the pros/cons of opting to assign a Post Test?
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Reports

Designed For: Purpose: Results:
Teachers and Run and print reports | They can review student,
administrators class, or school progress.

To generate a report:

1.
2.

o 0 s w

Click REPORTS.

Depending on your system profile, you may see two or three tabs. School
and district administrators have three choices — SCHOOL, CLASS, and
STUDENT. Teachers see CLASS and STUDENT only. Click the
appropriate tab.

Select the appropriate class and/or student.

Select the report type.
Select how the report should be displayed, and the dates the report will cover.
Click GENERATE REPORT: a PDF report will appear.

To export a report to a CSV file:

1.
2.

Follow the steps above to generate a report.
Instead of clicking GENERATE REPORT, click EXPORT.
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Report Title

Purpose

1. Student Details a single student’s performance on all instr uctional activities that have been
Activities assigned to that student. Includes percent of activ ity completed, time on task, start/due
Summary Report | dates - ONE STUDENT, ALL ACTIVITIES

2. Student Activity Details a student’s performance on a single instruc tional activity. Includes percent of
Progress Report | o450y component of activity completed, breakdown of time on task, start/due dates, and

details on workout questions — ONE STUDENT, ONE ACTIVITY

3. gtudent TeRsts Details a single student's performance on all tests  that have been assigned to that

ummary Report |y dent. Includes percent score, number of correct  answers and dates the test was taken
— ONE STUDENT, ALL TESTS
4. gtudent Te;t Details a single student’s performance on a single test. Includes a record of correct or
esponse Repo i ;- rrect answers with details of the Learning Obje  ctive addressed as well as the details
of the student’s answer and the correct answer for that question. — ONE STUDENT, ONE
TEST

5. Student Mastery | Details a single student’s performance on a single test with respect to learning
of Learning objectives/state benchmarks addressed by that test. Includes overall test score, details
Objectives / of how the student scored on each learning objectiv e/benchmark and the number of
Student Mastery | questions within the test that address each learnin g objective/benchmark. — ONE
of Benchmarks STUDENT, ONE TEST
Report

6. (S:Iass AC“‘Q'GS Summarizes the details of the performance forawho e class on all instructional

ummary Report | o iivities. Includes average percent completion of  the activity by students, the average
time on task and the start/due date for each activi  ty. — ENTIRE CLASS, ALL ACTIVITIES

7 glagg L'SFt) Details the performance for each student in a class on a single instructional activity.
RC“V'W rogress | ncludes percent of activity completed for each stu  dent, time on task for each student

eport and state/due dates for each activity. — ENTIRE CLASS, ONE ACTIVITY

8. Class Test Details the performance for a whole class on allte  sts that have been assigned to  that
Summary Report | class. Displays the average percent score for each test assigned to the class, the

number of students who passed each test, number of students who took test  and the
date the test was taken. — ENTIRE CLASS, ALL TESTS

9. Class List Test Details the performance for each student in a class on a single test. Includes the percent
Score Report score on that test for each test, number of correct answers out of total number of

questions, date test was taken. — ENTIRE CLASS, ONE TEST

10. Class Mastery of | Details the performance with respect to learning ob  jectives/benchmarks on a single test.

Learning
Objectives Report
/ Class Mastery of
Benchmark
Report

Displays average percent score for each learning ob
as well as number of questions on test that address
— ENTIRE CLASS, ONE TEST

jective/benchmark addressed by test
each learning objective/benchmark.
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Reports

When would a whole class report be useful?

What circumstances might warrant an individual stud ent report?

Step-Set to Reports

STUDENT ACTIVITIES SUMMARY REPORT
Student Tab> Class Name> Name of the Student> Activ  ity> All
Activities

STUDENT ACTIVITY PROGRESS REPORT
Student Tab> Class Name>Name of the Student> Activi  ty> Specific
Activity of Interest

STUDENT TESTS SUMMARY REPORT
Student Tab> Class Name>Name of the Student> Test>  All Tests

STUDENT TEST RESPONSE REPORT
Student Tab> Class Name> Name of the Student> Test> Specific Test
of Interest> Question Responses

STUDENT MASTERY OF LEARNING OBJECTIVES REPORT
Student Tab> Class Name> Name of the Student >Test> Specific Test
of Interest> Learning Objectives

STUDENT MASTERY OF BENCHMARKS REPORT
Student Tab> Class Name> Name of the Student> Test>  Specific Test
of Interest> Benchmarks
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CLASS ACTIVITIES SUMMARY REPORT
Class Tab> Class Name> Activity> All Activities

CLASS LIST ACTIVITY PROGRESS REPORT
Class Tab> Class Name> Activity> Activity of Intere st

CLASS TESTS SUMMARY REPORT
Class Tab> Class Name> Test> All Tests

CLASS LIST TEST SCORE REPORT
Class Tab>Class Name>Test>Specific Test of Interest >Results

CLASS MASTERY OF LEARNING OBJECTIVES REPORT
Class Tab> Class Name> Test>Specific Test of Intere  st> Learning
Objectives

CLASS MASTERY OF BENCHMARKS REPORT
Class Tab> Class Name> Text> Test of Interest> Benc hmarks

GRADE LEVEL ACHIEVEMENT REPORT
School Tab> Grade Level Achievement Report> Select  Grade and Subject
of Interest> Specific Test of Interest
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Lesson Plans

Designed For:

Purpose:

Results:

Teachers Create, save, Teachers can plan and
distribute and share share instructional
lesson plans. strategies.

The Lesson Plans page has two sections:
Create — Create and save your own plan.
Manage — Review existing plans, organize folders an  d edit them.
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CREATE A LESSON PLAN

To create a lesson plan:

1.

2.
3.
4

Nowu

11.

10.

11.

Click LESSON PLANS, and the CREATE tab.

Enter the title of the lesson plan.

Select the grade for which the lesson plan is designed.

Enter the duration of the lesson plan. Duration is the length of time spent on
the lesson plan. Any format is acceptable, such as “one week” or “Sept. 12—
18

Next to State Correlation, select your state.

Use the Overview section to enter a summary of the lesson plan.

Below the Overview window, next to Attach, is a dropdown with several
options.

To add detailed instructions, select NOTES and click OK. The Attach
Notes screen appears. Type or paste in the field, and then click UPDATE.

To attach objectives, select Learning Objectives and click OK. The Attach
Learning Objectives screen appears. Type or paste objectives in the field
and click UPDATE. You may also click FIND and browse through courses
and lessons for their objectives. When you find one you want to include,
click its checkbox and then click OK. The objective appears in the Learning
Objectives field. Click UPDATE.

To attach a standard, select State Standards and click OK. The Attach
State Standards screen appears. Drill down through the standards hierarchy
and select the appropriate standards. Then click UPDATE.

To attach an activity, select Activities and click OK. The Attach Activities
screen appears. Select a folder (the teacher’s, one that has been shared, or
system content). Activities may be previewed. Drill down to any activity that
has a clickable box. Click the name of the activity and PREVIEW,; the
activity appears in a separate window. To select an activity, click the
checkbox next to it. Once you have made a selection, click UPDATE.

To attach a test, select Tests and click OK. The Attach Tests screen
appears. Select a folder (the teacher’s, one that has been shared, or system
content). Tests may be previewed. Drill down to any test that has a clickable
box. Click the name of the activity and PREVIEW, the test appears in a
separate window. To select a test, click the checkbox next to it. One you
have made a selection, click UPDATE.

When you have finished, click SAVE. The Save Lesson Plan screen appears.
The title of the lesson plan, which you created earlier, appears. To change the
title, click in the field under Save Lesson Plan As and type in a new title.
From the Save Lesson Plan To pull-down list, choose a folder in which to
place the plan, or click NEW FOLDER and on the subsequent page, give the
folder a name and click OK.
On the right side of the screen, you can enter a description of the lesson plan
under the Overview box.
Click SAVE. A confirmation screen appears. There are two choices:

To print the details of the plan, click PRINT DETAILS.

To create another plan, click YES.
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ASSIGN DESTINATION ACTIVITIES FROM SHARED L ESSON PLANS

1. From the Home page. Click the Lesson Plans tab entering the “Manage”
section.
2. Click on “Shared Lesson Plans” arrow.

3. Click on the arrow for the appropriate Shared Lesson Plans for (Kindergarten
Reading, 5" Grade Math, etc).

4. Highlight the lesson plan you want by single clicking on it; then click the Open
button in the upper right corner.

5. The lesson plan can be printed using the print button in the upper right.

To assign activities from a lesson plan:

- Scroll down to the Activities or Test section, click on the green Assign button
to start the assignment process.
On the left side of the screen, use the radio button  to choose the activity
you wish to assign.
On the right side of the screen, use the + buttons to expand the classes and
select the student(s) you wish to complete the chosen activity.
Click the Next button to continue.
Select the Start Date and Due Date.
Click the Assign button.
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To assign another lesson plan:

Click Yes or No to making another assignment.

Select Yes: if you wish to assign an additional activity from this specific
lesson plan. If you select Yes, you will be returned to the same Activity
Assignment area.

Select No if you wish to assign a different component (e.qg., test) from this
specific lesson plan. If you select No, you will be returned to the lesson plan.
Now you can scroll down and select Assign in the alternate component.
(e.g., you started in Activities and now wish to Assign Tests)

OR, if you are finished with this lesson plan, click No - then click the green
BACK button (at the top of the lesson plan) to return to the Lesson Plan
Management area and select another lesson plan.

MANAGE A LESSON PLAN

To print a lesson plan:

1.
2.
3.
4.

5.

Click LESSON PLANS.

Click the MANAGE tab.

Click SAVED LESSON PLANS.

Using the blue arrows, click to find the lesson plan you wish to print, and
then click OPEN. The Review Lesson Plan screen appears.

Click PRINT DETAILS. A PDF will print which includes everything written in
the fields on this page. Attachments will not print.

To review or edit a lesson plan:

1.
2.
3.

Click LESSON PLANS.
Click the MANAGE tab.
Click SAVED LESSON PLANS.

4. Under Lesson Plans, use the blue arrows to open the appropriate folder where

the plan you wish to review is located. When you have found it, click its
name, and then click OPEN. The Review Lesson Plan screen appears.

Make any changes you wish to the Title, Overview, or Attach fields.

To make changes to the Notes, My Learning Objectives or Activities fields,
click the EDIT button within each area. When finished, click UPDATE.
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7.

8.

9.

When you are finished making all changes, click SAVE. The Save Lesson
Plan screen opens.

In the Save Lesson Plan As text box, enter a name from the Save Lesson Plan
To dropdown list; choose a folder in which to place the plan.

A list of the lesson plans in each folder appears below. You also have the
option of creating a new folder. To do so, click NEW FOLDER and give the
folder a name. On the right side of the screen, you can enter a description of
the plan in the Overview text box.

10. When you are finished, click SAVE; a confirmation screen appears. Click OK.

Another confirmation appears; click OK.

To share a lesson plan:

1.

2.
3.
4

o 0

7.

Click LESSON PLANS.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the lesson plan is
stored. A list of lesson plans appears.

Select the lesson plan you would like to share.

On the right side of the screen, click the checkbox next to either Share to
School, Share to District, or both.

Click SAVE.

To rename a lesson plan:

1.

2.
3.
4

oo

7.

Click LESSON PLANS.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the lesson plan is
stored. A list of lesson plans appears.

Select the lesson plan you would like to rename.

On the right side of the screen, in the Rename It To field, enter the new name
of the lesson plan.

Click SAVE.

To move a lesson plan to a new folder:

1.

2.
3.
4

2

7.

Click LESSON PLANS.

Click the MANAGE tab.

Clicks ORGANIZE.

From the Select Folder list, choose the folder in which the lesson plan is
stored. A list of lesson plans appeatrs.

Select the lesson plan you would like to move.

On the right side of the screen, in the drop_down next to Move It To, select the
name of the folder where you would like to move the lesson plan.

Click SAVE.

To delete a lesson plan:

1.

2.
3.
4

o u

Click LESSON PLANS.

Click the MANAGE tab.

Click ORGANIZE.

From the Select Folder list, choose the folder in which the lesson plan is
stored. A list of lesson plans appeatrs.

Select the lesson plan you would like to delete.

On the right side of the screen, click DELETE.
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To edit or create a folder:

arLNOE

Click LESSON PLANS.

Clicks the MANAGE tab.

Clicks ORGANIZE.

Click CREATE/EDIT FOLDER. The Create/Edit Folder screen appears.
Click any of these choices:

To rename a folder, select the folder from the list under Select Folder
and specify the new name in the field next to Rename It To.

To delete a folder, select the folder from the list under Select Folder and click
DELETE.

To create a new folder, click NEW FOLDER. A new folder appears in
the list. Highlight “Untitled LP Folder” next to Rename It To and type in a
new name.

Click SAVE.
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