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Introduction
¢

Introduction

The IMS is a standards-based curriculum and assessment management tool for K-12 teachers
and administrators. It provides a central platform to create, store, customize, deploy, and
evaluate the effectiveness of curriculum and assessments district wide. The end result is a user-
friendly resource that enables teachers to save time, efficiently measure progress against
standards, and identify and repeat best practices.

The benefits of the IMS include:

e Reduced time required for teachers to create instructional material
e Centralized management and dissemination of curriculum and assessments
e Ability to evaluate curriculum and teaching effectiveness over time

e Improved efficiency of day-to-day instruction, by eliminating significant manual work
typically borne by teachers

e Deployment of a standards-aligned district-wide curriculum that has been scoped, created,
and sequenced through centralized management and collaboration

e Ability for any teacher to access shared lessons, assessments, and learning resources
through a central library

e Differentiation in instruction with evidence-based analysis of student performance, to
optimize teaching for the individual, group or class

e Ability to incorporate curriculum content, including assessments, from any source through
the comprehensive import and integration capabilities of the content-neutral platform

The IMS has a robust assessment engine. District administrators can create and distribute
common assessments, by subject and grade level, across the district or to specific schools. You
can deliver assessments online or as paper-and-pencil assessments. Results are quickly available
to you, as well as to students and their parents. All IMS content can be aligned to state or
district standards. This enables you to analyze assessment results in terms of students'
proficiency in meeting those standards. You can then adjust instruction accordingly.

Teachers and school administrators can access and interact with curriculum and assessment
content and data, based on the level of access their role allows. IMS system administrators can
distribute all types and styles of content, including professional development content, to every
user in the district. All content updates are made in real time and are immediately available to
users. As a teacher, you can create and share units, lessons, activities, and assessments with
school administrators and other teachers throughout the district or state, enhancing
professional collaboration.

RIDE and your IMS administrator set up your IMS system and configure the high-level content
structure. Within this structure, you will create units, lessons, activities, and assessments for the
classes that you teach. This guide provides information about the tasks that teachers perform in
the IMS.







Getting Started

4

Home Page

The IMS home page offers an overview of daily tasks. It may provide valuable links to resources
and announcements for the school or district. System administrators can customize the home
page by role and by school. School administrators and teachers see the same information pane,
though the options displayed may vary. You may be able to add or delete sections, or your
system administrator may assist you with a pre-set template that automatically calls the
sections you use most.

Navigate Your Home Page

The home page includes four areas:
e Header: Includes your account name, a link to your account information, a sign-out link,
and a link to online Help.
¢ Top Navigation Bar: Offers options to select the type of task.
e Toolbar: Offers tools to customize the home page display.
e Information Pane: Displays focus page selected.

e Advanced Search: Available on every page; provides the ability to search on all
instructional entities.

Customizing Your Home Page

System administrators can apply a template to your home page. Templates identify required
information and make those items available to specific roles. When system administrators use
templates, your ability to make changes may be restricted. If modifications are permitted, you
can change the column layout for the information pane display and you can add and delete
informational items that display on the page. Changes you make to the display affect only your
home page.

Add Web Parts

€9 Add web Parts

1. On the toolbar of your home page, click
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Which web parts would you like to add? X

Online Audio/Podcast
) Enables addition of an online streaming audic or podcast

Add to Page

Online Video
Enables addition of an online streaming video

Add to Page

Online Document
Enables addition of an online document

ol ] 1S

Add to Page

Document Tray
Enables to upload documents and files to the platform and in turn allow others to download them when required

[EI
[l
[

Add to Page v

Done

Options for adding web parts to your home page

2. Scroll to select a web part and click Add to Page. The Edit web part settings dialog box may
open.

Note: Details of web parts vary. They may include a title, description, URL, or embedded
code. Several parts are standard and do not include any details. To add a video, audio, or
podcast, paste the entire HTML or XML presentation code in the Embed Code text box.
Many players, such as podbean or YouTube, provide you with the embedding code.

3. Click Done.

Note: You can add more than one instance of the same web part. For example, you can add
two video web parts and post a different video in each.

Remove Web Parts

Some web parts are standard to the home page. Parts that can be removed display a drop-down
arrow in the upper right corner of the web part.
1. Select a web part and click the drop-down arrow.

2. Click Remove this web part. A warning tells you that removal means your links cannot be
recalled. If you want to replace it, you must recreate it.

3. Click Yes to close the warning and remove the web part.

Change the Layout

You can customize the layout of your home page by adding or removing columns, and by moving
web parts from one column to another.

1. Onthe home page toolbar, click Layout.
2. Select the number of columns and ratio from the pre-defined options.
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Which layout woud you like to choose?

Two Column (1:1)

Two Column (1:2)

Two Column (2:1)

Three Column §1:1:1)

Save Cancel

Column Layout dialog box

3. Click Save.

To move sections from one column to another, move your cursor in the section title bar

until your cursor changes to a cross .

What's in class today? ‘_I_'

Assessments and activities for our class today

D Leadership conversations

Move a web part

Click and drag the web part to a new column.

Release the mouse.

Navigate the IMS

The IMS is a web-based application and runs in a browser such as Windows® Internet Explorer®
or Mozilla Firefoxe. Navigation can include the use of some browser tools, but as a rule this is

discouraged.

The IMS Navigation Tools

There are six tools available for navigation within the IMS.

e Header: Includes your account name, a link to your account information, a sign-out link,
and a link to online Help.

e Top Navigation Bar: Located in the banner, this navigation is always available for all roles
(school administrators, teachers, and students). It offers three or more options.
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e Navigation Pane: When you select an option from the top navigation bar, a navigation
pane often appears on the left side of the page. This pane acts as a submenu. Depending
on your top navigation selection, it displays information such as the classes you teach or
the levels of your organization. When you select an option in the navigation pane, the
appropriate view is displayed in the information pane.

e Pagebar: When you click something in the top navigation bar or the navigation pane, the

pagebar is displayed just below the top navigation bar. The options shown are relevant to
specific tasks.

e Sections: In some pages, information is organized into sections. Sections provide shortcuts
to various tasks within a single page.

e Tabs: In some pages and sections, tabs allow you to navigate to a specific task.

lpin“acle [New Navigation Overview | Awount | Sign out | Hele | i«
Scholar | ﬁi\. Home [ Classes « ‘Aapllclllon] = gGrcups | H— Top Navigation Bar —I
& Teach Iﬁ Assignments  Calendar Class Pages Cumitulum  Gradebook  Leamning Plan  Flanbook  Reports  Student Roster | +— I.W‘I
FLASSES TEACHING 4 = 5TH COMM I sectiﬂni l
S At A Glance Ve

s

‘;2 - 5TH READING

{516 - 5TH sCIENCE Lesson W + \‘ Learning Plan (?) 4 | BfEf12 - 0B/12/12 | »
[ 1 - 5TH SOC/LRH y

- —. : | Teoday ||Required Review (0} | Pase Dus |

& 7 - 5TH 50C STU

o ﬂ.!iloﬂ""iﬁ s Dus Today

s

= 5TH WRITING

best scorm

« tagt gcocm (0F19 Submitted
tast
» tezt (1719 Submitted)
» test (1719 Submitted)
Navigation
Pane

IMS Navigation

Browser Navigation Control Buttons

You can use browser controls to navigate within the IMS, but be aware that some of the
browser controls can cause you to leave the IMS application.

e Browser Back/Forward: You can use the browser Back and Forward buttons, but you must
be careful not to click Back all the way to the Sign-in page; this can force you to re-enter
your IMS sign-in information.

e Browser Home: Because your browser Home button is probably not set to open the IMS
home page, using this button may take you to a different website.

e Find: You can use the browser Find function to locate text on an IMS page.

Edit Profile

You can edit your name and contact information from the Account link found in the IMS header.
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Edit Contact Information

1.

From the IMS header, click Account.

Ar:cnuntnse-!ulﬁgs
Edit Your Account Settings

| ot | Personal Information

Update your parsonal and contact information

[ can | Password

Update the pessword you 152 to sign in to your Boogunt

[ e | Email Address

Update ihe email address you use 1o lag In and review natllications.

Edit Account Settings window

2. Next to Personal Information, click Edit, or from the toolbar, select Personal Information.

Fimst Nama "

Mary

Last narme:~ | Smith

Fhana | 1234567850

Emasil: stste_8 0@emallcom  [chenos email

Flease keep me up to date with news that may interest me

Time Zone | [UTC-DB.00) Facific Time (US & Canada) w

Languege: | English o

Save Changes || Canoel |

Edit Personal Information

Type or select information in each field, as appropriate.

Click Save Changes.

On the toolbar, click Exit Account Settings, or click All Settings to return to the Account

Settings page.

Note: The Change Email link opens the Email Address page, also available from your Account
Settings page. The email address you enter is displayed for inter-school communications.

Edit Your Email Address

1.
2. Next to Email Address, click Edit, or from the toolbar, select Change Email.

From the IMS header, click Account.
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Current Email eddrass: stete_8.0i@emasail.com

Mew Email addrazs state_admin@email. com

Re-snter new Email address:” state_admin@smail.com
Sewe Changes Cancel

Edit Email Address

3. Type a New email address. To confirm your email address, you must type it again in the
second field.

Click Save Changes.

5. Click Exit Account Settings from the toolbar or click All Settings to return to the Account
Settings page.

Note: You can access this page by clicking the change email link, available on the Personal
Information page of your Account Settings.

Change Password

You log into the IMS through the RIDE Portal with credentials supplied by your district. If you
forgot your password or wish to change it, you must do so within the RIDE portal. Contact your
district data manager or other designee if you need assistance.

Placeholder for Portal diagram/screenshot
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Use Filters

You can use filters to refine your search for various objects such as students, staff, item bank
qguestions, or curriculum objects.

General Filter Instruction

Most often, filters are indicated in the toolbar by an icon showing a series of down arrows.

1. Click Filter to open filter options. Two or more drop-down lists appear.

Group Owner w7 is [Show All [

+ | Update | Clear All

Filter lists

2. Select your search criteria from the drop-down lists.

Optional: Click to add other filter criteria.

3. Click Update to run a search with the filters you selected.

Note: You can click i to remove criteria, or Clear All to reset all criteria and then run the
search again.

Search

The IMS contains a search tool, which is available on every page that contains the top navigation
bar. The functionality is consistent for all pages. You can enter free-form search text and
perform the search on all instructional entities, including the following:

e Units: Searches on title, components, and attributes.

e Lessons: Searches on title, components, and attributes.

e Assessments: Searches on title, components, and attributes.

e Activities: Searches on title, components, and attributes.

e SCORM: Searches on title, components, and attributes.

e Items: Searches on question text, answer text, and attributes.

e Standards: Searches on title and description.

Note: For more information on attributes refer to Attributes.

Search results are presented by categories, with tabs appearing on the Results page for each of
the entities listed above. The set of results includes only those objects that the user has rights to
access.

The Search tool provides both a basic search and advanced search functionality.
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Basic Search
To perform a basic search:

1. Inthe Search text box, located above the top navigation bar, type a word or phrase for
which to search.

2. Optionally, click the drop-down arrow, and select an instructional entity in which to search.
The default selection is All Content.

Standads

=
Pptions
Wiew Search Options
[garten [T = >

| - PP Digtriet

3. To the right of the Search text box, click the Search icon. The Search Results page opens,
with a tab for each of the instructional entities. Results appear in the appropriate entity tab.

[ Dors Sapeching ISagrch Oplions
SEARCH WITHIN - Folder | .~ SubFolder | |['] Assessment | @@ Activity | §g Scorm | @ ltem | () Standard
T ..o e o Dspioy Optons . | Sortby Rekvancy
Cammunil ty Consant
Cumiculum Content
My Shared Content Results from All Folders
= Apply Selections = School Wit Mathematics - Pre-Kindergarten
Source: dstnct_styl mas

review)
Duration: 23 Minutes

|+ CREATED BY
Term: N&

No Standards Aligned

Search Results tabs

You can refine your results in the following ways:

e In the Search Within section, select All Content, Community Content, or Curriculum
Content.
¢ Inthe Created By section, select individuals to view only content created by them.

e Inthe Subjects and Grades sections, select one or more subjects and grades to view
content for those subjects/grades only.

e Inthe Best Practice section, un-check the box to limit your search to best practice content
only.

Advanced Search
To perform an advanced search:

1. Inthe Search box drop-down list, select View Search Options. The Search Options page
opens.

10
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Note: You can also access the advanced search page by clicking Applications in the top
navigation bar, and selecting Community Content.

pDone Searching

Search Options
Cancel Start Over | | Seamh |
L

Scope Refine

Define he Scope of your Seanch MNA&MTOW 0w YOUT S&87CH 1D Mode precle resuls

~ SEARCH FOR ~ SEARCH WITHIN ~ SUBJECT ~ GRADE

All Cantent - @ Al Content Al Subjeats All Grades -
Community Content * BLOOM TAXONOMY ~ MARZANO TAXONOMY
~ SEARCH BY Cumiculum Content Lie iz 2o M

* BLOOM TAXONOMY DOMAIN  * MARZANO TAXONORY
LEVEL DOMAIN LEVEL

Heme Seleced w | Salected -

Title

9 Entire Content
* LAB ACTIVITIES

Noow Selected -
Standards
Define the Scope of your Search * TAGS
= STANDARDS
R Dot Search by Sandards

* VERSION
Abgriad 1o the Folowing Standards(20 manamum) =

Define the scope of your search:
e Inthe Search For drop-down list, select an entity type, or select All Content.

e Inthe Search By section, type the word or phrase for which to search. Then select
whether to search for the text in the Title only, or in the Entire Content.

Note: You can leave the Search By field blank, and have the IMS search for all content that
meets the other criteria that you have selected.

e Inthe Search Within section, select All Content, Community Content, or Curriculum
Content.

Optionally, narrow your search by identifying specific standards by which to search. Only
entities that are aligned to the standards you select will be included in search results.

e Select Aligned to the Following Standards.
e Select Include correlated standards in your search if desired.

e Click Browse Standards. The Which Standards do you want to filter by? pop-up
window opens.

e Select filtering criteria from the drop-down lists, and then expand a standard entity and
select individual standards. You can select a maximum of 20 standards.

e Click Add Standards.
Further refine your search by selecting values from one or more of the drop-down lists.
Click Search.

11
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Note: At any time you can clear all search filters and begin a new search, by clicking Start Over.

The search results will include all entities containing the search text you entered, subject to the
filters you apply. If the search text contains more than one word, results include all entities
containing at least one of those words. Note that certain common words such as “a,” “an,” and
“the” will be ignored.

Note: Within each filter, if multiple values are selected (for example, Math and English), search
results must meet either criteria. When multiple filters are defined, search results must meet
the criteria of all of the filters. So, if you select Math and English for the Subject filter, and you
select 3rd and 4th grade for the Grade filter, all results must be either Math or English and
either 3rd or 4th grade.

On the Search Results page, you can do the following:
e Click any of the tabs at the top of the page, to view results for each type of instructional
entity.

e Click the Display Options drop-down list, and change the selections for the information
that you want to appear.

e Click the Sort By drop-down list and select a different order in which to display results.

Performing Actions on Search Results

When you perform a basic search, you can navigate to the Details page of an entity in the search
results. When you perform an advanced search, additional actions are available, depending on
the entity type. On the Search Results page, in addition to navigating to the Details page of an
entity, you can do the following:

e For units, lessons, activities, and assessments, you can edit, delete, or unpublish.

e Foritems, you can edit or delete.

e For standards, you can preview.

Note: For SCORM objects, you can only navigate to the Details page.

Use Date Picker

A Date Picker is a tool used to select a specific date. It is represented with a Calendar icon &,
When you click the icon, a calendar displays in a new window. By default, the current day is
selected. To select a different day within the current month, click any other date. You can
change the month by using the directional arrows to move forward or back a month. When you
click a date, the IMS enters the selected date in the date field and closes the calendar window.

Select a Date from the Date Picker

Date Pickers are available for date fields located on several task pages.

1. Click = to open the Date Picker.

2. Click a date from the calendar. If you want to select a date from a different month, click a
directional arrow to move forward or backward one month and then click a date.

12
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Use IMS Help

You can view Help topics for the IMS by clicking Help in the header of any page of the
application. Help includes three areas: the toolbar, the navigation pane, and the information

pane.

The navigation pane is on the left. You can re-size it to improve your view. Topics are displayed
in the information pane in the center of the page. You can use the Help window scroll bar to
move through longer topics, or click a different link from the navigation pane to select a new
topic. Some topics include a link to other topics. If you navigate to a new topic using links from
within a topic, use the browser Back button to return to the original Help topic.

E Contents E Index ﬁ Search ﬂ Glossary H Tutorials - Search - Q
a8 Home > Get Started i

Welcome

e ol Navigate Pinnacle Instruction

Home Page
Edit Profile
Change Password

Pinnacle Instruction is a web-based application and runs in a browser such as Windows® Internet
Explorer® or Mozilla Firefox®. Mavigation can include the use of some browser tools, but as a rule

Date Picker this is discouraged.

Use Online Help

Curriculum Pinnacle Instruction Navigation Tools

Collaborate ) T o ]
Assignments There are five tools available for navigation within Pinnacle Instruction.

Calendars Click here to view an example of navigation tools
Teacher Classroom .

Online Help

Contents

The Contents includes a series of topics arranged into books by subject. Click a book from the
Contents list to expand it, and then select a topic to view. Within the navigation pane, you can
click any open book to close or collapse it.

Most topics are written in a "how-to" format, beginning with a short introduction or explanation
followed by step-by-step instructions.

Note: If you are not certain which book has the information you need, begin your search from
the Index or Search.

Index

The Index provides a field for keyword(s) entry, and beneath this area you find an alphabetical
listing of all index words available within Help. You have two choices for using this tool. You can
enter a word and allow the application to find it, or you can search the listed words for the one

you want.

If you use the keyword entry, the indicated word is highlighted in the index list. If your keyword
does not have an exact match, the closest alphabetical match is highlighted in the index list.

13
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To view the topic, click the index word from the list. If more than one topic is linked to the
selected word, a submenu is displayed from which you can select a topic.

Search

The Search tool allows you to search using the keywords you enter in the Search field. The
search results are displayed in the area below the search field. Type a word for your search and
click Go. The application performs an unrestricted search of all topics and any attached
documents, and displays results in the navigation pane.

Glossary

The Glossary tool divides the navigation pane into two sections. The top section, labeled Term,
lists glossary words alphabetically. Scroll through this list to locate the word you want. Click the
word, and the definition appears in the lower section labeled Definition.

Bread Crumbs

The term "bread crumbs" is used to describe your navigational path through the Help system.
This information is displayed in the upper left corner of all Help topics except the home page.

Each link represents a link from the Contents. You can click any of the links to navigate back to
the root, or click Home in the navigation path to return to the Help home page.

Home > Create Curriculum > Create a Lesson

Create a Lesson

Lessons are optional and function as a traditional lesson plan. Les
within units and lessons can be nested within lessons. Instructors
for their own courses and school, district or state administrators c3
the school, state or district level. Lessons created at the schoal, s
are available for distribution to multiple courses. Instructor created

Bread Crumbs in Help

14
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4

Curriculum Overview
The IMS divides curriculum into five levels of instruction:

e Curriculum

e Units

e Lessons

e Activities

e Assessments

Curriculum is the general container for a specific subject and grade level, or group of subjects
and/or grade levels. Within the top-level curriculum container, school administrators and
teachers can create units, lessons, activities, and assessments. Only system administrators can
create the top-level curriculum.

System administrators can create all levels of curriculum for distribution to classes across the
school and district. Teachers can create units, lessons, activities, and assessments at a class
level, only for the classes they teach. Lessons, activities, and assessments reside within a unit.
The lesson is an optional instructional level. You can organize activities and assessments within a
lesson, or directly within a unit. Activities and assessments are optional levels as well.

Note: In this guide, the five curriculum levels (curriculum, unit, lesson, activity, and
assessment) are often referred to as "curriculum objects."

Note: The IMS allows administrators at the highest organizational level to relabel units and
lessons to use terminology that conforms to state or district-preferred verbiage. Throughout
this guide, these curriculum objects are referred to by their default names, units and lessons.

Standards can be added at every level of curriculum. Your state, district, and school standards
can be imported into the IMS with assistance from RIDE. You can select standards from any
standard entity available to your school at the curriculum level. The following chart summarizes
the curriculum hierarchy and prerequisites.
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Curriculum level Who can create? PrereqUiSites “

Curriculum System Administrator Curriculum must be If you want to add standards, the standards
assigned to a course entity must exist within the IMS.
before teachers can view
and add to it.
School Curriculum level must

Administrator/Teacher exist.

School Unit must exist. Lessons can be added to a unit or nested
Administrator/Teacher within another lesson.

Activity School Can create within unit or
Administrator/Teacher lesson.

School Can create within unit or
Administrator/Teacher lesson.

Pacing Guide View of Curriculum

The IMS offers an alternative view of the curriculum structure. Rather than providing a full
curriculum with units, lessons, activities, and assessments, you can use the Pacing Guide view.
This view presents the standards that need to be taught during each term, the suggested
sequence in which the standards should be taught, and an approximate number of days or
weeks to be allocated to teaching those standards. Teachers can use the Pacing Guide and
create or browse to units, lessons, and other instructional materials that are aligned to the
relevant standards.

Note: The Pacing Guide view is an optional feature, and may not be available in your district.
Also, the term “Pacing Guide” can be customized at the district level. For your organization,
this view may have a different name, such as “Instructional Calendar” or “Scope and
Sequence.”

Note: The Pacing Guide view is based on curriculum and curriculum objects created at the
district level. Any additional curriculum objects that teachers create within that curriculum are
not displayed in the Pacing Guide view.

Curriculum Tasks

Refer to the following topics for step-by-step information.

e Create a Unit
e Create a lesson
e Create an Activity

e (Create an Assessment

e Community Content Library
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Create a Unit

Units are the second highest level in the IMS curriculum structure; they are created under the
curriculum level. The top curriculum level, which only system administrators can create, must
exist before a unit can be created. By default, all teachers cannot create units. Districts may
designate teachers who will create units and the system administrator can give those teachers
the appropriate permission in the IMS to do so. This section outlines the procedure for creating
units for those teachers/school administrators who have been given the appropriate permission.

Units must be created before lessons, activities, and assessments can be created.

Create a Unit

When you create a unit as a teacher, the unit is associated only with your class. You can copy
the unit to other sections of a class you teach, or use the Community Content Library to share
the unit with other teachers.

On the top navigation bar, click Classes and select Teach.

In the navigation pane, select the appropriate class.

On the pagebar, click Curriculum.

Click a curriculum title. A new window opens.

Click New and select Unit.

I A o

Select a template and click Next.

Note: Before you make a template decision, you can click the template title to view the
template design.

7. Complete the unit details:
e Type a Unit Title.

e Inthe Duration field, type the amount of time you expect students to work on the unit,
and select Minutes or Days. The template you selected in step 6 determines whether
Duration is a required or optional field.

Note: The IMS uses duration to place work on the calendar. The first unit created for a
class begins with the first day of class. Each subsequent unit begins on the first calendar
school day after completion of the previous unit. Duration determines the completion of
a unit. Units can be reordered on the Unit Listing tab in the traditional curriculum view,
and on the Materials tab in the Pacing Guide view. When reordered, duration times
recalculate to place units appropriately on the calendar.

Optional: Click Add next to resources to provide a file, link, or text for additional
information.

Note: You can save a unit as a draft and continue working on it at a later time. Click
Close and select Save. The unit is available from the curriculum listing or from your My
Drafts folder under Applications.

e From the drop-down lists, select the appropriate Subject and Grade with which you
want the unit aligned.

Note: You can select multiple subjects and grades.
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10.

Unit Details
Template Title : Sfais Unii Templats
Curiculum Agriculiure Curriculum

L ity =
Unit Tiite Agronceny Basics

Duration * |ED | @ Minutes (7 Days
Subject Agricubure, Food, and Nelual., -
R} 7th Grade -

resources(l)add -

Unit Details

Click Next to display Standards.

Optional: Click Add Standards to open a standards dialog box and select appropriate

standards. Standards available are not limited to those standards added to the parent
object.

Note: You can select multiple standard entities, subjects, and grades.

Which measurable standards will be addressed in this Unit?

Standard Entitw California -
Subject: All Subjacts -
Grade Tth Grade

Update | S1arl Over

Measurable Standards selections drop-down lists

Click Update to apply standards selections.

Click Next to move to the Components tab. You can edit the details for a component or
attribute as follows:

Type within the text box to add information for each component and attribute.

If the template allows, you can select a different audience from the Viewable by drop-
down list.

If the template allows, you can type over a component or attribute title to change it.
If the template allows, click Add Unit Component to create additional headings.

If there is a Term component included in the template, choose a school term from the
Select a Term drop-down list.
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Note: If you are using the Curriculum Pacing Guide view, you must use a template that
includes the Term component. For more information, see Curriculum Pacing Guide.

o |f the template includes a keyword set attribute, select appropriate keywords.

Note: If keyword sets have not been added to the template, this option will not be
available.

e |f the template includes a tags attribute, type the appropriate tags in the box below the
Tags heading.

e If the template allows, click the Delete icon T to remove a component.

Note: Even if the template allows you to delete components, you cannot delete tag,
keyword set, or basic attributes.

Optional: To perform a spell check, click the Check Spelling icon & in the text editor.

11. Click Next to display Share options.

Sharing Options

Would you like to share this Unit for others to use?
".:."Send for Peer Review and share with My School Districts
".:-"Share with My School

@) share to My Content

12. In the Sharing Options section, select the level at which you want to share the unit. If you
have CCL Author rights, you can share with your school, or you can submit the unit for peer
review. When a unit is approved by a peer review team, it is shared with the higher-level
organization (for example, the district). If you do not have CCL Author rights, you have only
the Share to My Content option. See Community Content Library for more information.

13. Click Finish.

Lessons

Lessons are curriculum items that serve the function of a traditional lesson plan. A lesson is
created within a unit, and lessons can be nested within other lessons. The unit level must exist
before a lesson can be created. Teachers can create lessons for their own classes and then add
activities and assessments to those lessons.

State or district administrators can create lessons at the state or district level. Lessons created at
the state or district level can be distributed to multiple courses.

Create a Lesson

As a teacher, you create lessons only for the courses you teach. Once created, you can copy the
lessons to other courses you teach.
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ik N e

On the top navigation bar, click Classes and select Teach.

In the navigation pane, select the appropriate class.

On the pagebar, click Curriculum.

Click a curriculum title.

Expand the appropriate Unit.

Alternatively: Click the Unit Listing tab and click a Unit.

Click New and select Lesson.

Select a template and click Next.

Note: You can click the template title to view template design before you make a template

decision.
«Back to Unit =T {1 2T
New Lesson (for Shared unit by dist) | 1.Templates || 2 Detals
Select a template to use Close Nexty
Q Filter ¥
Template Title + Meodified on Loaded by
@ o Zaroo Lesson Templste 08/14/2011 [ state
Templste desaiption
o Zulu 07/31/2011 [ state
Template Created by Zulu

Create a Lesson

8. Complete the lesson details:

Type a Lesson Title.

In the Duration field, type the amount of time you expect students to work on the
lesson, and select Minutes or Days. The template you selected in step 7 determines
whether Duration is a required or optional field.

In the drop-down lists, select the appropriate Subject and Grade with which you want
the lesson aligned.

Note: You can select multiple standard entities, subjects, and grades.

Optional: Click Add next to resources to provide a file, link, or text for additional
information.

Note: You can save a lesson as a draft and continue working on it at a later time. Click
Close and select Save. The lesson is available from the unit listing or from your My
Drafts folder under Applications.
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Lesson Detalls *
Template Titls ; Maths Lesson Template (
Unlt: E Unit Contant |
Leszon Title INQ-:hPBM t‘
Prpration =+ G (&) Minalus (™ Days }
Fuljul! Mathemstics -
Fade” Oth Sroade i

rESOUCES(0)ndd-

Lesson Details

9. Click Next to display Standards. Standards associated with the unit appear. Select the
standards that this lesson covers.

Optional: Click Add Standards to open a Standards dialog box, and select the appropriate

standards. Standards available are not limited to those standards added to the parent
object.

Zelect the standards that this Lesson covers{mandatory) i Select 1 A1l | Hong
¥ 3.2.8:Represent divigion 33 squal sharing, repeated subtraction, squsl jumps

phjects, and connect sach representation to the related squation,

¥ 3.3.A:Represent fractions thak have deneminaters of 2. 3. 4, 5. 6, 8, 9, 10, 4
the numbaer line,
Ll

3.a.8Compars and order fractions that have denominators of 2, 2, 4, 5, 6, £

e

3.3.CiRepresent and identify equivalent fractions with denominators of 2, 3, -

Standards Selections

10. Click Update to apply standard selections.

11. Click Next to move to the Components tab. You can edit the details for a component or
attribute as follows:

e Type within the text box to add information for each component and attribute.

e |[f the template allows, you can select a different audience from the Viewable by drop-

down list.

If the template allows, you can type over a component or attribute title to change it.

o If the template allows, click the Add Lesson Component to create additional
components.

e If the template includes a keyword set attribute, select appropriate keywords.
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Note: If keyword sets have not been added to the template, this option will not be
available.

o |f the template include a tags attribute, type the appropriate tags in the box below the
Tags heading.

e If the template allows, click the Delete icon T to remove a component.

Note: Even if the template allows you to delete components, you cannot delete tag,
keyword set, or basic attributes.

Optional: To perform a spell check, click the Check Spelling icon & in the text editor.

12. Click Next to display Share options.

13. In the Sharing Options section, select the level at which you want to share the lesson. If you
have CCL Author rights, you can share with your school, or you can submit the lesson for
peer review. When a lesson is approved by a peer review team, it is shared with the higher-
level organization (for example, the district). If you do not have CCL Author rights, you have
only the Share to My Content option. See Community Content Library for more information.

14. Click Finish.

Note: If curriculum is assigned to a class and sections are defined, you can click Finish &
Schedule. See Schedule Lessons, Activities, and Assessments for more information.

Activities
An activity in the IMS is created within units and within lessons. Activities are optional. Teachers

can label all student work as assessments and create no activities.

Teachers create activities for classes they teach. They can copy an activity to another class they
teach, and they can share an activity with other teachers through the Community Content
Library. State and district administrators can create activities at the state or district level and
distribute to multiple classes.

When curriculum is associated with a class, teachers can schedule activities, adding them to the
Lesson Plan calendar. Activities must be scheduled before students have access to them.

Create an Activity

As a teacher, you create activities only for the classes you teach. Once created, you can copy the
activity to other classes you teach.

1. Onthe top navigation bar, click Classes and select Teach.

2. Inthe navigation pane, select the appropriate class.

3. On the pagebar, click Curriculum.

4. Click a curriculum title. A new window opens.

5

Expand an appropriate Unit.
Alternatively: Click the Unit Listing tab and click a unit.
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Optional: From the navigation pane, expand a lesson, or from the Lessons/Activities tab,

select a lesson.

Click New and select Activity.

Select a template and click Next.

=
)
O

™y
L

P EPEL ot o e

Tamplata Titla +

B

B

Engls h Activity Termplate
Urathe tomplote tor Bngle h ooinies

WRh ARy lemcials
Use this temelate for Meth seiviies .

Scence Actwvity leTpiate
Use the temrplate for Science activities

Socmi Swdies Activity Tempiate
Usa this template for Socia| Studiss activities .

New Activity Template list

\ iy A “. S

Note: You can click the template title to view the template design before you make a
template decision.

8. Click Next to display learning activity Details.

9. Complete the learning activity details:

e Type an Activity Title.

e Inthe Duration field, type the amount of time you expect students to work on the
activity, and select Minutes or Days. The template you selected in step 7 determines

whether Duration is a required or optional field.

Optional: Click Add next to Resources to provide a file, link, or text for additional
information.

Note: You can save an activity as a draft and continue working on it at a later time. Click
Close and select Save. The activity is available from the lessons/activities listing or from
your My Drafts folder under Applications.

e From the drop-down lists, select the appropriate Subject and Grade with which you
want the activity aligned.

Note: You can select multiple subjects and grades.

10. Click Next to display Standards. Standards associated with the parent level (unit/lesson) are

displayed. Select the standards that the activity covers.

Optional: Click Add Standards to open a Standards dialog box, and select additional
standards. Standards available are not limited to those standards added to the parent

object.

Note: You can select multiple subjects, grades, and standard entities.

Click Update to apply standards selections.
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11. Click Next to move to the Components tab. You can edit the details for a component or
attribute as follows:

e Type within the text box to add information for each component and attribute.

e |[f the template allows, you can select a different audience from the Viewable by drop-
down list.

e If the template allows, you can type over a component or attribute title to change it.

e |[f the template allows, click the Add Activity Component to create additional
components.

e If the template includes a keyword set component, select appropriate keywords.

Note: If keyword sets have not been added to the template, this option will not be available.

e If the template include a tags attribute, type the appropriate tags in the box below the
Tags heading.

e If the template allows, click the Delete icon T to remove a component.

Note: Even if the template allows you to delete components, you cannot delete tag,
keyword set, or basic attributes.

HE!

e To perform a spell check, click the Check Spelling icon 4 in the text editor.
12. Click Next to display Share options.

Sharing Options

Would you like to share this Unit for others to use?

‘_/ Send for Peer Review and share with My School Districts
Share with My School

@) share to My Content

Learning Activity Sharing Options

13. In the Sharing Options section, select the level at which you want to share the activity. If
you have CCL Author rights, you can share with your school, or you can submit the activity
for peer review. When an activity is approved by a peer review team, it is shared with the
higher-level organization (for example, the district). If you do not have CCL Author rights,
you have only the Share to My Content option. See "Community Content Library" for more
information.

14. Click Finish or, if you want to schedule the activity, click Finish and Schedule.

Note: If curriculum is assigned to a class and sections are defined, you can click Finish and
Schedule. See Schedule Lessons, Activities, and Assessments for more information.
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Assessments

Create an Assessment

In the IMS, an assessment is a quiz or test designed to measure a student's understanding of a
concept or subject. Assessments can be created within units and within lessons. When a
curriculum is associated with a class, teachers can schedule assessments, adding them to the
Lesson Plan calendar.

Please note: The IMS assessment tool is not related to, or connected with the Interim
Assessment tool from Measured Progress. If teachers would like to access the Interim
Assessment fixed form, test construction tool, or item bank, it must be done through the
Interim Assessments link on the log in page. Also, the item bank for the Interim Assessment is
not available for use in the IMS assessments.

Teachers create assessments for classes they teach. They can copy an assessment to other
classes they teach, and they can share an assessment with other teachers through the
Community Content Library. Administrators can create assessments at the level at which they
have administrative privileges (state, district, or school) and distribute to multiple classes.

The IMS supports traditionally scored assessments, for which students receive a mean score (the
sum total of points for correct answers), and mastery scale scored assessments, which measure
a student's mastery of one or more standards tied to the assessment. The following topic
describes creating traditionally scored assessments. See Assessments with Mastery Scale Scoring
for more information on how to create this type of assessments.

Assessments must be scheduled before students have access to them. Before creating an
assessment, a curriculum and unit must exist.

Create an Assessment

As a teacher, you create an assessment only for a class that you teach. Once created, you can
copy the assessment to other classes you teach.

1. On the top navigation bar, click Classes and select Teach.

2. Inthe navigation pane, select the appropriate class.

3. On the pagebar, click Curriculum.

4. Click a curriculum title. A new window opens.

5. Expand an appropriate Unit.

Optional: In the navigation pane, expand a lesson.

Click New and select Assessment.

Select a template and click Next.

Note: You can click the template title to view the template design before you make a
template decision.

8. Complete the assessment details:
e Type an Assessment Title.
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From the drop-down list, select an Assessment Type.

Hint: Place your cursor over any option in the Assessment Type drop-down menu to
display a descriptive ToolTip.

Optional: Select | want to attach my own question sheet and follow appropriate
alternate steps in Create an Assessment With a Paper Question Sheet.

Type the Max Points for the assessment.

In the Duration field, type the amount of time students may work on the assessment
and select Minutes or Days.

Note: Duration does not limit student access unless you select TimedTest as the
Assessment Type.

Note: You can save an assessment as a draft and continue working on it at a later time.
Click Close and select Save. The assessment is available from the curriculum listing, or
from your My Drafts folder under Applications.

Click the Lock icon to lock the duration entry and restrict the duration from being
changed when scheduling the assessment.

From the drop-down lists, select the appropriate Subject and Grade with which you
want the assessment aligned.

Note: You can select multiple subjects and grades.

Optional: Click Add next to resources to provide a file, link, or text for additional
information. You can also browse the resource library for additional resources available
to your organization.

Assessment Details

Template Tille Science Assessment

UnibLesson ¢ Unit 3 Assessment
Pz b Tille

LI Biology Assessment |
Azzezzment Type : llluaz b i

DI wani fo allach my own question sheeka'™)

Max Points |

T puration {in Minutas) 55 |

Subject

Grade”

Assessment Details

Lite and Froesical Sclences -

Tih Grads -

9. Click Next to display the Standards tab. Standards associated with the parent level
(unit/lesson) are displayed. Select the standards that the assessment will cover.
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Optional: Click Add Standards to open a Standards dialog box, and select additional
standards. Standards available are not limited to those standards added to the parent
object.

Note: You can select multiple standard entities, subjects, and grades.

Click Update to apply standards selections.

10. Click Next to move to the Components tab. You can edit the details for a component or
attribute as follows:
o Type within the text box to add information for each component and attribute.

e If the template allows, you can select a different audience from the Viewable by drop-
down list.

e |f the template allows, you can type over a component or attribute title to change it.

e If the template allows, click the Add Assessment Component to create additional
headings.

e |f the template includes a keyword set attribute, select appropriate keywords.

Note: If keyword sets have not been added to the template, this option will not be available.

e |If the template includes a tags attribute, type the appropriate tags in the box below the
Tags heading.

e If the template allows, click the Delete icon T to remove a component.

Note: Even if the template allows you to delete components, you cannot delete tag,
keyword set, or basic attributes.

v in the text editor.

e To perform a spell check, click the Check Spelling icon
11. Click Next to display Items.
12. Click Add Items and select one of the following options for your first item.
e Browse Item Banks
e Generate Items
e C(Create New Items
¢ Multiple Choice
e True/False
e Fillin the Blank
e Constructive Response
e Exhibit Passage
e Student Produced Response

e Quick Entry
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Closa

Hexts

Add llems _

U=s Existing Nenrs

Becwesa Ham Banks

Fanerate itams
Creaie Hew liens

WMuliple Choige

Trua f False

Fill in the Blank

Constiuclive Reiponss

Exhibit Pazsage.

Oplions _

100
Foints:

Create Assessment - Add Items selections

Browse Item Banks: This option allows you to view and select questions from an item bank.

NOTE: Your district may not have uploaded items banks. In this case, nothing will display in
the following step. Only an item bank administrator in the district may upload item banks.
An interim assessment item bank is available within the interim assessment system. You can
access that system by clicking on the Interim Assessments button on the homepage.

a. Select anitem bank and click OK.

select Item Banlk

ITEM BaMK®

Select &l | Hama
O
D Central High School
Ifi Midtown Junior High School
D South High Schosol
D Primary Elementary Bchaool
D Thomas Middle School
I:! Centre Alternative Echool

Select Item Bank window

Cancel | oK

b. Locate one or more questions you want to use and click Add to Assessment.

c. Repeat step (a) until you have all the questions you want to use, and then click Next.

bottom of the window.

Note: You can filter item bank options by question type, grade, subject, standards, and
keyword. Also, be aware that options may span several pages; see page numbers at the
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13.

14.
15.

16.

Note: If you select an item from an item bank, and that item is later updated, the
updates affect your assessment as follows: If updates are minor, they are automatically
propagated to any unscheduled versions of your assessment, If updates are major, you
receive notification in the Tasks section of your Home page, and you can accept or
reject the revisions for your assessment. For more information, see Create a New
Version of an Item.

Generate items: This option allows the IMS to select questions to add to the assessment
from an Item Bank. Selections are filtered based on the standards you assigned to your
assessment. You must assign standards to your assessment to use this option. Only item
bank questions that match your selected assessment standards are available.

a. Type the number of each type of question you want and (optionally) select an item
level.

Optional: Select Only use items that comply with best practices.
b. Click Generate and Add Items.

Create New Items: For detailed instructions on creating items of each type, refer to Item
Bank Item Types.

Repeat step 12 until you have created all assessment questions. A list of all the questions is
displayed. You can review, edit, or delete the questions. You can also change or assign a
point value to each question

Note: The sum total of points for individual questions must match the Max Points you
assigned on the Details tab. Details appear in the lower left corner of the window.

Click Next to display Share options.

In the Sharing Options section, select the level at which you want to share the assessment.
If you have CCL Author rights, you can share with your school, or you can submit the
assessment for peer review. When an assessment is approved by a peer review team, it is
shared with the higher-level organization (for example, the district). If you do not have CCL
Author rights, you have only the Share to My Content option. See Community Content
Library for more information.

Click Finish or Finish & Schedule.

Note: If the curriculum is assigned to a course, and sections are defined, you can click Finish
and Schedule.

Create an Assessment with a Paper Question Sheet

When you create an assessment, you have the option to attach a question sheet that was
created outside of The IMS. You then define the question type and correct response for each
guestion. When you have students enter their responses on a paper response sheet, you can
scan answers into The IMS to record their scores and track their progress.

1.
2.

Complete steps 1-8 from Create an Assessment.

On the Assessment Details tab, select | want to attach my own question sheet.

29




Pinnacle Instruction Teacher's Guide

Aszeszment Type | Qui
o L

I

|

I

— I

[w]iwant to attach my own question sheetar) i

“ \
— |
P T F' ' r“ ‘

Attach question sheet selection

3. Complete steps 9-12 from Create an Assessment.

4. Onthe Items tab, click Choose File to locate and select the file with your questions. The file
must be in .doc or .pdf format.

Aftach Qluestion Sheets

Choose File | Mo file chozen

You can upload a single file with a 4-megabyte (MB) maximuam file size.

Option to attach question sheet

Click Upload to attach your question sheet to the assessment.
Type a numeral for the Number of Questions and click Update.

Select an Answer Lettering Type and a True or False Lettering Type from the drop-down

options.
Humbaref Quastions|S  Ladate Ansvear Lettering fype | Standand (2.0, a.bsd.e & a,b.cd ) V| True or False Lettering Tupe | (Th Te. (F) False y
# Ilandans haliuliune Type [T p— Fuinls *
1 + Choose Siandads, £dd Instuctions |Mu|llp|&chnlce (& ehoices) v| [oN Os O¢ Co o
z Chovss Slandads. ] Inslons i | Mullipls Ghuivs (% whuivss) r'| ®a Or Oe

rr\-wr l""W~a I -nf.ow ~
Additional information about attached question sheet

8. For each assessment question:
a. Click Choose Standards to indicate specific standards associated with the question.

b. Click Add Instructions to change the default instructions ("Please refer to the Question
Sheet.") These instructions will appear next to the question number when the student is
taking the assessment.

c. Select the question Type and Correct Answer, and type the Points value.

Note: Exhibit Passage is not available for this format.
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9. Click Options and select Print Preview to review the completed answer sheet. If students
will be taking the assessment offline, select Preview for: Response sheets only or Generic
response sheets, and print the response sheets.

10. Click Next and continue with steps 14--16 from Create an Assessment.

Related Topics:

Create an Assessment

Edit Assessments

Schedule Assessments

Assessments with Mastery Scale Scoring

There are two types of assessment scoring options available in the IMS.

e With traditional or mean scoring, students receive a numerical score based on the sum
total of points the questions are worth. Creating these types of assessments is described in
Create an Assessment.

e With mastery scale scoring, one or more standards are tied to each question on the
assessment, and students receive a component score of mastery, partial mastery, or non-
mastery for each standard. Students also receive a mean score for the assessment.

There are two methods of mastery scale scoring:

e Mastery scale without item level: With this method, each question on the assessment is
linked to one or more standards. After the assessment is scored, students receive a score
of mastery, partial mastery, or non-mastery for each standard.

e Mastery scale with item level: This method is nearly identical to "without item level."
However, each question, in addition to being linked to a standard, is also assigned one of
the following mastery item levels:

e Level 1: Basic level

e Level 2: Simpler content

e Level 3: Target learning goal

e Level 4: Complex content

This allows for a more detailed breakdown of mastery to a standard. For example, a student

may have mastery of a standard at level 2 (simpler content), but only partial mastery of the
same standard at level 4 (complex content).

Note: Most districts choose to enable one of these methods or the other, but not both.

To create an assessment with mastery scale scoring, a teacher or administrator follows the same
process as for creating mean-scored assessments (as described in Create an Assessment), with a
few exceptions. Scheduling and reviewing mastery score assessments also include additional
steps from the standard processes. The differences in these procedures are described in the
topics below.
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Create an Assessment with Mastery Scale Scoring

To create a Mastery Scored assessment, teachers and administrators follows the process in
Create an Assessment, with the exceptions that follow.

Note: Mastery Scale Scoring is an optional feature and may not be available in your district.

1. Inthe Assessment creation wizard, on the Details tab:
a. Complete the fields as usual.

b. Inthe Scoring Type drop-down list, select Mastery Score without Item Level or Mastery

Score with Item Level.

Optional: Depending on your configuration, you may have the option to edit the Mastery
Scale for assessment. See Edit the Mastery Scale when Creating Assessments.

2. On the Standards tab, select one or more standards to tie to the assessment. This is
required for Mastery Score assessments.

3. Complete the fields on the Components tab, as usual.
On the Items tab:
a. Choose the type of question to add.
b. Inthe Create an Item window, complete the fields as usual.

c. If you selected Mastery Score with Item Level on the Details tab, in the Mastery Level
drop-down list, select One of the following:

e For True/False and Multiple Choice question types, select a single mastery level.

e For Constructive Response, Fill in the Blank, and Exhibit Passage question types,
select a range of mastery levels. Later, when you manually score the assessment,
based on the student's response, you choose the mastery level that you determine
the student achieved for the question.

d. Choose one or more standards to apply to the question.
5. Repeat step 4 until you have created all questions.

6. Complete the assessment, as usual.

Edit the Mastery Scale when Creating Assessments

When creating mastery scale assessments, teachers and administrators have the option to
modify the mastery scale that is applied to the assessment.

The mastery scale has default values that are set by GlobalScholar during system configuration.
The default values are as follows:

e Mastery: Students who receive 80% or higher are considered to have mastery of a
standard.

e Partial Mastery: Students who receive 40% to 80% are considered to have partial mastery
of a standard.

e Non-mastery: Students who receive below 40% are considered to have non-mastery of a
standard.

When a teacher or administrator changes the mastery scale, those changes apply only to the
current assessment.
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Note: This is a configurable option and your school/district may opt not to enable it. If it is not
enabled, it will not appear in the application.

To edit the mastery scale:

1. Onthe Assessment Details page, next to the Scoring Type drop-down list, click Edit.

2. Inthe Edit Mastery Scale window, type new values for Mastery Percentage and Partial
Mastery Percentage.

Edit Mastery Scale with Item Levels I‘

*Required Fields

Mastery Percentage [%b): * 80 Value: L]
Partial Mastery Percentage [%): 40 alue: [
MNon-Mastery: Value: H

Item Levels:

5.Na. Levels

1 Bassg Lavel

2 Simpler Content
3 Target Learning Goal
4 Complex Content

Cancel Sawve

3. Click Save.

4. Continue creating the assessment.

Schedule an Assessment with Mastery Scale Scoring
Mastery score assessments can be scheduled only as online assessments.

There is an additional option on the Schedule Assessment page for assessments created using
mastery scoring.

Under More Options, in the Scores section, the Mastery Scores option allows students to view
the mastery scores they achieved for the assessment after the assessment has been scored.

. To enable students to view mastery scores, select Yes for this option.

« To hide mastery scores from students, select No for this option (this is the default).
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Review an Assessment with Mastery Scale Scoring

Assessment questions that require review (constructive response, fill in the blank, and exhibit
passage) appear in the Requires Review section of the At A Glance page, as described in Review
an Assessment. Reviewing mastery scale scoring items follows the same process as reviewing
other non-mastery score assessments, with the following exceptions:

When you review an assessment, do the following in the Assessment Review tab:

1. Read and analyze the student's response.

2. Inthe Points field, assign the number of points the student earned for the answer. This is
the mean score and is independent of the component score.

3. Inthe Level drop-down list, select the mastery level. When the assessment is created, the
teacher/administrator selects a range of mastery levels to choose from.

In the Validation field, mark the item as either Correct or Incorrect.
Repeat steps 1-4 for each item that requires review.

Click the Component Scores tab.

N o v ok

The Component Scores tab includes the following information about the assessment:
e Standards: Each standard tied to the assessment is displayed.

e Component Score: For each standard, the component score is listed. This is the mastery
level achieved by the student for the standard.

e Hover over the mastery level, and the question number(s) for which the student
achieved that mastery level are displayed.

e Levels 1-4: For each standard tied to assessment questions, the student’s achieved
mastery scale value (Mastery, Partial mastery, Non mastery) is displayed. The four
levels are (related to the Marzano 4-point scale):

e Level 1: Basic level
e Level 2: Simpler content
e Level 3: Target learning goal

e Level 4: Complex content
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Score: Displays the component score for each standard (this appears only for Mastery
Score with Item Level). You can see the number of questions linked to a particular
component score by hovering over M, P, or N.

Validation: The column displays whether the mastery pattern for a standard is valid or
not. Invalid mastery patterns may point to a problem with the assessment or with the

student’s response.

Mastery Grid link: Opens the Mastery Grid window, which contains information about

how the mastery scores are derived.

Mastery Grd

Mastery Percent;  D0%

Mastery 1 z ] 3
Fartial Mastery o 1 1 2

19
L]

Mumber of Ttems answered comrectly
L]

Mastery Values
Partial Mastery Percent: 40% Partial Mastery Values:

B & & B8

Ll

Cuk Scores

e
dwe’

100

L5

¥

E]

iF

Mumber of [tems Poussble

8 ¥ &|8B |8 4 B |2

8

Mumber of ftems answered conrectly

Level Pattern link: Click to display level patterns that are available for this assessment.

Level patterns show the valid and invalid patterns for the item levels and mastery levels.

This information is read-only and is available only for “with Item Level Scoring.”

Level pattern

Pattern Numbers: 1t 8

LI A ]
2 N
E-‘*n N
i 4 N [
z
539 P
:$|-| ]
7 N M
8B p M

Tt Lavils:

Item Levels

Scores  Walidation

1wd

L4
L4

L %

<

X

@
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Add an IMS/SCORM Package

Shareable Content Object Reference Model (SCORM) is a framework used to define and access
information about learning objects. It allows these objects to be easily shared among different
learning management systems.

The IMS allows you to import an existing IMS/SCORM Package and add it to a curriculum unit or
lesson. Teachers can view the SCORM package from within the unit or lesson to which you have
added it.

Add an IMS/SCORM Package

As a teacher, you create IMS/SCORM packages only for the courses you teach. Once created,
you can copy them to other courses you teach.

1. On the top navigation bar, click Classes and select Teach.

In the navigation pane, select the appropriate class.

On the pagebar, click Curriculum.

Click a curriculum title. A new window opens.

vk W

Expand a unit.
Alternatively: Click the Unit Listing tab and click a unit.
Click New and select IMS/SCORM Package.

Select a template and click Next.

Note: You can click the template title to view the template's design.

Type an IMS/SCORM Title.

Click Choose File to browse to the file containing the IMS/SCORM Package, select it, and
click Open.

IMSSCORM Package Details

npd ims temp1

Termplate Titla :

Curriculum Mamme! English Curriculum 100
IMSISCORM Title: IMSYSCORM Package
IMS/SCORM Package:* Math Urit 112.docx | Beplace

Dursfion:* !BD @) Minutes () Bays

resources(l)add-

IMS/SCORM Package Details

10. Click Upload.

36



Curriculum

11.

12.

13.
14.

15.

Note: Uploading the file to the platform may take a few minutes.

In the Duration field, type the amount of time you expect students to work on the
IMS/SCORM package, and select Minutes or Days.

Optional: Click Add next to resources to provide a file, link, or text for additional
information.

Note: You can save the IMS/SCORM Package as a draft and continue working on it at a later

time. Click Close and select Save. The lesson is available from the unit listing, or from your

navigation bar Drafts folder.

Click Next to move to the Components tab. You can edit the details for a component or
attribute as follows:

Type within the text box to add information for each component and attribute.

e |If the template allows, select a different audience from the Viewable by drop-down list.

e If the template allows, type over the component or attribute title to change it.

e If the template allows, click the Add IMS/SCORM Component to create additional
headings.

e |[f the template includes a keyword set attribute, select appropriate keywords.

Note: If keyword sets have not been added to the template, this option will not be available.

e |f the template includes a tags attribute, type the appropriate tags in the box below the

Tags heading.
o If the template allows, click the Delete icon T to remove a component.

Note: Even if the template allows you to delete components, you cannot delete tag,
keyword set, or basic attributes.

Optional: To perform a spell check, click the Check Spelling icon v in the text editor.

Click Next to display Share options.
Select Sharing Options.

Note: The only sharing option available for IMS/SCORM Packages is Share to my content.

Click Finish.

Note: If curriculum is assigned to a class and sections are defined, you can click Finish and
Schedule. See Schedule Lessons, Activities, and Assessments for more information.
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Insert a Link into a Curriculum Object

You can insert links from your curriculum objects to other learning objects by using the rich text
editor in the IMS.

Inserting a Link

Follow the appropriate procedure for creating a unit, lesson, activity, or assessment.

Click the Components tab.

Do one of the following:

Compose text In the rich text editor (RTE), highlight the text where you want to add the
link, and click the Link icon.

Click the Link icon without selecting any text.

Paste an object or URL into the rich text editor (RTE). This results in the title of the
object or the URL being inserted as the hyperlink text.

| |Overview ) ‘(, Click the Link icon to

open the Link window.
i soeurce R Xy %7

ﬁ E 0 J G ﬂ = 0 @ 3 Etyles * Format Normal
PP AT iVa

Lorem ipsum dolor sit amet, [Soiseiziigte vt Maecenas eu nisl ac odio digy

neque molestie dignissim_  Sed ipsum leo, vehicula in fingilla in, ullamcorper eget elit. |

felis convallis sapien, et enismod dui Ebero a nibh. Suspendisse dignissim orci. Py

accumsan. Cras vehicula turpis id lorem enismod consectetur. Mauris mattis condmmey
<

Highlighting text and link icon on the Component tab

The Link window opens.

Link £
Link Info | Advanced

Link Type %

[urL v

Pratocol URL

| httg W WO ipsum.comd

Link window
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4. Inthe drop-down list, select the Link Type and do one of the following:
e Email: Type the email address, and optionally, the message subject and message body.
e Link to Learning Object: Select the learning object you want to link to.

e Link to anchor in the text: Select the appropriate anchor within the lesson text that you
want to link to.

e URL: Select the Protocol, and type the URL that you want to link to.
5. Click OK.

Note: To remove the link, select the linked text and click the Unlink icon next to the Link
icon.

RE

Optional: To perform a spell check, click the Check Spelling icon & in the text editor.

Curriculum Drafts

A draft is a curriculum object that you have started but not finished. Units, lessons, activities,
and assessments can be saved as drafts. You cannot save a draft of the top level curriculum.

Draft items are available from either of two locations:

e On the Unit Listing tab or Lessons/Activities tab. Items appear with a red Draft suffix.

e The My Drafts folder available under Applications on the top navigation bar.

A draft object cannot be scheduled; however, once you complete work on a draft and click
Finished, you can schedule it.

Save a Draft

Both teachers and administrators can create a draft.

1. Create a unit, lesson, activity, or assessment. You must enter data on the Details tab before
you can create a draft.
2. Click Close.

3. Click Save As Draft.

Open a Draft

When you are ready to complete work on an assessment, you can access the assessment from
one of two locations.

e My Drafts
a. On the top navigation bar, click Applications and select My Drafts.
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b | #yApplications - g5 COURSE

| - Annocuncements |
[ calendar
@ Community Content
=¥ eDiscipline
| | Email
M_ Gradebook

pal @ Item Bank

| J:}My Drafts
T_i x Profile @
3 ‘&= Resource Library 1)
b RISE
/] n
=] Surveys

JEUpInad Response Sheet |

My Drafts on the navigation bar

b. Locate your draft in the list and click the Edit icon .

e Listing Tab
a. Open the appropriate curriculum and expand to the unit or lesson level.
b. Click the Units or Lessons/Activities tab.

c. Locate your draft in the list and click the Edit icon .

Complete a Draft

When you complete the data for a draft, click Finish on the Share tab.

Attributes

There are three types of attributes that can be associated with curriculum objects, to facilitate
search and filtering. The attribute types are:

e Tags: Free-form text that content creators can associate with curriculum objects. Content
creators can edit the tag name and description, as appropriate for the curriculum they are
creating.

e Keyword Sets: Groupings of keywords, or tags, that are predefined by the top-level
administrator.

e Basic Attributes: Text properties such as copyright or version information.
The Tag attribute is set up by default. The top-level administrator creates Keyword Sets and

Basic Attributes, and determines whether they can be applied to item bank items as well as
curriculum objects. The Tag attribute is set to apply to items by default.
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Once attributes are created, administrators can associate them with content templates on the
Component tab of the template wizard.

Sebect Attributes to Add

Flnans Lot S ASrbuben Fom e prd beiow

e Abrbues

Lt Ackerrbies
harpat Desorgaen

Taen
Ko P TR M| BSOS B DT

NETHEE
Ircaty wernen of CuTEam st

When creating curriculum objects based on templates with which the attributes are associated,
you see these attributes on the Component tab and enter appropriate values.

Add Standards to Existing Curriculum Objects

You can add standards to an existing unit, lesson, activity, or assessment when you create the
object or later, after the object has been created. You can add standards only to objects you
have created. Standards available are not limited to those standards added to the parent unit or
lesson. This topic describes how to add standards to existing curriculum objects.

1. On the pagebar, click Curriculum.

2. Inthe navigation pane, locate the object to which you want to add standards, and click the
Edit icon.

3. Click Next twice to move to the Standards tab.

Select from the standards listed on the page. You can also click Add Standards to locate
additional standards to align with the curriculum object.

, =Back tp Folder . ; ;
| New Aasseament Geoareny A o £1(1) GBILP. ) e — e
oo ) i

D Add Stancards | I Remeve All

=l STGIMAA Standards
=l Mathematics Pre-Kindergarten - Othier

(71 Level 1 -Maths Level1- uaths
] 2 Level 2-Maths Levei2 . Maths
(] 21 Level 3.1 - Maths Level 3.1 - Maths
[ Level3.4.2- Maths Level3.1.2 - Maths.

[¥] Level3.4.3- Maths Level3 13- Mathe

The Add Standards page
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5. Complete remaining options as required and click Save.

Add Standards to Individual Questions on an Assessment

When you add standards to an assessment, you can link those standards to the individual
questions on the assessment. This allows you to measure with more specificity how well a
student is meeting or progressing towards mastery of a set of standards. You can add standards
to an individual question only if you first add standards to the assessment.

1. Add standards to an assessment.

2. Asvyou add questions to the assessment, note that the Create an Item window includes a
Standards tab.

3. Click the Standards tab and select one or more standards to link to the question.

Create an Item

Question Type Trua / Fabse - Saurce Mo Scurce M

Mo L Level 2- Base Application of S4ill / Concapt
Mastary Lavel Sales Mastery Lavel -

Subjuct Matrematics - Gende Il Grace -

Select the standards that this sxessment covenioptional] Seluct: A | Nove
Question Text" Laved 3 - Maths Lavel 3 - Maths
Answar Chsicas®| || Lewel 3.1 Mashs Level 2.1 - Maths
Remediation
Standards {1
Attributes

History

“Fwguired fislds Cancal

Add Add & Close

Add Standards to an Assessment Question

Note: When a listed standard is correlated to other standards, a Correlated Standards icon

“# appears after the standard. When you hover over the icon, a pop-up window displays all
correlations in the system for that standard, grouped by Standard Entity, Subject, and
Grade.

Click Add or Add & Close.
5. Repeat this process as necessary to add standards to additional questions.
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Community Content Library

The Community Content Library (CCL) is a repository of curriculum objects (that is, units,
lessons, activities, and assessments) created within an organization. When you create
curriculum obijects, if you have CCL Author rights, you can select to share the object. You can
share with your own school, or you can submit the object for peer review. If you select to share
with your own school, the object is placed in the CCL. If you select to submit for peer review,
and the object is approved by the appropriate peer review team, it is made available from the
CCL to all teachers in the higher-level organization (for example, the district). Objects that have
been approved by a peer review team are designated as "best practices."

The Peer Review Team workflow must be configured. Your district may choose a one-step
process or two-step process for review.

Objects in the CCL cannot be modified. However, you can copy an object from the library to your
curriculum, and you can modify any object you add to your curriculum. The original curriculum
object, stored in the library, is not affected by changes you make to your copy. You can also
search the Community Content Library.

Search the Community Content Library

1. On the top navigation bar, click Applications, and then click Community Content. The
Community Content Search page opens.

g Done Searching
Community Content
Canoel Stant Orver Search
Scope Refine
Defing the Scope of your Search Mafrow oW your Search 1o mone precise résulls
* SEARCH FOR * SEARCH WITHIN * SUB.JECT * GRADE
All Content - All Content All Subjects  All Gepoas -
@) Community Content * BLOOM TAXONOMY * MARZAND TAXONOMY
~ SEARCH BY Curriculum Content Hang Selected w done Selected -
* BLOOM TAXONOMY DOMAIN * MARZANO TAXONOMY DOMAIN
LEVEL LEVEL
Title
None Seleched » done Seleced -
9 Entire Content
 ADITYAZ2 * ADITYAKEYWORDS
None Selected w done Salected -
Standards
Defne the Scope of your Search * BIKES * KEY WORD SET 1KEY WORD
: SET 1KEY WORD SET 1KEY
fane Selactad T WORD SET 1KEY WORD SET
~ STANDARDS 1KEY WORD SET 1KEY WORD
@ SET1K
Dont Search by Standards Hons Selected -
Algned to the Folowing Standards(20 maximum)
* KEYWORD SET 10EYWORD SET
Brs 10EYWORD SET 10EYWORD
SET 10EYWORD SET
10EYWORD SET 10EYWORD

g il B S B o bt e 0 -SRI DHORTLS | e i it st gt gt ot

Community Content Search page

2. Select appropriate values in one or more of the available filters, and click Search. For more
information on advanced search, refer to Search.
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Add Curriculum Objects from the Community Content Library

1. Complete the steps in "Search the Community Content Library" to locate the appropriate
curriculum object.

2. Click the link for the object that you want to add.
3. Inthe upper right area of the page, click Add this <curriculum object>.
Select the location where you want to add the object.

Note: Click More Choices to view additional content.

Click Add.
Click OK to confirm that you want to add the entity.

Share a Curriculum Object

If you have CCL Author rights, you can share curriculum objects during creation, or after you
create them.

During Creation

1. Create a unit, lesson, activity, or assessment.
2. Complete all required creation steps (details, templates, standards, components).

3. On the Share tab, select an appropriate organizational level. Community Content Library
options available on this tab vary from district to district, and depend on the template being
used. Any of the following may be available:

e Share with schools in your state.

e Share with schools in your district.

e Share with schools in your consortium.
e Share with teachers in your school.

e Share only with other classes you teach.

Sharing Options

Would you like to share this activity for others to use?

'-9_.-' Send for Peer Review and share with My School Districts

! Share with My School

L' Share to My Caontent

Share Existing

You can change share options after you create an object by using the Edit option (see Edit
Curriculum for more information) or from the appropriate listing tab.
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1. Access the appropriate listing tab:
e Unit: Select a school or district, expand Curriculum, and click the Unit Listing tab.

e Lesson/Activity/Assessment: Select a school or district, expand Curriculum, select a
unit, and click the Lessons/Activities tab.

2. Inthe Options column, click the Share icon = and, in the dialog box, select the appropriate
sharing option.

Use Shared Objects in Your Curriculum

You can add an object from the library to your curriculum.

1. Inthe navigation pane, select the appropriate organization and, on the pagebar, click
Curriculum.

2. Click New and select Browse Community. The Advanced Search page opens.

3. Select values for one or more of the available filter criteria. For more information about
advanced search, refer to Search.

4. Click Search. Results appear in the information pane.

= Done Searching |Search Options

SEARCH WITHIN e Unit ~ Lezzon [[] Assessment @ Activity i@ scorm @ item (@ standard
All Contant - " - O
Modify Search Showing 1-2 of 2 results for ™™ in English Language and Literature, Other Display Options . | Sort by Relevancy
Community Content
Curriculum Content
Results from All Folders
F - Apply Selections »
1 Test Unit#? & English Language and
* CREATED BY i - -Ki
e frfr s @0 review | Used 0 times ) Literature - Pre-Kindergarten,
IN Kindergarten, 15t Grade, 2nd
(@4 - 5TH COMM [2) Standards Aligned: Grade, Dﬂhl?r. )
+] Bellevue School District #405(1) Source: 4 - 5TH COMM
v SUBIECTS ﬂ BED Star':lards{lﬂ] Duration: 12 Minutes
Term: N/A
In
:":Enqh sh Language and sSCorm unit # & English Language and
Literat: 2 i -
iterature (2} G i G0 review | Used 0 times } Literature - Other
Source: 4 - 5TH COMM
T GRADES Standards Aligned: Duration: 10 Days
all | Ner (] Bellevue School District #405(1) Term: N/&

Hother (2)
¥ Pre-Kindergarten (1)

T I FIEY

Community Content Library

Alternatively: Type titles in the Search text field to locate a specific curriculum object and

click the Search Q icon.

Hint: The Search text field works only if you type the exact title of the curriculum object. It
does not recognize wild cards or similar spellings.

In the results, click the title of the object you want to add.
In the upper right corner of the page, click Add this <object>.
Select the location in your curriculum to add the object and click Add.
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Curriculum Pacing Guide View

The IMS offers an alternative view of the curriculum structure. Rather than providing a full
curriculum with units, lessons, activities, and assessments, you can use the Pacing Guide view.
This view presents the standards that need to be taught during each term, the suggested
sequence in which the standards should be taught, and an approximate number of days or
weeks to be allocated to teaching those standards. Teachers can use the Pacing Guide and
create or browse to units, lessons, and other instructional materials that are aligned to the
relevant standards.

Note: The Pacing Guide view is an optional feature, and may not be available in your district.
Also, the term “Pacing Guide” can be customized at the district level. For your organization,
this view may have a different name, such as “Instructional Calendar” or “Scope and
Sequence.”

Note: The Pacing Guide view is based on curriculum and curriculum objects created at the
district level. Any additional curriculum objects that teachers create within that curriculum are
not displayed in the Pacing Guide view.

Create a Pacing Guide View of Curriculum

When administrators create a new curriculum in the IMS, a new Academic Year field appears on
the Details tab. This field is mandatory, and is used by the system to create a Pacing Guide view.

In addition, the Term component must be enabled at the platform level, and the units created
under the curriculum must be based on a template that includes the Term component.

Within the curriculum, administrators and teachers create units as follows:

1. Inthe Unit creation wizard, on the Templates tab, select a template that includes the Term
component.

2. Complete the fields on the Details and Standards tabs, as usual.

3. Onthe Components tab, in the Term component, select the term in which the unit will be
taught.

4. Complete Sharing Options on the Share tab and click Finish. The unit is displayed in the
Pacing Guide view.

&g /th Grade Math Curriculum Hew, || Options .
CURRICULUM | STANDARDS
B 57 7th Grade Math Curriculum
Curriculum Details Pacing Cuide | Materials
- Gaomatry
~hlgebra B8] export POF view By Tarms -
- 3 First Expand Al Collapse A

» __ Geometry( 10 Days )

» _ | Algebra{ 10 Days )

Pacing Guide View
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Viewing Curriculum Materials

The Pacing Guide tab is visible only at the top curriculum level. There is also a Materials tab,
which displays instructional materials (that is, lessons, activities, and assessments) that are
created within a curriculum, unit, or lesson. There is no Materials tab for activities, assessments,
or SCORM objects.

The left navigation pane contains two tabs:

-J UNALICNED MATERIALS Curriculum Details Pacing Cuide Materials

Curriculum: On this tab you can navigate through the hierarchy of the curriculum, to view
various levels of curriculum objects. You can switch to this tab at any time.

Standards: This tab opens in the navigation pane when you click the Materials tab in the
information pane. It displays standards aligned to the curriculum objects listed in the
Materials view. You can view the Standards tab only when you are in the Materials view.

& 7th Grade Math Curriculum New,  Dalats  Options

CURRICULUM | STANDARDS

L e A UL R L LT Ordar Unit Mama Term Ouration | Rating Required Options

Update

U s Gaomatry First 10deys WEUGQ ] 2L

SELECT ALL 2w - Algabra Fist 10days WHEHEWE Fd '™

= BSD Standards

=l College- and Career-Readiness Standards and

A V17 1n Grade 7, instructional time
¥l 7.1 students extend their
¥l 7.2 students develop a unified
¥1 7.3 Students continue their wark with
¥ 7.4 Students build on their srevious

Materials View

On the Standards tab, you can filter the standards to display any of the following:

Unaligned Materials: Displays materials that are not aligned to any standards.

Materials aligned to other standards: Displays materials that are aligned to standards other
than those available at the parent level.

Individual standards: Displays only those materials aligned to the selected standards. By
default, all standards are selected. You can de-select all standards by clicking the Select All
check box, and then select individual standards. On the Materials tab, materials that are
aligned to the selected standard are highlighted; other materials are grayed out.

If a listed standard has been correlated to another standard, the Correlation icon appears next
to it. You can hover over the icon and select to display the correlated standard(s).

On the Materials tab, you can do any of the following:

In the Options column, click the Schedule icon to schedule an activity or assessment.

In the Options column, click the Assignments icon to view assignment history for an activity
or assessment.

To reorder the materials on the Material tab, click the drop-down arrow in the Order
column, and select a different order.
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Export Pacing Guide to PDF

1. Signis as an administrator or teacher and navigate to the top level of a curriculum with the
Pacing Guide view.

2. Inthe View By drop-down list, select Terms or Year.

3. Click Export PDF. The PDF is created.

& 7th Grade Math Curriculum Hew, | Options
Curriculum Datdils | Pacing Guide | Matenials
B Export POF View By Terms -
i 1 :
w |5 | First Expand all | Collapse All

» | Geometry( 10 Days )

¢ . Algebra( 10 Days )

Resources

Resource Library

The Resource Library is a repository of media files (video, audio, and text files). When you add
resources to curriculum objects, you may have the option to add the resources to the Resource
Library. If your school's configuration includes this feature, you can also browse the Resource
Library and select items to add to your curriculum. You can add a resource to the library only
while you are creating the curriculum object. You can add a resource to a curriculum object from
the library, either while you are creating the object or after the object exists.

Add a File to the Resource Library

1. From the Details tab of a new curriculum object, click Add next to Resources.
2. Select File. Only files can be added to the Resource Library.
3. Choose the audience for the resource.

e Teachers: Can be viewed by teachers only

e Parents: Can be viewed by parents and teachers only

e All: Can be viewed by administrators and teachers only

Note: Step 3 affects viewing rights for the resource within your curriculum object. It has no
bearing on the viewing rights within the Resource Library.
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Resource for whom

Q) Teachers (vievable by teachers)
Parants (vievable by parants. and taachars)

Students (Vievable by students snd teschen)

Students and Parents (viewable by students. parents, and teachers)

All Users

You can edit the tithe or upload additional files while you wait

Math resounces T Yigw Eilg

L Do you want to add to Resourcs Library? -—

Stop all uploads

Add resource to library

Click Browse Desktop and locate your file.

Click Open.

After the file loads you can:

e Type over the file name to change the title.
e Click View File to preview the file.

Beowae Desibop Done

Select the Do you want to add to Resource Library check box.

Select a Category from the drop-down box displayed beside the resource title.

Type a Description to assist others when searching for resources.

You can edit the e or upload additional files while you wait

Math Fact #2 UnCategaorized

EDO you want te add te Resource Library?

Descrpton (max length 500 characters)

Stop all uplasds

- Viaw Fila

Brovae Desktop...

Done

Add Resource File dialog expanded

10. Click Done.

Select a Resource from the Library

1. On the Details tab of a curriculum object, click Add next to Resources, and select Browse

Resource Library. The Resource Library window displays My Resources.

2. Click one of the Search For or Categories options. Results appear in the right pane.
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Resource Library -
SEARCH FOR
[l My Resources [ Al [magas
B Favorites )
2 Autumn Leaves
I
& AN Files m Addad by Muthu
3 Al Images ,_.’J
[ Al Tools h Add =
il Audic
] video
sprite_commaon
CATEGDRIES fds
= Y S
B Language
._j Science
;I Social Sdence )
my image
ES Rubries m my
et
E’J add &
my image
e [ im0 1
Go to:(l of 1 |10 perpage W S

The Resource Library window

3. Locate an item from the results pane and click Add.
4. Select an audience.
5. Click Done.

Add a Resource to Favorites

1. On the top navigation bar, click Applications and then click Resource Library. A list of all
resources appears.

2. Locate an appropriate resource.

3. Click the Favorites =icon beneath the resource. The resource is added to your Favorites.

e Toremove the resource from your favorites, click the Favorites icon again.

Add Resources

When you create a curriculum object, you can enrich it by adding one or more resources to it. A
resource can be a document, a web site, an image, or a multi-media file, such as a video. You
can add resources during the curriculum creation process, or later, after you create the object.
When you add a file as a resource to your curriculum, you have the option to also add it to the
Resource Library. The Resource Library is a repository of media files (video, audio, and text)
available for teachers and administrators within the school district. Teachers and administrators
can share resources, adding to and borrowing from the library.

When you add a resource, you specify the audience that you want to have access to it. You can
add resources for parents, students, or teachers.
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Add Resources to a Curriculum Object

1. Onthe The IMS pagebar, click Curriculum.
2. Do one of the following:
e Follow steps to begin creating a unit, lesson, activity, or assessment.

e Inthe navigation pane, locate the existing curriculum object to which you want to add a
resource, and click Edit.

3. On the Details tab, click the Add link displayed to the right of Resources. Your ability to add
resources is determined by the template used for the curriculum object.

4. Select the type of resource you want to add from the Resource Type drop-down.
e File: Use this option to load any file that is not a web address or an image.
e Link (URL): Use this option to display a link to a website.
e Text: Use this option to enter text directly into the tab.

e Browse Resource Library: Use this option to select resources that have been added to
the Resource Library.

Attach Link (URL) *

Resource for whom

9 Teachars (vievable by teschars)
Parents (viewable by parents, and teachers)
Students [Viewabls by students and teachars)
Studants snd Parants (viewable by studants, pasents, and teschars)
All Uiers

Links to add

Titls (optional): Wabsite sddress [URL):*

Cancel Add

The Attach Link (URL) window

Select Teachers, Parents, or All Users as the audience for the resource.
Type the Resource Title. This appears on the Details tab for others to see.
Load your resource item.

e File: Click Browse, locate your file, and in the Choose File dialog box, click Open Then
click Upload to add the file.

e URL: Type or paste the web address in the Resource field.
e Text: Type text in the Resource field and click Add.

e Browse Resource Library: Locate the resource you want to add, click Add, select the
Audience, and click Done.

Click Add.

Continue creating or editing the curriculum object.
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Resource Library

The Resource Library is a repository of media files (video, audio, and text files). When you add
resources to curriculum objects, you may have the option to add the resources to the Resource
Library. If your school's configuration includes this feature, you can also browse the Resource
Library and select items to add to your curriculum. You can add a resource to the library only
while you are creating the curriculum object. You can add a resource to a curriculum object from
the library, either while you are creating the object or after the object exists.

Add a File to the Resource Library

1. From the Details tab of a new curriculum object, click Add next to Resources.
2. Select File. Only files can be added to the Resource Library.
3. Choose the audience for the resource.

e Teachers: Can be viewed by teachers only

e Parents: Can be viewed by parents and teachers only

e All: Can be viewed by administrators and teachers only

Note: Step 3 affects viewing rights for the resource within your curriculum object. It has no
bearing on the viewing rights within the Resource Library.

Resource for whom

Q) Teachers (vievable by teachers)
Parants (viewabla by parents. and teachers)
Studenta (Viewable by students snd tescher)
Students and Parents [viewable by students. parents, and teachers)

All Users

You can edit the title or upload additional files while you wait

Math resounces ¥ Vigw Filg

| Do you want to add to Rescurce Librarny? s

Stop all uploads Beowae Desibop Done

Add resource to library

Click Browse Desktop and locate your file.

Click Open.

After the file loads you can:

e Type over the file name to change the title.

e Click View File to preview the file.

Select the Do you want to add to Resource Library check box.

Select a Category from the drop-down box displayed beside the resource title.
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9. Type a Description to assist others when searching for resources.

Wou can edit the ithe or upload sddiional files while you wait

Math fact #2 UnCategorized

E Do you want te add te Resource Library?

Descrpton (max length 500 characters)

Stop all uplasds

Brovae Desktop...

Done

Add Resource File dialog expanded

10. Click Done.

Select a Resource from the Library

1. On the Details tab of a curriculum object, click Add next to Resources, and select Browse
Resource Library. The Resource Library window displays My Resources.

2. Click one of the Search For or Categories options. Results appear in the right pane.

Resource Library
SEARCH FOR
uiﬂ My Resources lﬁ All Imagas
B Favorites
= Autumn Leaves
6 A Files m Added by Muthu
i Al Images b
ﬁ all Tools m Add -
B Audio
[Hl video
sprite_comman
CATEGDRIES fds
bz
& Math m "
-
B Language
B science
B social Scence .
my image
E Rubrics fdsa 9
add -
my image
e ol m
Go to:|l .oF:. :mpnrwpe v:

Cone

The Resource Library window

3. Locate an item from the results pane and click Add.
4. Select an audience.
5. Click Done.
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Add a Resource to Favorites

1. On the top navigation bar, click Applications and then click Resource Library. A list of all
resources appears.

2. Locate an appropriate resource.
3. Click the Favorites =icon beneath the resource. The resource is added to your Favorites.

e Toremove the resource from your favorites, click the Favorites icon again.

Duplicate, Copy, and Move Curriculum Objects
You can save time creating curriculum with duplicate, copy, and move commands.

e Duplicate: Creates an exact copy of a curriculum object. Use this function to maintain

consistency in your instructional presentation. For example, create a lesson for a chapter of

a novel and then create a duplicate. Edit the lesson details and change the title in the
duplicate to create lessons for a new chapter. Continue to ensure that all lessons follow a
consistent flow.

e Copy: Creates an exact copy of the curriculum object in a new location and keeps the
original object intact.

e Move: Removes an object from one location and places it in a new location.

These actions follow a parent/child hierarchy. For example, when you copy a unit, all lessons,
activities, and assessments created within the unit are included in the copy.

You can duplicate, copy, or move only curriculum objects that you have created.

Duplicate, Copy, or Move Curriculum Objects

On the top navigation bar, click Classes and select Teach.
In the navigation pane, select the appropriate class.
On the pagebar, click Curriculum.

e N e

In the navigation pane, locate the appropriate object:
e Unit: Click the Unit Listing tab and locate a unit.

¢ Lesson: Click the Unit Listing tab, click a unit, click the Lessons/Activities tab, and
locate a lesson.

e Activity/Assessment: Click the Unit Listing tab, click a unit, click the Lessons/Activities

tab, or click a lesson, and locate an activity or assessment.
Click check box(es) to select curriculum object(s).

In the upper right corner of the page, click Options and select the appropriate action.

Duplicate and Copy to require you to select a location for the copy. You can select multiple

locations. Move to requires you to select the location for the object. You can move to only
one location.
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§ %
L

Where would you like to save these copies ta? The originals
will rarmain in thair currant locations

3] 1217 Sectionl
2] MATH - P2
& MATH - P4
= MATH - PS
- [ 7th Grade Math
!_]Car|s derma
3 [ Perirmeter, Ares, and Veolurme
[ reducing Fractions
4l [ oaily Five Launch
] unit for 2ample Testing

*| !_] Destination Math 3

Cancal Ok

Copy dialog box

Note: You can copy an object from one class to any of your other classes, but you can move an
object to only one other unit or lesson within the same class.

Edit/Delete Assessments

Teachers can edit or delete only those curriculum objects that they have created. Administrators
can edit state or district level curriculum objects in accordance with their author rights. Only
administrators can edit the curriculum level. No one has general access to delete the top
curriculum level from within the application. A system administrator can delete the top
curriculum level through database access.

View and Edit Curriculum Objects

You can edit curriculum objects from a listing page.

Note: Hover over a link within the curriculum to view the attributes with which the entity is

aligned.

1. Onthe pagebar, click Curriculum and follow a path as noted below:

You can edit classroom curriculum from any of the following paths:

Unit: Select a class, expand a curriculum, and click Unit Listing tab.

Assessment: Select a class, expand a curriculum, select a unit, and click
Lessons/Activities tab.

Lesson: Select a class, expand a curriculum, select a unit, and click Lessons/Activities

Activity: Select a class, expand a curriculum, select a unit, and click Lessons/Activities

Note: If you are using the Pacing Guide view, the Pacing Guide tab appears instead of the Unit

Listing tab, and the Materials tab appears instead of the Lessons/Activites tab.

55




Pinnacle Instruction Teacher's Guide

2. Locate the curriculum object you want to edit and, in the Options column, click the Edit
icon.

Alternatively: From the Lessons/Activities tab, click an assessment or activity title and, in
the upper right corner of the window, click Edit.

Note: Once you schedule a curriculum object, depending on your configuration, edits may
adversely affect scores of any students who have already taken the assessment. However, you
can make changes. Follow one of the paths outlined above, but instead of selecting a
curriculum object, click to open it. Then, click the Assignments tab, select a version, and click
Edit this version for the appropriate version. Other versions of the object are not affected.

Delete

e Locate the curriculum item you want to delete (see "View and Edit Curriculum Objects,"

step 1) and, in the Options column, click the Delete D icon.

Note: You can delete several curriculum objects at once from listing tabs. Select multiple check
boxes (found to the left of the Order column) and, in the upper right corner of the window,
click Delete.

Additional Edit Access

The Details tab of curriculum pages provides additional editing access. For curriculum, units, and
lessons, an Edit link appears in the upper right corner of the window. Activities and assessments
display an Edit icon.

Click any level of curriculum in the navigation pane or on a listing page. The Details tab opens in
edit mode.

Note: Assessments can be updated as a result of updates to an item that is used in the
assessment. For more information, see ltem and Assessment Versioning Process.

Edit an Assessment When You Schedule It

During the scheduling process, the Edit Assessment button appears in the upper right corner of
the window. You can make edits to the assessment and return to the Schedule page when
complete.

Schedule, Distribute, and Review

After you create curriculum, you can schedule instruction, distribute assessments, and review
student submissions. You can also analyze reports to assess progress.

Refer to the following topics for step-by-step information:

e Schedule Lessons, Activities and Assessments

e Schedule a Lesson - General

e Schedule an Activity - General

e Schedule an Assessment - Online

e Schedule an Offline/Paper Assessment
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e Generic Assessment Response Sheets

e Schedule from Planbook

e Schedule from Learning Plan

Scan an Assessment

Review an Assessment

Review an Activity

Retract a Scheduled Activity or Assessment

Schedule Lessons, Activities, and Assessments

When you schedule lessons, activities, and assessments, the IMS adds them to the Planbook and
At A Glance pages. Lessons can be viewed without being scheduled, although the option to
schedule is available for teachers who prefer to track lessons.

Note: Activities and assessments that have been scheduled are often referred to as
"assighments."

Refer to any of the following topics for step-by-step instruction:

Schedule a Lesson

Schedule an Activity

Schedule an Offline/Paper Assessment

Generic Assessment Response Sheets

Schedule from Planbook

Schedule from Learning Plan

Schedule a Lesson

1.

Access the Scheduling Options window from either of the following paths:
e When you create the lesson, on the Share tab, click Finish & Schedule.

e On the Lessons/Activities tab, in the Options column for the appropriate lesson, click

the Schedule icon .

Note: If you are using the Pacing Guide view, the Materials tab appears instead of the
Lessons/Activities tab.

Select the date you want the lesson to start.

Note: You specified the Duration when the lesson was created, but you can change the
Duration here.

Select the Schedule to audience. The Pick Students option displays a class roster from which
you can select specific students.

NOTE: The IMS offers you a link to Add Unrostered Students. This may not be done since
unrostered students cannot be entered directly into the IMS. See Student Roster for more
information.
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4. Click Schedule.

LA Glancs Assignments Calandar  Class Pages m Gradebook  Learning Plan  Planbook Reports | Student Roster

<<Back to Curriculum

Edit Lesson
Schedule: Untitled Lesson... —

Scheduling Options
Schedule for: 0%/ 06 £ 2012 j

Duration: ™ Days

* Student list will ba bazed on active studant enrollmant for salected assignmaent schadule dates
Schedule to: @ 4l Students
Pick Students

Add Unrostered Students

Cancel Schedule

The Scheduling Options page

Schedule an Activity
1. Access the Scheduling Options page from any of the following paths:
e When you create the activity, on the Share tab, click Finish & Schedule.

e On the Lessons/Activities tab, select the activity and click the Schedule icon L==1.
e On the Activity Details tab, click Schedule.

Note: If you are using the Pacing Guide view, the Materials tab appears instead of the
Lessons/Activities tab.

e Rubric: Type a clearly defined set of criteria by which the activity will be assessed.
Explain the scoring activity, if applicable.

e Grading: Select Allow Activity to be Graded to indicate that the activity will be graded.
If you select this, you must also type the maximum points possible for the assignment in
the Max Points field.

Note: If you select No Response for the Activity Type, this option is not available.

3. Select the Schedule to audience. (should this be included for PD reasons only, if teachers are
going to be students?)

e Everyone: All students enrolled in the course.
e Pick Students: Displays a class roster from which you can select specific students.
e Pick Teams: Displays a list of teams you created previously for the class.

e Create Team: Provides a text box for a team name and displays the class roster from
which you can select team members.

4. Type or select the Schedule date, Due date, and optionally, Closing date.
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e Schedule date: The date the activity appears as available on the Planbook and At A
Glance pages.

o Due date: The required completion date.

e Closing date: Same as required completion date.

Note: Most teachers leave the Closing date blank to accommodate excused absences and
make-up work.

6. Click Schedule.

T R S i o e s o e I e

Scheduling Options
Schedule date |7 e ioaiz
Dud date(” oe/oei 12
Closing date(?
Schedule to @) Everyone

Pigk Students

Pick Teamns

Creaie Team
More Options
Festrict Acoess 10 Resources before assigned date:NolEds
Restrict Ascess after Submissians Na[Ediz]
Allgw RUdents 1o parom spalicheccNalSait

Cancel Schedule
Schedule Activity page

Schedule a Paper Assessment

You can create a paper version of an assessment with response sheets that you scan to populate
scores in the IMS. For paper assessments, you can print response sheets for each student with
the student's ID, the class ID, and the assessment ID imprinted as part of the bar code in each
sheet. Alternatively, you can create generic assessment response sheets on which students fill in
the bubbles to indicate their student IDs. The class ID and assessment ID will still be imprinted in
the bar code of each sheet.

1. Access the Scheduling Options window from any of the following paths:
e When you create the assessment, click Finish & Schedule on the Share tab.

e On the Lessons/Activities tab, select the assessment and, in the Options column, click

the Schedule icon .

e On the Assessment Details tab, in the upper right corner of the window, click Schedule.
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2. Fordistribution method, select Paper.
3. Complete steps 3-4 from "Schedule an Online Assessment" above.
Select the Schedule to audience.
e All Students: All students enrolled in the course.
e Selected Students: Displays a class roster from which you can select specific students.

Note: Only rostered students can be scheduled for an assessment.

Review and edit options as described in "Schedule an Online Assessment" above.

Click Preview to view the response sheet. For generic assessments, in the Preview for drop-
down list, select Generic response sheets.

Print the response sheets.
Click Schedule.

(Select a distribution method for specific options
How would you like te hand out this assessment?
Q@ Papar tE W t
Online[Student
Scheduling Options
.
Assignmant name 1% v skills assessment _06/06/2012_3:38 AM
Schadule data™(7]: 0& f 06 /f 2012
Dua data®[?): 06 f OB/ 2012
Cloging date{?): Opbona
Duration:® 12 rrina
* Student list will be based on active student enrcliment for selected assignmant schedule dates
Echedule to: Q@ all Studants
Selected Students
b alinon s s, s ot abndiuipinest, . i, p———
i ] .

Schedule Paper Assessment

Generic Assessment Response Sheets

To create generic assessment response sheets, complete the steps in "Schedule an Offline/Paper

Assessment." Note that the following settings are required:

e In Print Layout options, for Print Format, select Separate question and response sheets.
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Print format:

Combined booklet eparate question and rezponss sheea

Use This Use This

Print Format window

In the Preview window, in the Preview for drop-down list, select Generic response sheets.

Schedule from Planbook

1. On the pagebar, click Planbook.

2. Hover over the calendar date associated with the appropriate class, and click the Add icon
=]

3. Inthe left navigation pane, expand curriculum to the appropriate lesson, activity, or
assessment.

4. Continue with the appropriate schedule steps provided above.

Schedule from Learning Plan

1.
2.

In the left navigation pane, select the appropriate class.

On the pagebar, click Learning Plan, or on the At A Glance page, locate the Learning Plan
calendar.

Click the appropriate date on the calendar.
Click Add more activities.

In the left navigation pane, expand curriculum to the appropriate lesson, activity, or
assessment.

Continue with the appropriate schedule steps provided above.
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Retract an Assignment

An assignment is an activity or assessment that has been scheduled. You can retract an
assignment if it is no longer needed or if you scheduled it by mistake. Administrators can retract
all scheduled assignments. Teachers can retract only assignments that they have scheduled for a
class.

Note: If you want to change an activity or assessment after it has been scheduled, you can
modify it instead of retracting and rescheduling. See Edit/Delete Curriculum Objects.

Retract an Assignment

1. On the top navigation bar, click Classes and select Teach.
2. On the pagebar, select Curriculum.

3. Inthe left navigation pane, select the appropriate class and unit, and then click the name of
the activity or assessment that you want to retract.

4. On the Details page for the activity or assessment, click the Assignments tab.
5. Locate the assignment and click the Assignment Name.
6. Click Retract to cancel the scheduled activity or assessment.
7. Click Yes to the confirmation message. Once retracted, you can click Schedule in the
assessment header to reschedule.
#Back to curriculum
& Exercise: Polygon Capture (Assigned for 8/29/2011) Schedule to more students Retract
Details Review Results
Student Submission Date Submission Status
Son, Briggs 08/29/2011 03:27 PM Answerad
Retract option on the Results tab
Retract from Planbook

1. On the pagebar, click Planbook.

2. Hover over an item on the Planbook page, and a drop-down arrow appears.

3. Click the drop-down arrow and click Remove & Retract. A confirmation message appears.
4

Click OK. The IMS removes the assignment from the Planbook page.

Retract from Assignments Page

1. Onthe pagebar, click Assignments.

2. To find the assignment, either filter or search the assignment list.

3. Inthe Options column, click the Retract icon 1. A confirmation message appears.
4

Click OK. The IMS removes the assignment from the Planbook page.
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Scan and Upload an Assessment

When you use assessments, the IMS creates student-specific answer sheets that students use to
record their responses. Each answer sheet includes a bar code that identifies the student,
teacher, class, and assignment. Alternatively, you can create generic assessment response
sheets on which students fill in the bubbles to indicate their student IDs. The class ID and
assessment ID will still be imprinted in the bar code of each sheet. After students take the
assessment, you must scan student answer sheets so that scores can be imported into the IMS.

Any school-approved personnel can scan answer sheets. Scanning requires at least one scanning
hardware device or a printer with pdf, gif, or tif capability. You save answer sheets as a scanned
image (many printers offer a print-to-PDF option) and then upload the resulting scanned answer
sheet file from your computer. The upload option queues files for loading, so several teachers
can load answer sheets at the same time, and the IMS network handles the requests for loading.

Scanning Guidelines

e Set scanner resolution to 150 or 200 dpi.

e Use scanner in Black and White setting.

e Set scanner to Text option if your scanner offers Picture-to-Text settings.

e PDF files cannot exceed 7MB (approximately 175 pages).

e Answer sheets must be vertically aligned (portrait) and original size (no scaling).

e Check the scanned image for the following alignment: Top/Bottom margins approximately
1/2 inch; Left/Right margins approximately 3/4 inch.

Upload Scanned Assessments

You can save an assessment in any scanned format (including pdf, gif, or tif) and use web
services to upload data to The IMS.
1. Scan documents to an accessible location.
2. Signinto the IMS.
3. In the top navigation bar, click Applications and select Upload Response Sheet.
4. Click Choose File and browse to your file. You can select up to five files at a time.

Al Classes
Upload Response Sheets

Browse for response sheets to upload:
« Upload student rezponze theets, We accept -
the following file types: &iff, pdf No file chosen
+ Itiz recommendad that you scan the Choose File | 4o file chosen

rezponse theetz at 200 dpi to minimize file
size. The scanned files must be in black snd [choose Fila Ho file chosen
s hite.
+ The response sheets will get scored Choosa Fila | yo file chozen
automsticslly. Some iterms may require your
input. Choose Fils | o file chosen
« Mgrg Hpg on goanning... BXTHHNI Do FiTd ® ISR upload all Files
Tha files ware scannad with a printing resolution of
200 dpi

Upload Response Sheets window
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5. Click Upload All Files.

Note: If you have unrostered students, you must wait until they are rostered before you can
scan their assessments.

Scanning Issues

Scanning issues are reported within the scanned document, so you can identify the problem
quickly and take steps to correct it.

In the left navigation pane, select the appropriate class.

On the At A Glance page, in the Lesson Plan section, click Required Review.

Click the title of an assessment.

Click the Review tab.

In the Show drop-down list, select Review Required.

A

Review answers. Any scanning errors are noted within the student response area in a red
highlight box.

4 5

Question 5 Madel Answer (20.00 points):
What 15 the executive branch of the LS. The President, vice president, cabinet and
governmeant? departments under the cabinet members
Blaz=k, | Student response has not baen scanned

Scanning Error

Review an Assessment

The IMS places assessment scores in the assessment Review tab. The IMS scores multiple choice
and true/false questions. However, fill-in-the-blank, constructive response, exhibit passage, and
student produced response questions require a teacher review and manual scoring.

You review responses only for classes that you teach.

Review an Assessment
There are several paths you can take to access an assessment Results tab.

1. On the top navigation bar, click Classes and select Teach.
2. Inthe navigation pane, select the appropriate class.
3. Open the assessment from any of the following paths:

e For assessments due or assigned for the current day: On the At A Glance page, in the
Today section, click the assessment title, and then click Review.
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e For assessments that include questions other than multiple choice or true/false: On th
At A Glance page, in the Required Review section, click Review.

e

e For all assessments: On the Curriculum page, select the appropriate class, and navigate

through the curriculum structure to the assessment. Click the Assignments tab, expan
the appropriate version, locate the appropriate date, and click the assessment title in
the Assignment Name column. Click Review.

4. Inthe Filter by drop-down list, locate the appropriate student and select Review Required

d

Note: Question tabs in yellow require a review and manual score.

[J perimeter, Area, and Yolume Summative Assessment (Assigned for 10/17/2009) Fetrack

Schedule to more students

Preview Cetails Review | Results Schedule History

Filtar By: All Students % | Raviews Raquited %
1|2 |3|4|5|6 |7 |8|9|10[11|12
Queston 3: Model Answer(2 Points):
Find the area of the triangle. Please show all work 2
A=6cm

The Assessment Review tab

Optional: For each required review, type a value in the corresponding Points field located to

the right of the student response, and then click Done.

Optional: To review assessments created with Mastery Scoring with Item Level, select the
mastery level that corresponds to the student's answer. Then select either Correct or
Incorrect as the Validation type.

’ Hint: You may need to scroll to the bottom of the response form to see the Done button.

Write Reflections

You can add notes, or reflections, on a specific unit or lesson.

Write Post-Unit Reflections

1. On the top navigation bar, click Classes and select Teach.
2. Inthe navigation pane, select a class.
3. On the pagebar, click Curriculum.
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Expand the curriculum in the navigation pane and click the appropriate unit.
5. Click the Reflections tab.

Optional: Click the Lessons/Activities tab, select a lesson, and then click the Reflection tab.

Type comments.
Click Save.

Lesson Details Lessons | Activities Reflection {0) Review ;5 5 (0)

Enter your reflection: DEMDEI2012

| [ sower | G@lie (BaHeiBI Umxm@EE|l &
E=z==ia 2ofteo=Eone
i Sryles = Format Norma =| Font TimesNe - Size 12 - [Per A-|VE] W L=]

This lesson was particularly challenging for most students. In the future, we should present more introductory material
first |

Cancsl Save

Reflections

Note: You can create as many entries as you like. Each entry is dated for the current day;
however, you can change the date. You can print entries, edit them, or delete them.

Once created, you can edit, delete, or print reflections.

e To edit an entry, click the Edit icon.

e To delete an entry, click the Delete Dicon.
e To print an entry, click Options, select Print Preview, and then click Print.

e Optional: To perform a spell check, click the Check Spelling icon 4 in the text editor.
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4

Item Bank Overview

An item bank is a repository of assessment questions. IMS administrators create an item bank
shell and select whether to import content, allow others to create content, or use both the
import and create options in combination. Teachers can browse an item bank and add item
bank questions to assessments they create.

For organizations that will create their own item bank content, administrators must assign item
bank roles. Item bank roles assign appropriate rights that allow you to create, review, and
publish content to an item bank.

Note: The Item Bank feature includes several options that must be configured for your school.
If you do not see all options, see your IMS system administrator for guidance.

Item Bank Content Creation and Review

The IMS supports an item creation workflow that ensures content meets a standard for quality
and consistency. The workflow introduces four levels of checks and balances: creation, review,
publishing, and best practice review.

The following steps outline the workflow:

1. An author creates a new item and submits it for review.
A reviewer makes recommendations and awaits editor approval.
An editor approves recommendations and returns the item to the author for revision.

The author revises and re-submits the item.

vk N

The editor can publish or reject the item. Publishing an item adds it to the item bank. The
editor can also forward an item to the best practices administrator.

Note: Editors must determine best practice review submission before publishing an item.
Once published, the option to forward for a best practice review is no longer available.

6. The best practices administrator reviews an item to determine whether it meets the
organization’s definition of a best practice. If valid, the item is marked as "meets best
practices." When creating an assessment, teachers can filter items to select only best
practice-vetted items.

Note: An item bank must exist as a container before you can create content. See Create an
Item Bank.

Create an Item

Only persons with author or super author rights can create items. (System administrators assign
these rights when adding staff.)

1. Signin with author or super author rights and, on the top navigation bar, click Manage.
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. In the navigation pane, select an appropriate organizational level (district or school), and on
the pagebar, click Item Bank.

. On the Item Banks page, select an Item Bank. A new page opens with several tabs. The My
Items tab displays existing item bank items.

. Click New and, in the Create New Items list, select an item type.

Note: See Item Types for more information about item types.

In the Create an Item window, do the following:

a. Select an Item Level. This value is used for mastery scoring. If your district is not using
mastery scoring, you will not see this field.

b. Select the Subject and the Grade for the item.

Note: The following optional steps must be configured and may not be available for your
school or district. See your IMS system administrator for help.

Optional:

e Select a Source name. This supports filtering for item bank searches. If no source exists,
click Create New to create one.

e Type a Copyright Year. This supports filtering for item bank searches.

e For Exhibit Passages, type a Lexile value from 0 to 2000. This supports filtering for item
bank searches.

e Type avalue in the Points field.

Note: Teachers can change point value when they select the item for an assessment, but
it retains the value you assign here as the default item bank value.

Type the question text.

Create an tem

7. Click the Answer Choices tab and select or type the correct answer and, for multiple choice

Cwastion Tpa

Subgect

Grade Range

True | False

Mathematics

5t Grade

S 347-58=199

ot Grade

guestions, add the alternative answers.
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Create an lem

=

Coamtion Typic Tros / Falss - [T o Source -

Masbery Level

Subjea

Grade Range 4th Gende w - Sth desce - [ - -]

Tha andesd o True

@ Tha ansewr i False

“Requieed fiekds  [F o0 oo Cancal Add || Add b Clove

Optional: On the Remediation tab, type remediation information.
Optional: On the Standards, select standards that the assessment item covers.

Optional: On the Attributes tab, select any applicable Bloom and Marzano cognitive levels
and keyword sets, and type appropriate basic attributes and tags.

The History tab displays the revision history of the item, if applicable.

Note: The area where you type the question and answer text contains a rich text editor,
allowing you to format your questions and answers. For items that include mathematical
equations, the rich text editor includes an Equation Editor 2 , which enables you to insert
mathematical symbols into equations.

Check Send for review to place the item in the reviewer and editor queues.

Click Add to complete the item and create another, or Add & Close to complete the item
and exit.

Individuals assigned the roles of item bank reviewer and editor in your school district see
the new item in their queues.

Review an Item

Iltem bank reviewers and editors ensure that items meet quality and consistency standards.
After an author creates a new item and sends it for review, the item status is Pending Review
and it appears in reviewer and editor queues.

1. Onthe Item Banks page, click an Item Bank title.

2. Click the Action Items tab, and in the Filter by drop-down list, select Pending Review. A list
displays all pending items.
3. Click an item in the Question Text column.
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Cverview Available lems My hems W Action ivems. Filter by Pnding Rissew
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i WOTLZAII000B0I2EE Towm or Faise fgi-Bed 247 15 Mathemaixs N2

A new page opens.

4. Inthe toolbar, click Add Recommendation. In the Enter Recommendation dialog box, type
your comments and click Add Recommendation.

Optional: You can click View History to show all actions for the selected item, including the
date the question was created, the name of the author, and all recommendations and the
dates they were added.

Revise an Item

Only item bank authors and super authors can revise items. The revision function is not available
until a reviewer or editor has submitted an item with comments.

Sign in with author or super author rights.

Complete steps 1-3 from Create an Item.

In the Filter by drop-down list, select Requires Revision. A list displays all pending items.

In the Question Text column, click an item.

Click Edit and make appropriate changes.

o ke wWwN R

Check Send for review to place the item in the reviewer and editor queues. Authors can
view the item from the View All option in the Filter by drop-down. The status is changed to
Pending Review.

Approve an Item

Only an editor can approve an item.

1. Sign in with editor rights.

2. Complete steps 1-3 from Review an Item.

3. Inthe toolbar, click View History and read reviewer recommendations.
4

Click Approve Recommendations. The item moves to the author queue where it appears in
Requires Revision status.

Note: If you do not approve recommendations, click Close and see Publish or Reject an Item.

Publish or Reject an Item

Editors have several responsibilities: they perform the review, approve the recommendations of
a reviewer, and make the final decision to publish or reject an item.

Note: Editors at the state level may have additional revision rights that are reserved for
authors-only at other organizational levels.

1. Signin with editor rights.

2. Complete steps 1-3 from Create an Item.
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3. Click the Action Items tab, and in the Filter by drop-down, select Requires Review.
In the Question Text column, click an item. A new page opens.
5. Inthe toolbar, click Review Item.

Optional: You can type comments in the Submission Notes tab.

Optional: You can select the item for Best Practices review. See Review for Best Practices

6. Click Publish or Reject.
e Publish: Adds the item to the item bank

e Reject: Removes the item from the item bank. A record remains with a Rejected status,
but the item is no longer available for edit or use by the author. Editors might reject a
question because it fails to add value to the organization, or does not meet established
criteria.

Published items move to the Available Items tab. You can continue with a best practices
review, or leave the item as standard item bank content.

Review for Best Practices

Best-practice administrators have two paths available for review.

e The workflow supports best practice compliance in a two-step process. First, an editor
assigns an item for best practices review. Next, a best practices administrator conducts the
review and evaluates items against best practice criteria.

e Best-practice administrators have an alternative option available. They can review
published items that were not sent for best-practice review and select them as best
practices. For this option, follow the alternative directions below.

Editor

1. Follow steps 1-5 from Publish or Reject an Item.

2. To forward to the best-practice administrator for review, click the Best Practice Notes tab
and select Yes.

Optional: Type notes to share with the best-practice administrator.

3. Continue with step 6 to publish the item. Once you publish, the item moves to the best-
practice administrator queue.

Best Practice Administrator

1. Sign in with best-practice administrator rights.

2. Complete steps 1-3 from Create an Item.

3. Click the Action Items tab and, in the Filter by drop-down list, select Recommended for
Best Practices.
Alternatively: For items not sent for review, click the Available Items tab.

4. Inthe Question Text column, click an item. A new page opens.
At the bottom of the page, click the Best Practice Comment tabs.
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6. Inthe Does this item comply with best practices? drop-down list, select the appropriate
rating.

e Not specified: Leaves the item unrated. The item remains in your Action Items queue.

e Yes: The Best Practice icon is activated for the item and the Write a Review button is
available.

e No: The Best Practice icon and Write a Review button are disabled.
Optional: Click Write a Review, type your comments, and click Save.

7. Above the item title at the top of the window, click Back to Item List.

Note: You can change the Best Practice rating from No to Yes and back, but once you select
either of these ratings, the Not Specified option is no longer available.

Create an Item: Item Types

When IMS administrators create item banks, they may choose to allow others to create items
for the item banks. For organizations that will create their own item bank content,
administrators must assign item bank roles. IMS users with author or super author rights can
create items and publish them to an item bank.

In the process of creating assessments, teachers can select items from an item bank, or they can
create their own items.

The procedures below describe the detailed steps for creating each type of item. They are
intended to supplement the procedures described in Create an Item and Create an Assessment.

e To create anitem for an item bank, complete steps 1-4 in "Create an Item," and then do
the appropriate steps below. When finished, return to "Create an Item" for additional
steps.

e To create an item for an assessment, complete steps 1-12 in "Create an Assessment," and
then do the appropriate steps below. When finished, return to "Create an Assessment" for
additional steps.

Create a Multiple Choice Item

This option allows you to create a question and multiple choice answers.

1. Select the Item Level, Subject, and Source.
2. Type the number of Points for the question.
3. Type the Question Text. Note that you can add graphics and media files.
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[create antem

Cuestion Tyoe:
Mastery Level
Subjec
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Sueaion Test

Answer Choioes”
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Question Text
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Who was the 16th president of the United States?
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Ne Source: -

Copyright Year.

Pointx
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4. Click Answer Choices and type appropriate answers.

Create an lem

Dusstion Type
Mastary Laval :
Subject.

Grade Range

Duastion Text'
Angwer Choioes:
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Add Standasds
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Answer Choices
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5. Click Add to create additional choices.

6. Select the appropriate Correct answer.

Add. Add & Cicse
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Optional: Add one or more Standards.

7. Click Add to add your question and create another of the same type, or click Add & Close to
add your question and close the Multiple Choice form.

True/False

This option allows you to create questions in a true/false format.

1. Select Item Level, Subject, and Grade.
2. Type the number of Points for the question.
3. Type Question Text.

Create an Item »
Queslion Type! .T-lue i -F.!I.lse L | R
fam Leval; Select tem lavel, w |
Subject Life and Physioal Sciences %
Grade: oih Grade “ |
= z . 1 = -
=| Souree 3 uﬁ i L) | ﬁ 'la? |E'ﬂ o |
Question Tesae |2 B T L s |2 x* BH IS E i=

8 @BOoeHOEEON

Remedistion: i Shies | Farmat Hommal - Font TimesHe. | =

[y
[
Il
1]

Ansesi Choices? 2

stndads @ |2 4 opL g u

The Theory of Belatiwity was developed by Albert Emstein

Julred el DPub!Ish

Canoel | Aad | | Add & Cloze

True/False Question Text

4. Click Answer Choices and select the correct answer.

() The an=zuer is Troe

() The answer is False
Question Text®

Anavwer Cholees®
Remediation:

Standards (O

® Requisd Held DPuhllsn
Cancal [ asd || #dd &Ciese

True/False Answer Choices
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Optional: Add one or more Standards. You are limited to the list of standards you added on

the Standards tab.

5. Click Add to add your question and create another of the same type, or click Add & Close to
add your question and close the True/False form.

Fill in the Blank

This option allows you to create questions and create blanks for student response.

1. Select Item Level.

2. Type the number of Points for the question.

3. Type the Question Text and include a minimum of four underscores for each blank.
(Multiple blanks must be separated by a space.)

Create an ltem

DQueslion Type.
ttem Level;
Subject

Grade.

Question Tesd:”

Ansieer Cholces” :

Remediation:

Standards (0

Fill in the Blank v Haiets 5
Level 1 - Recall w |
Life and P!w:in.!l Scigncas v.
:umouaae |

EGOUHC.; L]g[@ ; -&E'ﬁé;?. @a S
B T U e x* RelGlZ E =

[}
[k
(i

8 @OeNO@3IEO
ESM'&; * | Format Nemal =| Font 'TimesMe.. | =

= L S o)
thar - iqoE 2 0 .

The largest planet in eur solar system s

D Fublish
Canee| Add || Add & Closa

Fill in the Blank Question

4. Click Answer Choices and type appropriate answers. Complete only one answer for each
blank provided in the question.
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Fill in the Blank Answer

Optional: Type alternative answers or guidance for determining a correct answer if needed.

Optional: Add one or more Standards. You are limited to the list of standards you added on
the Standards tab.

5. Click Add to add your question and create another of the same type or click Add & Close to
add your question and close the form.

Constructive Response

This option allows you to create questions for free form response. This format is also known as
short answer.

1. Type the number of Points for the question.

2. Select the Response Size. This is the amount of space reserved on the answer sheet for the
student's response.

3. Select the Background. This allows you to display the question with a ruled background.

Optional: To add a response image, select the appropriate Response Size and Background
settings from the drop-down lists, and browse to select the Response Image.

4. Type the Question Text.

76



Item Bank

Create an ltem

Queslion Type:
ftam Level:
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Constructive Response Question

5. Click Model Answer and type an appropriate answer.
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Constructive Response Answer

Optional: Add one or more Standards. You are limited to the list of standards you added on

the Standards tab.

6. Click Add to add your question and create another of the same type or click Add & Close to
add your question and close the Constructive Response form.
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Exhibit Passage

This option allows you to create a text passage or image, such as a map, and create one or more
questions related to the displayed item.

1. Type a Passage Title.
2. Click the Exhibit Passage tab, and type or insert the passage.

Create an lem x
Famsage E
Fassaga Titla™ Englizh Lierature
Subject: Life and Fhysisal Sciences |
Grade: 101n Grade b
! B sourea £ By @ ﬁ-ﬂ%|@ﬂ =
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e
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| Cancel | Finizhed |
Exhibit Passage Tab
3. Click the Instructions tab and type instructions.
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Instructions Tab
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Click Add an Item.
Select a Question Type from the drop-down menu.
Type the number of Points for the question.

Optional: Select an item cognition level.

Complete steps appropriate to the question type selected.

Click Add an Item to add your question and create another of the same type, or click
Finished to add your question and close the form.

Quick Entry

This option allows you to create questions and answers in one process, using predefined codes
to format your assessment.

Note: This option is available only when creating an assessment. It is not used for creating
items for an item bank.

1. Click Instruction and Examples links as required.

2. Type assessment information using instructed format.

Quick Entry
Type the question snd answar chojoes* | Lile 2nd Physical Soences
1. Whal is the |argest contingnt on Earh?

a. Afica Grade.

b, Norh Americs | Othar |

& South America

*d. Asis Instructions & Examples

GEneral [nsktuctians

Multiple Choios

® [nstructions: Esch answer should begin
slphabst|c orser. The cofmect ANSwer she

[*).Maximum of 5 answears can only be g

® Example:z Pess

. | 1. Who was the first president of tha Unig
| Canoel LMJ, Add & Close |

Quick Entry window with multiple choice question

3. Click Add to include your question and create another of the same type, or click Add & Close
to add your question and close the Quick Entry form.
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Create a New Version of an [tem

After an item has been published to an item bank, you can make revisions to that item. The IMS
then assigns a new version number to the item. During the process of updating the item, you
indicate whether it is a major or minor revision. A major revision is one in which the item has
changed significantly, and student results for the revised version should not be compared to
results for previous versions. A minor revision does not affect the item content in any
substantive way.

When you create a new version of an item, the item goes through the same review and revision
workflow as you use when creating a new item. The item bank editor reviews the revision and
the major or minor classification. The editor can change the classification, if appropriate, and
then publish the new version of the item.

If the new version is classified as a minor update, then any assessment that includes that item
will be automatically updated with the new version. If the new version is classified as a major
update, then the author of any assessment that includes that item receives a notification of the
new version, and can opt to include the new version in the assessment or not.

Note: When an assessment is updated with a new version of an item, the updates are not
applied to any scheduled instances of the assessment.

The IMS assigns new versions as follows:

e Major revisions: Version number is increased by 1; for example, from version 1.0 to version
2.0.

e Minor revisions: Version number is increased by .1; for example, from version 1.0 to
version 1.1.

Item and Assessment Versioning Process

Item Author
1. Signin with author or super author rights and, on the top navigation bar, click Applications
and select Item Bank.

2. On the ltem Banks page, select an Item Bank. A new page opens with several tabs. The My
Items tab displays existing item bank items.

3. Click an item to open it, and then click Edit.
Enter revisions to the item.
5. Optionally, complete the following steps:

e At the bottom of the page, click Add update details, and type an explanation of the
updates. Then click Finished.

e Select the Major Revision check box if appropriate.
e Select the Send for review check box and click Save.

Item Editor

1. Follow standard process for reviewing items.
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2. Verify that the revision has been appropriately classified as a major or minor revision. Check
or un-check the Major Revision check box, if appropriate.
3. Iftheitem is approved, click Publish. The item is published to the item bank, classified as a
major or minor update.
e [f the update is minor, it is then propagated to all assessments that include that item.
The item and, if it has not yet been assigned, the assessment are assigned a new version
number.
e If the update is major, the authors of any assessments that include the item receive a
message in their Home page Tasks section, labeled Assessments Updates.
Assessment Author
1. Onthe Home page, in the Tasks section, click Assessments Updates. A list of assessments
that contain items with major updates is displayed.
2. Inthe Actions column for an assessment, click the Review icon to view the changes to the
item(s).
3. To accept updates to an assessment:
a. Select the check box to the left of the assessment title, and click Accept Updates.
b. Inthe Accept Updates pop-up window, select either Minor Revision or Major Revision,
and click Yes.
Note: If you accept updates, any currently assigned instances of the assessment are not
updated.
4. To reject updates to an assessment:

e Select the check box to the left of the assessment title, and click Reject Updates. The
assessment remains unchanged and the item is cleared from your Tasks.

Note: Once you reject an update to an assessment, if any subsequent updates are made to
the item, you will not receive notification and the updates will not be incorporated into the
assessment.

Browse an Item Bank

Teachers and school administrators can browse item banks to select questions for assessments.

To find questions that are appropriate for the grade level and subject you teach, you can filter
by subject, question type, grade level, and other criteria.

A o

On the top navigation bar, click Applications and select Item Bank.
In the left navigation pane, select a district or school.

On the Item Banks page, click the title of an item bank to open it.
Click Available Items.

Hover over an item in the Question Text column to preview an item.

Click the item in the Question Text column to view the details for a single item.
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Filter the Item Bank

Use Filter Options, available in the left navigation pane, to refine your search.

Filter Opticns

Kayword:
Subject:
<Select>

Grade Range:
<Select> w - <Selects

Type!
Show Al

D Best Practices

Filter By Standards
4 Choose standards...

Update

Settings

Clear all

The Item Bank Filter Options

Click Filter Options and then click Settings.
Type an Item ID to display a single item with the Item ID.

In the Keyword field, type a word or phrase to list only
items that contain the string you type.

Select one or more filters from the drop-down lists:

e Subject: Select to filter items by subject (math,
literature, science, etc.)

e Grade Range: Select to filter items by a grade or
range of grades.

e Type: Select to filter items by item type (multiple
choice, true/false, etc.)

Click Best Practices to list only items that have been
flagged as meeting your organization’s best practices.

Click Choose standards to list items that have been
aligned to one or more standards.

Click Update to display all items matching your criteria.
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Peer Review Teams

System administrators can create Peer Review Teams to review curriculum objects (units,
lessons, activities, and assessments). When a peer review team approves a curriculum object, it
is added to the Community Content Library (CCL), to be shared at the parent organization level
(for example, the state or the district). All curriculum objects that have been approved by a peer
review team are designated as "best practice" objects. The object is then available for teachers
throughout the organization to use in their classes. Peer review teams are composed of selected
staff from across the organization with expertise in a given area (for example, 7th grade
mathematics).

A teacher or school administrator must have CCL author rights to share objects to the CCL and to
submit objects for peer review. Once submitted, the curriculum object appears under Tasks on
the home page of each member of the peer review team.

The Peer Review Team workflow must be configured. Your district may choose a one-step
process or two-step process for review.

Peer Review Tasks

Refer to the following topic for step-by-step instruction:

e Peer Review Process

Peer Review Process

When a teacher or school administrator with CCL Author rights submits a curriculum object for
peer review, the IMS assigns the object to an appropriate peer review team. The selection of a
peer review team is based on the subjects and grades specified when the peer review team was
created. When the object is assigned to a peer review team, a peer review task appears on the
Tasks page for each member of that team.

Note: The Tasks page is also referred to as the Work Baskets page.

Submit Objects for Peer Review

A teacher or school administrator must have CCL Author rights to submit curriculum objects for
peer review. CCL authors submit objects for review from the object Sharing tab. Templates
define peer review options.

1. Follow appropriate steps to create a unit, lesson, activity, or assessment.

2. When you reach the Share tab, select Send for Peer Review. The item then appears for
appropriate PRT members on their Tasks page.
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Sharing Options

‘Would you like to share this activity for others to use?
9 Send for Peer Review and share with My School Districts
Share with My Schoaol
Share to My Content

Note: If you select Send for Peer Review, the object is saved to My Content until it has
successfully completed the peer review process.

Note: Curriculum objects that successfully go through the peer review process are made
available to teachers throughout the parent-level organization (for example, the district). CCL
authors can also share their objects only with their school. In this case, the object does not go
through the peer review process.

Review Community Content Library Objects

To review CCL submissions, peer review team members do the following:

1. Onthe Home page, in the Tasks section, click Community Content Library Submissions.
2. Locate the Status column. For each object with a status of Requires Review, click the Title.
3. Review the content displayed in the lower pane.

e Click Browse this <object> to open the object Preview, Details, and Review tabs for
more information.

e Click the Review Instructions tab to read information created for the PRT.

e For objects you select to Revise, type instructions to share with the author in the
Review tab text box.

e Typeinthe Comments tab text box and click Submit Comments to share with other
reviewers.

4. Onthe Review tab, click either Approve or Revise.

Final approval of the curriculum object depends on whether the peer review team is
configured for a one-step process or two-step process.

e For ateam with a one-step process, after all members of the peer review team have
approved the object, the object is automatically approved and added to the CCL,
designated as a "Best Practice." If one or more reviewers have selected Revise, the
object is returned to the author for revision.
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e For ateam with a two-step process, the Lead Reviewer must approve the object after it
has been approved by all of the other peer review team members. Once the Lead
Reviewer has approved, the object is added to the CCL, designated as a "Best Practice."
If one or more reviewers have selected Revise, the object is returned to the author for
revision.

Check Submitted Object Status

Authors can check the status of submitted objects on the Work Baskets page.

1.

2
3.
4

On the Home page, in the Tasks section, click Community Content Library Submissions.
Locate the object you submitted and view the Status column.
For each object with a status of Pending Revision, click the hyperlink Title.

From the toolbar, click View History to read any Review or Comment text.

Author Resubmit from CCL

If a curriculum object is determined to require revisions, the author can make changes to the
content and resubmit the object.

1.
2.

On the top navigation bar, click Applications and select Community Content.

On the My Shared Content tab, locate the item you want to resubmit.

Optional: Type the item name in the Search field and click the Search icon, or use filters to
narrow your results.

In the Actions column, click the Edit icon :#. A new window opens.

Click Edit to make appropriate changes and Finish to save.

Click Submit Item to resubmit.
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Assignments

Assignments Overview

Assignments are scheduled activities and assessments. On the Assignments page, teachers view
all assignments scheduled for a class, while school administrators view assignments scheduled
on a school or district-wide basis. This page offers details such as start and due dates, scored
status of assignments, and class-average scores for assignments. Teachers can schedule or
retract assignments from this page, or view and print various reports.

Assignment Tasks

Refer to the following topics for step-by-step instruction:

View Assignments

Preview and Print an Assighment

Post and Upload Student Responses

Retract a Scheduled Activity or Assessment

View Assignment Results

View Teacher/Student Activities

View Assignments

You can view a list of current assignments for a class or organization level on the Assignments
page.

1.

On the top navigation bar, click Classes, select Teach or Attend, and, in the left navigation
pane, select a class.

On the pagebar, click Assignments. The Assignments page displays a list of all assighments
scheduled for the selected class.

Period 1 - MATH Find Assignments
Assignments Browse... || Find Assignments Q, Filtery
Start Date Assignment Name Submissions Source Average Score | Assignment Options
08/22/2011 [] Berimeter and Parking Lots 06/22/2011 10:58 AM 15 of 27 Teacher 73.21 % Prefssessment | o Wl 07 -
Online! 1 requires B
06/21/2011 [] Anales & Angle Mezsures  Offiine 27 of 27 Teacher £1.33 % Quiz T W
2 requires
review =
06/21/2011 [] Bost-Test: Perimster, Area, and Volume District As... 27 of 27 Admin £1.85 % Predssessment | 2 il
Offline
06/21/2011 [[] Atom Test 06/21/3011 7:07 BM Onlinet 19 of 27 Teacher 82.02 % Quiz bl i
0s/21/2011 @ Field Trio: Cartoarapher's Office 0ofo Teacher N/A FieldTrip Al il
06/20/2011 [[] Pre-Test: perimeter, Area, and Volume Offfine 27 of 27 Teacher 68.89 % PreAssessment fiit W
06/17/2011 & Exercise: Polygon Capture 0of 27 Teacher N/A Exercise .
06/16/2011 a 0 [ sl rom TErees 0of0 oot /A lz=rme BDW
08/15/2011 @ Proiect: Caleulating Perimeter 0 of 27 Teacher /A Project bl i
06/14/2011 @ Formulas for Surface Area 0 of 27 oot /A Erzm=s BDW
06/03/2011 @ Polvaons 0 of 27 Teacher /A Excercise bl i
06/08/2011 @ Anales and Intersecting Lines 0of0 oot /A lz=rme oW @
08/05/2011 @ 2ngle Measurements and Protractors oofo Teacher A Lecture el R
06/02/2011 @ Bresentstion: History and Uses of P 0of27 Teacher N/A Presentation Dl
06/01/2011 & 2olvgons 0ef27 Teacher N/A Exercise Dl i
Showing 1-29 of 29 Show S50perpage w Pzge1l of 1
Assignments page
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Optional: To increase or decrease the number of assignments listed per page, select a
different option in the Show drop-down list at the bottom of the page, or click the page
arrows to view additional pages of items.

Filter Assignments

At the top of the page, click Filter.
2. Inthe first drop-down list, select a filter:
e Assignment Type: Select to filter assignments by type (quiz, test, self-assessment, etc.).

e Response Type: Select to filter assignments by distribution method (online or offline)
and the type of response required.

e Start Date: Select to filter assignments by start date.
e Review: Select to filter assignments by review status (completed, required).
3. Select filter criteria from the second drop-down list.

Optional: Click to add additional filter criteria, and repeat steps 2 and 3.

At A Glance Teacher Classroom Planbook Calendar Learning Flan Curriculum More w

Period 1 - MATH

. Browse... Find Assignments Q,  Filter=
Assignments

Aszignment Type w 5 Showall ~ i

+ | Update|Clear all

Filter fields in the Assignments page

Optional: Click the Delete icon next to filter fields to remove a filter. To remove all filters,
click Clear All.

4. Click Update to populate a filtered list.

Search for Assignments

You can narrow your search further with a text search.

1. Type assignment title text in Find Assignments above the assignments list.
2. Click the Search icon. A list of assignments matching your search text is displayed.

3. To clear search results, click the X in the Search field.

Edit an Assignment

After you schedule an assignment, you can modify it by changing the schedule date, assigning it
to more students, or removing students from the assigned students list. You can edit only those
assignments that you have scheduled.
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Edit an Assignment

You edit an assighnment on the Assignments page.

1.

In the navigation pane, click the name of the class or organization level for which you want
to view assignments.

On the pagebar, click Assignments. The Assignments page opens.

Click the Edit icon for the assignment you want to edit.

On the Scheduling Options page, change the Schedule date, Due date, and/or Closing date,
as appropriate.

To add more students, click Add more beneath the list of students and select the
appropriate students.

To remove students from the assignment, select one or more students and click Remove.
Click Schedule (you might need to scroll down to see the Schedule button).

Preview and Print an Assignment

Teachers can preview any scheduled assignments for the class on the Assignments page. From
here, teachers can print any assignments they can be distributed to students.

Preview an Assignment

On the top navigation bar, click Classes and select Teach or Attend.
In the left navigation pane, select a class.

On the pagebar, click Assignments. The Assignments page displays a list of all assighments
scheduled for the selected class.

To find an assignment, either filter or search the assignment list.
Do one of the following:
e For offline assignments, click the Show Preview icon T in the Options column.

e For online assignments, click the assignment name.
The Preview page opens in a new browser window.
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Preview Assignments page

Print Assignments

Follow steps 1-4 above.

From the Print For list, select whether to print the assignment for All Students or Selected
Students. If you choose Selected Students, the Select Student dialog box opens. Select the
check boxes for the appropriate students and click OK.

Select which parts of the assignment you want to print from the second drop-down list.
Options vary by type of assignment.

Optional: Select the Print Two Sided check box if you want to print front and back of the
paper.

Caution: If you select this option, you must have a Duplex printer.

From the toolbar, click the Print icon. Your browser Print window opens.

Print and close the browser window to return to the Assignments list.
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Planbook

Planbook Overview

The Planbook page displays a calendar for scheduling lessons, activities, and assessments for a
specific class. The Planbook is similar to a traditional lesson plan, and can be used to keep track
of all the activities planned for a class.

As a teacher, you can view, edit, and add items from class curriculum to the Planbook for each
class you teach. You can add text labels to the Planbook to track other classroom activities that
are not associated with a curriculum object.

You can customize the Planbook to show scheduled activities for all of your classes, or for just
one class at a time.

Note: A class Planbook can be viewed only by administrators and teachers. Students and
parents cannot view the Planbook.

Planbook Tasks

You can perform the following tasks in the Planbook:

e View the Planbook

e Customize the Planbook

e Schedule Curriculum Objects in the Planbook
e Add Time Labels to the Planbook

View the Planbook

1. On the top navigation bar, click Classes, and select Teach.
2. Inthe navigation pane, select the appropriate class.

3. On the pagebar, click Planbook. The Planbook page opens, displaying activities for all of
your classes for the current week.

At A Glance Class Pages Calendar Learning Plan Curriculur Assignments Gradebook Mare

all Classes

4 - 3 &
Planbook 10/24/10 - 10/30/10 Today e

Dizplay all cdasses

Sun 10424 Maon 10/25 Tue 10/26 wed 10/27 Thu 10/28 Fri 10/29 Sat 10/30

All Classes MATH - F5 MATH - P2
|| Perimeter, [l Reading

Planbook page
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Note: Scheduled curriculum objects in the Planbook are color-coded by class.

Customize the Planbook

You can customize the appearance of the Planbook with color coding, layout changes, and view
selection. You can select to view all of your classes at once or view one class at a time, and you
can view current, past, or future weeks.

Customize Class Colors

Items in the Planbook are color-coded by class. This can help you identify which activities and
assessments are associated with a specific class when all classes are shown. You can change the
colors that are assigned to each of your classes.

1. On the pagebar, click Planbook.

2. Inthe navigation pane, click the color block associated with the class title. The Planbook
Entry Color dialog box opens.

Snd MathMichigaD »®
Course Fort Flanbook Entry Color
MATH - P2

Flanbook entries for thiz class will appear
MATH - P4 in the caloryou choose
MATH - P& || EEENE

MATH - P7 =

Planbook Entry Color dialog box

3. Click the color that you want to use for the class.

Customize Planbook Layout

You can customize the Planbook to display specific days of the week, and you can organize your
display with either a flexible or fixed-day schedule. A flexible schedule includes all items for the
day. A fixed-day schedule organizes items by class for the day.

1. Inthe top right corner of the Planbook page, click the Customize icon | ** . The Customize
Planbook page opens.
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At A Glance Class Pages Planbook Calendar Learning Plan Curriculurm Maore

«Back to Planbook
Customize Planbook

Layout

Which planboak layout would you like to use?

@ Elementary Wiew:
Flezible day scheduling

O Secondary View:
Fixed day scheduling

Schoal Days

‘Which days do you want to display on the planbook?

Sundal,- I'\.'1|:|m:|al,I Tuest:lalt,I Wet:lnest:lal,I Thurst:lalt,I Frida't,I Satur't:lal,I

Cancel Save

Customize Planbook page

2. Inthe Layout section, select one of the following options:

e Elementary View: Displays flexible-day scheduling; all scheduled items for the day are
displayed. You must use the color code to distinguish items for each class. This option is
typical for elementary schools.

e Secondary View: Displays fixed-day scheduling; scheduled items are displayed,
separated by class.

3. Inthe School Days section, select the check boxes next to each day of the week that you
want to display in the Planbook. Days that are not selected do not appear in the Planbook
for any of your classes.

4. Click Save to save your changes and return to the Planbook.

Note: Any changes made to the layout affect the display for all of your classes.
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View All Classes or a Specific Class

When you open your Planbook, the display shows all classes. You can change the display to

show one class at a time.

1. On the pagebar, click Planbook.

2. Clear the Display all classes check box (below the Planbook title in the top left corner of the
pane). Planbook displays items for the class you select in the left navigation pane.

3. Toreturn to the All Classes view, click Display all classes.

Change the Date

By default, Planbook displays activities for the current week. You can view activities for a

different date.

e Use the date arrows above the Planbook to move back or forward by a week.

e Click the date range listing in the date field to open a calendar and select a new date.

e Click Today to display the current date. When the current day is a Saturday, the past week
is displayed. When the current day is a Sunday, the next week is displayed.

28

29

20

MATH - P5
4 11/07/10 - 11713710 b | Tod
Planbook o 13 dodal
(4] November 2010 0
I:lDisplay all classes
Su Mo Tu We Th Fr Sa
Sun 1177 Mon 11 sl z el 4 5, =3 Thu 11411
MATH - PS 7 =] A e dds] |2 (L3
Lok | ed S| o] | e 8| 29 | 20
2l (=22 (23] |2 dd |42 |26 |2 F

Date selection in the Planbook page

Add Time Labels to the Planbook

You can use time labels to add notes to the Planbook for lesson plan items other than
curriculum objects. Once added, time labels can be edited or deleted, as required.

‘ Note: Time labels appear in the Planbook only, not on the class Calendar page.

Add a Time Label to the Planbook

1. Onthe pagebar, click Planbook. If you display one class at a time in Planbook, select a class

in the navigation pane.

2. Click within a specific day. Two icons appear in the corner of the cell.
3. Click the Enter a Time Label icon . The Enter a Time Label dialog box opens.
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Enter a time label
Use time |abels to help you blodk out times slots on your Planbook.

Enter label text:
Lunch brezk

Cancel Add Time Label

Enter a Time Label page

4. Inthe Enter label text field, type a descriptive label. What you type here appears in
Planbook.

5. Click Add Time Label. Your text appears below any assigned curriculum objects in the date
cell.

Edit or Delete a Time Label

1. Inthe Planbook, hover over a time label. A drop-down arrow appears.
2. Click the arrow, and select Edit or Remove.

Move a Time Label

Once created, you can move a time label to a different day, as long as it is within the same class.

e Inthe Planbook, click a time label, drag the label to a new date, and release the mouse.

Schedule Curriculum Objects in the Planbook

You can schedule curriculum objects directly in the Planbook. You can also reschedule or
remove assignments that have been scheduled, as required.

All of your scheduled curriculum objects (lessons, activities, and assessments) appear in the
Planbook, regardless of whether they were originally scheduled from the Planbook or from
other areas. See Schedule a Lesson, Schedule an Activity, and Schedule an Assessment for more
information about scheduling curriculum objects.

View Details of Scheduled Curriculum Objects from the Planbook

You can view details of any scheduled curriculum objects displayed in the Planbook.

1. On the top navigation bar, click Classes and select Teach.
2. Inthe navigation pane, select the appropriate class.

3. On the pagebar, click Planbook.
4

To view item details, hover over the item. The item's name, duration, and overview appear
in a tool tip.

5. To view a scheduled item in the curriculum, click the item. The relevant curriculum page
opens in the IMS.
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Schedule in Planbook

1.
2.

On the pagebar, click Planbook.

Hover over the calendar date associated with the appropriate class. An Add icon
appears.

Click the Add icon.

In the left navigation pane, expand curriculum to the appropriate lesson, activity, or
assessment.

Continue with step 2 of the Schedule an Activity or Schedule an Assessment steps.

Reschedule a Curriculum Item in the Planbook

From the Planbook, you can reschedule any curriculum items that have been added to the class
schedule.

1.

On the pagebar, click Planbook.
Optional: Clear the Display All Classes check box.

In the navigation pane, select a class.

Point to the item that you want to reschedule, and click the drop-down arrow that appears
in the top right corner.

Click Reschedule. The Reschedule dialog box opens.
Continue with step 2 of the Schedule an Activity or Schedule an Assessment steps.
Click Reschedule.

Alternatively: Click the item and drag it to a new date in the Planbook.

Retract from Planbook

Ll A

On the pagebar, click Planbook.
Hover over an item in the Planbook. A drop-down arrow appears.
Click the drop-down arrow and click Remove & Retract. A confirmation message appears.

Click OK. The IMS removes the assignment from Planbook.
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Calendars Overview

Calendars track and manage events and activities at the district, school, class, and personal
levels. Your view of calendar entries depends on the rights assigned to you ( teacher,
administrator). Multiple configuration tools allow you to change the layout and view for your
calendars. Additional tools allow system administrators to group related events and activities
and save them as category calendars, which teachers can use to filter displays.

Types of Calendars

District Calendars: District administrators enter district-level events such as vacation
schedules, in-service days, and district assessments. Anyone at the district level or below
can view the district calendar.

School Calendars: School administrators make school-level entries, such as athletic events
and student assemblies. School staff members, students, and parents can view the school
calendar. District-level personnel cannot view school-level calendars.

Class Calendars: Class calendars feature scheduled curriculum and meetings that the
teacher creates. Teachers can use the school calendar to invite students or parents to
meetings. The teacher and the students and parents associated with the class can view the
class calendar.

Personal Calendars: Every teacher who has access to the IMS has a personal calendar that
displays the meetings and events from the calendars they have rights to view. For example,
a teacher's personal calendar would display district and school events, meetings with
students and parents, department meetings, and personal calendar entries they make.
Each person can click My Calendar in the navigation pane to view his personal calendar. No
one can view another’s personal calendar.

Calendar Tasks

You can perform the following tasks when working with calendars:

View Your Calendars

Change the Calendar Layout and Appearance
Add Events and Meetings

View Your Calendars

Teachers access calendars at the class and personal levels.

1.
2.

On the top navigation bar, click Classes and select Teach or Attend.

In the navigation pane, select the appropriate class.

3. On the pagebar, click Calendar. The class calendar opens.
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Jame Clog
" a 4 1043110 - 11/06f10 k| Today Hew » options -
Calendars s
CALENDARS [ Cisplay il calendars | | all categories
e n jora=> Day | Week | Month | Agenda
My Calendar [ ]

J_| MATH - P2 Sun 10/31  Men 1171 Tue 112 Wed 11/3 Thu 11/4 Fri 1175 Sat 1176

B MaTH - P4 Al Day Ll Area Prac
= |

&l MATH - P8
& maTH - e a:100am ™
& matH - P7

B mr. Murphy's M.,
& Snd MathMichig..

& AN section
9:00am

OEEEN

& school section
&l 0928 section
i secion111
_ﬁ EBachionNoCurm .

1217 Section1 [l T m

Personal Calendar page

View Calendar Details

1. Hover over a calendar entry to view summary information. This display includes details of
the meeting or event in a tool tip.

Event Mame:
School Board Meeting

Start Date: 11/09/2010 04:30 PM
End Date: 11/09/2010 07:00 PM

Recurrence

Manthly
15 18

Meeting or Event Details in Calendar page

2. Toview full details, click the entry to open a window that displays item details.

Combine Calendars

When you first view your personal calendar, it displays events and meetings from all calendars
you have rights to view. You can choose to show items from all calendars or view items from
only one calendar at a time.

e Toview a single calendar, clear the Display all Calendars check box above the calendar,
and in the left navigation pane, select a class, school, or district. The display changes to
reflect the calendar for the organization or class you select.
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Note: If you open the calendar from the Teach/Attend path, click Options in the upper right
of the calendar and select Customize to make single/combined calendar selections.

e Toview meetings and events for all of your calendars, select Display All Calendars.

Jarne Cloar

4| 11/14/10 - 11720/
Calendars f14f f20f

Displan,I all calendars All Cakegories

Sun 11714 Mon 11,15 Tue 11716 e

Display All Calendars check box

Show Events from Different Calendar Categories

System administrators can create categories for calendar items. If categories are available in
district or school-level calendars, you can configure your view to display all items or only items
from a specific category.

e Click the All Categories list above the calendar and select a calendar category.

Change the Calendar View

When you first open a Calendar, the default display is the current week. You can change the
view to show day, week, or month, or agenda views. Click any of the tabs above the calendar to
change your view (Day, Week, Month, Agenda).

Agenda displays a list of days you have events and meetings scheduled. Days without scheduled
items are not displayed. You can change the display for the Agenda option.

e Todisplay items for a single day, week, or month: In the Display list, select By Day, By
Week, or By Month.

e Todisplay items for a specific range of days: In the Display list, select Select Range, type or
select a start and end date for the range in the Date fields, and then click Update to
populate the agenda list.

Jame Claer " oot
4 11710410 P | Tod TR prions «
Calendars f1of R

| Dizplay all calendars :
[P All Categories v Day Week Manth | Agenda

Display 1 Select range... v||11f10f2010 | - |11f10f2010 | Update

Wednesday, 10 Nov {Today)

t}]" Percentages
t}]" Fractions Reuveaiw
{8 Fractions

l:l U Perimeter, Area, and Wolume Summmative Azseszment

Agenda Options in Calendar page
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View Different Dates in the Calendar

Calendars display the current day, week, or month (depending on the calendar view). You can
change the view to a different date.

e Use the date arrows above the calendar to move backward or forward by a day, week, or
month.

e Click the date range above the calendar and select a new date from the calendar.
e Click the Today link to jump to the current date.

4 1003/ 10 - 10/09/10 b | Todaw
(4] October 2010 0

= S5u Mo Tu We Th Fr S5a

10/4 1 2 Thu 1077
3 &4 5 & 7 & 9
i0|| 11| 12| 13| 14| 15| 16
i7|| 18| 12| 20| 21| 22| 23
24 || 25 26| 27| 28|| 29| 20
31

Date Selection in the Calendar page

Change the Calendar Layout and Appearance

You can change the layout and appearance of calendars. There are two layout options available
for viewing calendars.

e Fixed Day: The scheduled items for all calendars appear together in a single calendar
organized by time slots.
e The first line in the calendar lists events created as All Day events.

e |f multiple events are scheduled at the same time on the same day, they are listed next
to each other on the calendar.

e Flexible Day: Each of your calendars appears on a row in the calendar grid, in a task layout
without specific time slots.

Change the Calendar Layout

Click Options, and then click Customize Calendar. The Customize Calendar page opens.
2. Select either Flexible Day Scheduling or Fixed Day Scheduling.

3. Select a Preferred Start Time from the drop-down list. This is the time that appears at the
top of the calendar in Fixed Day layout.

4. Click Save.
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«Back to Calendar
Customize Calendar

Layout

Which calendar layout would vou like to use?

@ Flexible day scheduling:

O Fixed day scheduling:

Preferred start time:
09 &

Customize Calendar page

Change Number of Days in Display

The weekly calendar shows all days of the week by default. You can change this if, for example,
you prefer to view only the five day work week.
1. Click Options, and then click Customize Calendar. The Customize Calendar page opens.

2. Inthe School Days section, clear the check boxes for days you want to omit from your
weekly calendar.

3. Click Save.

Note: This change affects only the weekly view of your calendars.

school Days

which days do you want to display on the calendar?

Sum:lalt,I l‘\'h:\ndal,I Tuesdal,- Wet:lnest:lalt,I Thurst:lalt,I Fridal,I Saturdal,I

which tirme zone are you currently in?

| [GMT-08:00) Pacific Time [US & Canads) v|

Customize Calendar page - School Days options
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Change Time Zone

Scheduled times use the time zone from your user account Personal Information page. If you
travel, you may want to change your time zone so calendars reflect the local time.

1. From your calendar, click Options and select Customize Calendar. The Customize Calendar
page opens.
2. Inthe School Days section, select a time zone from What Time Zone Are You Currently In?

school Days

which days do you want to display on the calendar?

Sum:lalt,I l‘\'h:\ndal,I Tuesdal,- Wet:lnest:lalt,I Thurst:lalt,I Fridal,I Saturdal,I

which tirme zone are you currently in?

| [GMT-08:00) Pacific Time [US & Canads) v|

Customize Calendar page - Time Zone options

3. Click Save. Events and meetings are updated to reflect the new time zone.

Change Category Colors

Events and meetings are color-coded. You can change calendar colors.

1. Inthe navigation pane, click the color block next to the calendar.

[ 54N Section

]'E‘].School Section D [ ® ]

[ 0928 section Zalendar Entry Color
[5] section111

Calendar entries for this node will appear

]'ElSectionNoCurri |:| in the colar you choose
(51217 sectiont [

]'E].Course Fort El I:l I:l % I:l
[5] Rebecea R

E Ernpowered Achi.. |:|

Calendar Entry Color dialog box

2. Inthe Calendar Entry Color dialog box, click a color for the calendar. The new color choice is
applied to all scheduled items on the selected calendar.

Events and Meetings

IMS calendars include two types of entries: events and meetings. Calendar entries can be one-
time, recurring, or all-day items.
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e Events: Events affect everyone at a specific organization level, such as a district or school.
School administrators add events to district or school calendars, and everyone with rights
to view the calendar can view the event. Events do not have invited attendees. Only

administrators can create events.

e Meetings: Meetings are calendar entries that are sent to invited attendees. Only the
organizer and the invited attendees view meetings. School administrators and teachers can

create meetings.

Add a Meeting to a Calendar

School administrators and teachers can add meetings to a calendar.

1. On the pagebar, click Calendars.

Alternatively: Calendars may be available from Applications in the top navigation bar.

2. Click New and select Meeting. The New Meeting dialog box opens.

Alternatively: On the calendar, point to a time slot and click the Create Meeting icon {Z.

& New Meeting
Recipients:
Manme: Required Attendees
| | Select w
Calendar:
| My Calendar -
Location:
Starts: Ends:
11/11/2010 12:00 80 ¥ [ ) pay 111172010 12:30 M ¥
Recurrence Optional Attendees
@ Mo O Yes Orly Me LY
Motes:
D Motify Recipients
[hide Recipients list
Cancel Save Save & Clase
New Meeting page

3. Type a Name for the meeting.
Select the Calendar.

Optional: Type a Location for the meeting.

Type or select the Starts and Ends dates.

In the drop-down lists, select the meeting start and end times, or select the All Day check
box. All-day meetings appear at the top of the calendar instead of in a specific time slot.
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Optional: Under Recurrence, select Yes, and type or select appropriate information in the
fields in the Add Recurring Meeting dialog box.

Optional: If your organization has calendar categories, select from the Categories list.

Note: A category is a special interest calendar that exists below the organization’s calendar.
For example, in the district calendar you may have a vacation calendar as a category. For
more information, see Calendar Categories.

Optional: Select the Notify Recipients check box if you want all members of the organization
to receive an email notification of the event.

Caution: Notify Recipients is not recommended for district and school-level calendars
because it generates a large amount of email that might not be necessary.

Optional: Type any comments in the Notes field.

7. Click Save or Save & Close.

e Save leaves the New Event dialog box open so you can add another meeting.
e Save & Close saves the meeting and closes the dialog box.

8. Under Recipients, select the required and optional attendees from the drop-down lists.
Optional: Select Hide Recipients List to send notifications to each recipient without
including all addresses in the To field.

9. Click Save or Save & Close.

e Save leaves the New Meeting dialog box open, so you can add another meeting.

e Save & Close saves the meeting and closes the dialog box.
The new meeting is added to the invited attendees' calendars.
When you create or edit a meeting in the IMS, recipients receive messages as follows:

e New meetings: All recipients, both required and optional, receive a message. Required
recipients must accept or decline the invitation, and the meeting organizer receives a
message when recipients respond.

e Edit meetings: When the organizer changes the title, location, date, time, or notes, the
recipients receive a message that details the changes to the meeting.

e Edit recipients list: When the organizer changes the recipients list, only people who are
added to or removed from the meeting receive a message.

e Canceled meetings: When an organizer cancels a meeting, everyone, both required and
optional recipients, receives a cancellation message.

Edit a Meeting

You can edit details of any meeting you created.

1. Click an item in the Calendar. If you created the item, the Edit Meeting dialog box opens.
2. Update the meeting.
3. Click Save and Close.

Cancellation Notes:
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You can cancel meetings or events you have added to a calendar.

When you cancel a meeting or event, you can select to remove it from the calendar or
keep it on the calendar, and a Canceled icon ( %) appears next to the entry.

When you cancel a meeting, all attendees (required and optional) receive a cancellation
message.

Click Cancel Meeting or Cancel Event and a cancellation message appears at the top of
the page. If you want to keep the canceled item, click Undo.

If a recurring item, Cancel Meeting or Cancel Event cancels all occurrences. To cancel a
specific occurrence, click Cancel Occurrence.

Canceled items you selected to keep on the calendar can be removed at a later date.
Click the canceled item in the calendar, click Discard from Calendar, and then click
Send. Discarding a canceled item removes it from all attendees’ calendars.

Export or Import Calendar Data

School administrators and teachers can export events and meetings from any calendar they can
view. Administrators can import events from a file to a calendar.

Exporting a calendar allows it to be viewed outside of the IMS, printed, or imported into a
different calendar application. Administrators might want to export calendar data to a file so
that it can be imported to a different IMS calendar.

Any calendar in the IMS can be exported to a file in the following file formats:

CSV: Exports calendars to a comma-separated value (.csv) file used in spreadsheets and
database applications.

PDF: Exports calendars to a portable document file (pdf) that can be viewed and printed in
Adobe Acrobat.

iCalendar: Exports calendars to an iCalendar (.ics) file that can be used to import calendar
data into other calendar applications, such as Microsoft® Outlook® or Google Calendar™.

Events and meetings can be imported from a .csv or .ics files to any IMS calendar.

Export a Calendar

1.

From a Calendar, click Options in the top right corner.

2. Click Export. The Export Calendars dialog box opens.

105



Pinnacle Instruction Teacher's Guide

File tupe: Starts: Ends= :

| C5Ypomma delimited)".osv] | + | E::gee: [11/03/2010 11/03/2010

Calandars Selectipll|Mans

x My Calendar °
ﬂﬂ Claszes Teaching
(] £ MATH - P2
(] £ MATH - Pa
(] £ MaATH - PS
] 5] maTH - Pe
[ (5] maTH - P7
D]’E‘].Mr. Murphy's Math Magicians
I:‘ ]i‘l Snd MathMichigan
[0 (5 san section
Dﬁs:hool Sedction "

Cancel Export Export & Close

Export Calendars page

3. Select a File Type.

Optional: To export calendar data for a specific date range, type Starts and Ends dates or
select dates from the date pickers.

Note: If you do not specify a date range, data is exported for the current day only.

4. Inthe Calendars area, select check boxes associated with calendars you want to export.
You can click the All or None links to select or clear all calendars.

Note: If you select more than one calendar to export, separate files are created for each
calendar. These files are exported together in a compressed .zip file.

5. Click Export to export the calendar and keep the dialog box open, or click Export & Close to
export the calendar and close the dialog box.

A browser message prompts you to open or save the exported file. The message varies
depending on the browser you use.

. . File Download §|
6. Click Save and select a location. —

Do you want to open or save this file?

L Mame: Calendar.pdf
|| Type: Adobe Acrobat Docurnent
From: pinnacle.demo.globalscholar.com

Qpen ][ Save ]l Cancel |

harm your computer. If you do not trust the source, do not open or

I--"z\l While files fram the Internet can be useful, some files can potentially
3
- save this file. 'What's the risk?

File Download browser message
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Student Roster Overview

The Student Roster is available for teachers. For each student, it displays name, ID, email
address, date of birth, grade, and a link to the learning plan.

The Student Roster has two tabs: Rostered and Unrostered. The Rostered tab contains
information for every student enrolled in a class. The Unrostered tab allows teachers to add
students who are not yet enrolled.

NOTE: Do not enter unrostered students directly into the IMS.

Student rosters are loaded into the IMS from the district student information system (SIS)
through the RIDE datamart. This information is updated nightly. For students who are assigned
to a teacher’s class but do not appear in the student roster, the teacher must inform their
school or district enrollment personnel so that the student is added to the district SIS. If
unrostered students are entered within the IMS but not the district SIS, they will be deleted
each night that the information is refreshed from RIDE.

You can perform any of the following tasks from this page:
e Access Student Roster

e View Student Learning Plans From Student Roster

Access the Student Roster

1. On the top navigation bar, click Classes and select Teach.

2. Inthe navigation pane, select the appropriate class.

3. You can open the Student Roster page from two locations:
e |nthe Student Watch List section on the At A Glance page, click View Student Roster.
e On the pagebar, click Student Roster.

washingran-Math —

Student Roster Restered  Unrostersd
Advanced Searchx F sclanty by Firgt Q
7 - 1ot Fleit Nama Lagt Marms Cate of Birth Email Grade Actions
Studid Jehn Srmith 12/30/1990 Gth Grade
Stud1? Lisa Ray 06/ 141990 £th Grade
studentl studentl studentl 06/ 14/ 1990 &th Grade
student2 student2 student2 06/ 141990 Gth Grade
wtudants student3 students 06/ 141990 6th Gradae
studentd studentd studentd 05/ 141530 &th Grade
students students students 06/ 141990 &th Grade
studentd students students 06/ 1471990 &th Grade
Pudanty student? studanty 06/ 1411990 Gth Grade
studants studants students 06/ 141990 &th Grade
Student Roster page

107



Pinnacle Instruction Teacher's Guide

108



Maximize Student Involvement

Online Professional Development

In the IMS, teachers can give or participate as students in online professional development. In
this section, teachers who participate in online PD within the IMS will be referred to as teacher
participants, and teachers who organize online PD will be referred to as instructors. Online
professional development can be loaded as a SCORM package or created as a curriculum using
IMS tools. Please see curriculum creation instructions for creating and scheduling such a class.
All tools, such as assignments, lessons, activities and assessments are available for teacher
participants online.

Online Professional Development: Instructor-Role

Assignments, Activities and Assessments

The following functionalities are available for instructors use during online professional
development.

View and Respond to Assigned Activities: Students

Teacher participants can view discussion and drop box activities before submitting assignments,
as well as after the assighments have been submitted and scored.

Viewing Activities Before Submission

1. On the top navigation bar, click Classes and select Attend.

2. On the pagebar, click Curriculum.

3. Inthe left navigation pane, select a class, expand a curriculum, and select a unit.
4. Click the Lessons/Activities tab.

Alternatively: In the left navigation pane, expand a unit and click the name of the activity
you want to view.

109



Pinnacle Instruction Teacher's Guide

Details

= Unit'Sub Falder: Amesican Hetory. 19205 and 19308
» Type: DProp Bax

= Scheduled for: 02/20/2012

o Due Date; O202/2042

» Erading: Activity fo be graded

The Grading information in
the Detail section indicates
whether or not the activity
will be graded.

Instructions

Fravids your comments an the 855 igned activity below

[E] souree | =

CERCRE

X% xX*BIB I U

Ll

Fani

s il A~ Piva

Attach files ™ Madmum 2000 Bae thousand) characters allowed.

Drop Box activity before submission

« Your respanse has been sulimitted

Details

+ Unit/Sub Folder;

» Type: Drop Box

» Scheduled for; 022972012

# Due Date: D30Z2012

o Diading: Activity 1o be giadad

Instrctions
Drop B

Your Subinission

Submission Histary

[rate Submitted

Foints Max Points

Soore

ZF28F2012 1202 PM 555 &0

John Tanaks (22502012 12:02 PM) Secapted
Completed the DropBoi

g92.5%

Drop Box activity after submission and scoring
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Deatails

Unit'Sub Folder &5Smokelnii

Typa: Discussion

Schaduled for 0222012 Teacher inStrUCtiOnD

Due Date: 03022012

% B & =

Grading: Adivity not to be graded

listinctions

Fieas & provide your comments for the history activity below .
Dis Activity
By : Teach_llp? Teach_llp1 | Posted On :Wed Feb 20 2012 02:25:12 GMT-0500 (Ceniral Standard Timel | 11 Wieves

| Pot g posiz

Participant responses
and comments
John Tanaka

My comments are an the history activity are posted in this section.

nsted On 25 days ago

Show 1 Commerts

Discussion activity after submission with instructions and teacher participant responses

Schedule an Online Assessment

1.

Access the Scheduling Options window from any of the following paths:

When you create the assessment, on the Share tab, click Finish & Schedule.
On the Lessons/Activities tab, select the assessment and, in the Options column, click

the Schedule icon .

On the Assessment Details tab, in the upper right corner of the window, click Schedule.

For distribution method, select Online.

Optional: The Assignment name field displays the assessment title. You can change it for
this assignment.

Type or select the Schedule date, Due date, and optionally, Closing date.

Schedule date: The date the assessment appears as available on the Planbook and At A
Glance pages.

Due date: The required completion date. Submissions after this date are late.

Closing date: The date the assessment is no longer available. No access is provided for
teacher participant submissions.

Note: Most instructors leave Closing date blank to accommodate excused absences and
make-up work.

Type a Duration. This is the amount of time you allow for teacher participants to take the
assessment.

Select the Schedule to audience.
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All Students: All students enrolled in the course.

Selected Students: Displays a roster from which you can select specific teacher
participants.

Add Unrostered Students: Opens a dialog box that allows you to search for unrostered
teacher participants.

Review and change the following options:

Scoring Options
Penalties: Yes counts negative points for wrong answers for multiple choice and
True/False questions.

Access

Allow students to perform spell-check: If you select Yes, teacher participants will have
access to the spell-checker in the rich-text editor, and they can check the spelling on
their responses before submitting them.

Item Sequence

Answer Lettering: Select Standard if answer options should restart with "a" for each
new question, or Consecutive if answer options should run consecutively from one
question to the next.

Online Distribution

¢ Items per page: Select to include as many questions as possible per page, or to have
each question to appear in a new window.

e Time Limit: If you select Yes, the Duration becomes a time limit for the assessment.

¢ Allow Students to Save: If you allow, teacher participants can save the assessment
and return at a later time to complete it; disallow, and teacher participants must
complete the assessment in one session.

e Password Protected: If you select Yes, you can enter a password of your choice, or
have one randomly assigned. Teacher participants will not be able to launch the
assessment without the password.

Scores

¢ Allow Student comments: If you select Yes, a comment link appears with each
guestion. Teacher participants may click it to type comments for any or all questions
on the assessment. Comments are recorded with the assessment and available for
the instructor and the teacher participant to see.

e Post Results: Select from a list of options to display for the teacher participant once
the teacher participant submits an assessment.

e Mastery Scores: Select Yes to allow teacher participants to view the mastery scores
they received after the assessment is scored. Select No to hide the mastery scores
from teacher participants.

Note: This option is available only if Mastery Score Assessments has been enabled for
your district.

Proficiency Band
Apply to assignment: If you select Yes, you can define proficiency bands, and the
teacher participant score is displayed within the band upon submission.

7. Click Preview to view the assessment as the teacher participant will see it.
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8. Click Schedule.

(Salact a digtribution mathod for spacific aptions)

How would you lika to hand out this assassmant?
) paparias il
R Online 5t

| be printed cut and distr

Scheduling Options

Assignmant name % |y skills assessment _06/06/2012_3:38 AM

Schedule date®(?): 06/ 06/ 20125 :HSEl -':MIE] ME'
Cus date™(?): .DBIQEIEOIZD ME SOEAMIEI
Closing date(?): :Dr.-:.cn;.' D :IS’E ; _WE mE

Druration:® 50| ming

* Student list will be based on active student enrollment for selected assignment schedule dates
Schaedule to: B Al Students
I2) Salacted Students

A Ja £ n

Schedule Online page
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Class Pages

Class Pages Overview

Class pages are specific to a scheduled class. They enable instructors to define information that
teacher participants see from their At A Glance class page.

You can customize the At A Glance page for each class you teach, by adding components such as
videos, slide shows, audio files, and documents to share with teacher participants. Each
component you add to a class page is called a web part.

Class Page Web Parts

A variety of web parts can be added to class pages. Four are required for all class pages and
others are optional.

Required Web Parts

The following web parts are required and appear on every class page automatically for all
teacher participants to view. These are system defaults and cannot be removed.

e What's in Class Today?: Lists assessments and activities with a scheduled start date for the
current day.

¢ Homework Due: Lists teacher participant homework assignments with a scheduled due
date in the current day or week.

e Recently Graded Assignments: Shows teacher participant’s recently graded assessments,
along with the scores.

e Things I Still Need to Finish: Shows teacher participant’s past-due assignments.

Optional Web Parts
In addition to the default web parts, you can add any of the following to a class page:
e Online Audio/Podcast: Adds an audio player to the class page. You can add an audio file or
podcast from the Internet.
e Online Video: Adds a video player (such as YouTube) to the class page.

e Online Document: Adds a document viewer to the class page. You can add presentations
and other online documents from web sites like Slideshare.com.

e Document Tray: Adds a document repository to the class page. You can upload Word,
PowerPoint, and Excel documents to the web part, and then teacher participants can
download the documents.

e Article: Adds an article viewer to the class page. You can create rich text articles with
images and text formatting that appear in the viewer.

e Instructor Info: Adds the instructor's name, phone number, and email address.
e Student Grade Widget: Adds a graph showing a teacher participant's performance trend.
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Note: You can add multiple instances of some web parts to a class page. For example, you can

add three online video web parts, each featuring a different video.

Class Page Tasks
The following topics describe how to create and manage class pages:

e Open aClass Page

e Customize Class Pages
e Edit Web Parts Settings

Customize Class Pages

Instructors have three options to customize their class At A Glance pages: add web parts, change

the column layout, and rearrange the position of web parts on the page.

Open a Class Page

1. On the top navigation bar, click Classes and select Teach.
2. Select the appropriate class from the navigation pane.
3. On the pagebar, click Class Pages. The relevant At A Glance page opens.

[:] Technology conversations

Pravigus D

Tuesday, 10 Apr - Today

D Technology conversations Topic 3
E] Ischoolegy conversations Topic §

D Getthing Started: Assembling Your [&T Team

W Conversations Topic 3

U Technole
D Discuseion on “Conelugion: From Mission Impossible to .

[] Getung Started: Assembling Your 14T

At A Glance m Planbook Calendar Learning Plan  Curriculum  Assignments  Reports  More
washingren-Math
Student - At A Glance
© Add Web Parts | [0 Layout
— What's in class today? - — Homework Due -
The data shown here is just 8 representation. It will be The data shown here is just a representation. It will be
replaced with real data when the student or parent views replaced with real data when the student or parent views
it. it.
Assessments and activities for our class today Day Week

@y | Hext Day

Team

an Impossible to

1af2 Pl U Chegugsion an "Conglugion: From Miss

Missign Imewit

= Things I still need to finish -

U Leadership conversations
The data shown here is just a representation. It will be
replaced with real data when the student or parant views
it.
1ef2

Info about this web part
Recently Graded Assessments

o04/10
Tuesday The data shown here is just a representation. It will be
replaced with real data when the student or parent views
2ine 1 Tarhnalaay senueresbiome Tamis % it
Class page
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Add Web Parts

The required web parts appear on the teacher participant’s At A Glance page. You can add
optional widgets to provide other information and learning resources for your teacher
participants. When you add a new web part, it is a two-step process. First you add the web part,
and then you add content to the web part.

1. On the top navigation bar, click Classes and select Teach.

2. Inthe navigation pane, select the appropriate class.

3. On the pagebar, click Class Pages.

4. Click Add Web Parts.

Which web parts would you like to add? X

Online Audio/Podcast

=i T Enables addition of an online streaming audic or podcast

Add to Page

Online Video
@ &1& Enables addition of an online streaming video
Add to Page
——— Online Document
Enables addition of an online document
= Add to Page
Document Tray
[opl 580 Enables to upload doecuments and files to the platform and in turn allow others to download them when required

Add to Page

Done

Options for adding web parts to your home page

5. Scroll to select a web part and click Add to Page. The Edit web part settings dialog box may
open.

Note: Details of web parts vary. They may include a title, description, URL, or embedded
code. Several parts are standard and do not include any details. To add a video, audio, or
podcast, paste the entire HTML or XML presentation code in the Embed Code text box.
Many players, such as podbean or YouTube, provide you with the embed code.

6. Click Done.

Note: You can add more than one instance of the same web part. For example, you can add
two video web parts and post a different video in each.

Change the Class Page Layout

You can customize your class pages by changing the column layout and rearranging the position
of web parts on the page.
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On the top navigation bar, click Classes and select Teach.
In the navigation pane, select the appropriate class.

On the pagebar, click Class Pages.

Click Layout.

ik N e

Select the number of columns and the size ratio from the pre-defined options.

which layout woud you like to choose? b

® |_|_ Two Calurmn (1:1)
O H_ Twao Calurmn (1:2)

O r” Two Column (2:1)

O |7H7 Three Column §1:1:1)

Save Cancel

Column Layout dialog box

Click Save.
To move sections from one column to another, move your cursor in the section title bar

until your cursor changes to a cross .

What's in class today? ‘{_,
Assessments and activities for our class today

D Leadership conversations

Move a web part

Click and drag the web part to a new column.
Release the mouse.

Remove Web Parts

You can remove optional web parts. You cannot remove required web parts. Any customization
you made to a web part is lost when you remove it. For example, any content you added, such
as a video, cannot be retrieved. You must recreate the web part and reload content if you
decide to replace it.

1. Click the drop-down arrow in the title bar of a web part, and then click Remove this Web
Part. A warning appears, asking if you want to continue.

2. Click Yes to remove the web part.
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Note: Typically, if you want to remove content from a class page, you can remove the relevant
web part. However, for web parts that can contain multiple links, such as the document tray,
you might want to delete only some of the content. To do this, click Delete next to the content
you want to remove.

Document Tray

E’IJ Feading List.daoc Celete

Reading list

Delete link in Document Tray web part

Edit Web Part Settings

After you add a web part to your class page, you can specify settings that determine how
information in the web part appears. The settings for each web part vary.

1. Click the drop-down arrow in the web part title bar and select Edit Web Part Settings.

2. For Homework Due, Things I Still Need to Finish, Recently Graded Assignments, and
What’s In Class Today web parts, you can edit the following information:

e Description: This is the text that displays as a heading within the web part.
e Default View: Select Day View or Week View (Homework Due web part only). This
determines which tab view appears when a teacher participant opens the page.

e Max Number of Items in Single View: Select the maximum number of items to display
on the web part. If there are more items (for example, you select 5 for display but the
teacher participant has 8 assignments due), arrows appear at the bottom of the web
part to view additional pages.

e Date Format: Select No of Days Only or No of Days and Date to specify how due dates
are displayed.

Edit web part settings ®

Whats in class today Settings

Descripbon:

|Assessments and activities for our class today

Max no of items in single wiew:

Date Format: | Mo of days and date [example: Assigned 14 dayls] before [08/2202009]]

Cancel Dane

What's in Class Today? web part settings
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3.

For Online Video, Online Audio, Online Document, Document Tray, and Article web parts,
you can edit the following information:

e Title: This appears on the web part’s title bar.
e Description: This is not displayed; it is for your use.

e Embed: Type or paste code. Websites like YouTube, Slideshow, and podcasts all have
embed codes you can use to embed their web content. To add an embed code to a web
part, copy the code from the Embed field on a website (such as YouTube, shown below)
to the Embed field in the web part.

¢hlLke 59 | | 4 Addte ~  Share Embed [W 3,166

<object width="480" height="385"><param name="mowvie" -
value="http://www.youtube.com/v/Kujg-0UAEnU?fs=1samp;hl=en US">—

</param>{param name=" nggg& value— true "/ paran> i

Femmnr mamemaamTal Tl Aarsamars s maacmaaT sraTaoaaaTalssnrrah 2 fnamamms o] T A

After making your selection, copy and paste the embed code above. The code changes based - -

on your selection.

Example of an Embed Code (YouTube)

4. Click Save.

Post and Upload Responses to Assignments

Teacher participant can post comments on discussion activities and upload responses to drop
box activities.

Posting a Comment or Response to a Discussion Activity

A w N

On the top navigation bar, click Classes and select Attend.

On the pagebar, click Curriculum.

In the left navigation pane, select a class, expand a curriculum, and select a unit.

Click the Lessons/Activities tab.

Alternatively: In the left navigation pane, expand a unit and click the name of the activity
you want to view.

In the discussion activity section at the bottom of the page, click Comment.

Type your comment or response in the text editor.
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Mary Smith
My previous comments have been posted,

Fo 6 days ago

I

 Comment @F L

H L=.] Source |I ==

] S Einx OBIE O FGis 1 U
S Aper Font ‘TimesNe * Size 12 0+ Ea E E mlzﬁ o

L have posted my response to the discussion actwity m thiz section

Past a Reply Cancsl | | Post

Discussion response

7. Click Post.

Uploading a Response to a Drop Box Activity

On the top navigation bar, click Classes and select Attend.

On the pagebar, click Curriculum.

In the left navigation pane, select a class, expand a curriculum, and select a unit.
Click the Lessons/Activities tab.

e N e

Alternatively: In the left navigation pane, expand a unit and click the name of the activity
you want to view.

In the text editor section, click Attach files.

Click Choose File to browse to the location of the file you want to upload to the drop box.

Note: You can upload a single file up to 50 MB in size.

7. Click Upload.

Optional: You can include comments with your submission.
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Details

Unit'Sub Folden Math 112
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o Scheduled foi 0228072012
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W can upload a singte e wilh a S0-megabyle (MB) mEximom fle sz
Submit

Drop Box activity submission

8. Click Submit.

View Assignment Results
Teachers and administrators can view assignment status and results.

1. Inthe navigation pane, click the name of the class or organization level for which you want
to view assignment results.

2. On the pagebar, click Assignments. The Assignments page opens.

3. Tofind the assignment, either filter or search the assignment list.
In the Options column, click the Show Result icon . The relevant item appears with the
Results tab displayed.

The Completed column indicates whether the teacher participant has completed the
assignment. If so, the score is shown in the Score column.

[] Untitled Assessment (Assigned for 7/31/2011) Print assessments... Schedule to more students Retract
Preview Details Review Results Assignment Information
D\ Freview & Print Repaorts: Total Score w
Student Score Completed Results
Earl, Abbie MiA Mo
Mae, Abby Lynne MIA No
Mas, Abbye Resce /A No
Michael, Aaron MIA Mo

Assignment Results tab
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5. To view results for a specific teacher participant, in the Results column, click the View link.
The teacher participant's completed assignment opens in a new window.

6. To view and print a report, select an option from the Reports list, and then click Preview
and Print. The selected report opens in a new window. For more information, see
Assessment Reports.

Collaborate

Collaboration Overview

Note: Collaboration features are optional, so your school may not have access to them. If you
do not see this feature, please see your IMS system administrator for more information.

Collaboration allows teachers to interact through posted announcements, online discussions,
email, and online meetings. Collaboration is class specific. You can collaborate only with the
teachers enrolled in the class. You can communicate with an entire class, individual members of
a class, or with class teams.

You access collaboration features by clicking the Collaboration button on the pagebar, or from
the Collaborate pane. The pane appears on the right side of the IMS window. Click the arrows at
the top of Collaborate pane to expand or collapse it.

| Collaboration
Raports Collabaratian ‘,—F'Tq'_f:-_:_:_:.v Link
"0
-
o
=1
=1 & | |- cCollaborate
- = % Pane
7

I W e W i1y S

Collaborate Pane Location

Collaborate Tasks
The following topics offer step-by-step instruction for collaboration tasks:

e Announcements

e Discussions

e Messages
e Online Meetings Layout and Controls

e Online Meetings
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Announcements

You can post announcements for the entire class or only a specific team to view. When you
create the announcement, it appears on the Collaboration Summary page for the time you
specify.

Note: Collaboration features are optional, so your school may not have access to them. See
your IMS system administrator for more information.

Create an Announcement

1.

On the top navigation bar, click Classes and select Teach, and in the left navigation pane,
select a class.

On the pagebar, click Collaboration, or expand the Collaborate pane on the right side of the
screen.

On the Collaboration page, click Announcements.

From the drop-down, select an audience for your announcement. Options include Entire
Class and all teams created for the class.

Click New Announcement.

On the New Announcement page, type a Title and write your message in the Description
box.

In the Valid From field, type a date or click the icon to select a date from the date picker.
In the Valid To field, type a date or click the icon to select a date from the date picker.
Click Save.
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New Announcement
Announcement Information
Title: |
Description: B I U s |_§§ EE éE :5;« | Format (e
B X Ga@ G|
valid From !11.,'25‘.'2555 -i
Valid To =1 ' J Save Cancel

Create an Announcement

Search for Announcements

The search feature is useful if there are multiple pages of announcements, or if you want to find
an expired announcement. You can use either a date or a text search to find announcements.

Search by Date

1. Onthe Collaborate pane, click Announcements.
2. Inthe Browse By Date section, type or select dates in the From and To fields.

3. Click Go. The IMS displays a list of all announcements that meet the specified From and To
date range.

Announcements | Search Annouricements by Title and Dezcnption ! Q

New Announcement List View

Browse By Date Title Author Posted Valid From valid To Options

i /—g Test tomor... Stan Schaffer 11-21-2009 11-21-2009 11-22-2009 P
E— =
= .:D Oid you l=... Stan Schaffar 11-25-2009 11-25-2009 11-25-2009 i
2|

—_—
— Show! S per Page |[¥|

Search Announcements
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Search by Text

1. Onthe Collaborate pane, click Announcements.

2. Inthe Search Announcement by Title and Description field, type your search text.

3. Click the Search icon | 2/, The IMS displays a list of all announcements that meet the
specified criteria.

Discussions

Discussions allow instructors to create topics for classes or teams and to invite online responses.
All teachers can view all responses and reply to them. The discussion feature is available on the
Collaboration page.

Note: Collaboration features are optional, so your school may not have access to them. If you
do not see this feature, please see your system administrator for more information.

Create a Discussion
1. Onthe top navigation bar, click Classes and select Teach. From the left navigation pane,
select a class.

2. On the pagebar, click Collaboration or, on the right side of the screen, expand the
Collaborate pane.

3. Click the Discussions link.
Click New Discussion.

Discussions Search Discussions by Title, De | Q)
Hew Distussion

Brawae By Date Titla Author Replias Bosted Lipdated Options

From j Thamas fro... Stan Schaffar 1 11-20-2009 11-24-2008 SR

Create a Discussion

5. Onthe New Discussion page, type a Title and write your message in the Description field.
6. Click Save.
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New Discussion

Discussion Information

Title: |
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Create a Discussion

Edit a Discussion

Only the person who created a discussion can edit the content. Responses and comments
posted to discussions cannot be edited.

1. Inthe Collaborate pane, click Discussions.

2. Inthe Topics column, locate the appropriate discussion and click the Edit icon >
3. Make edits as needed and click Save.

Participate in a Discussion

Teachers can respond to discussion topics, view responses, and respond to other Teachers’
comments.
1. Inthe Collaborate pane, click Discussions.

2. Inthe Topics column, click the title of a discussion to open it. All responses appear, along
with a thread of any posted comments.

3. Click Post.
Type your thoughts and click Post.
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Respond to a Discussion Topic

Tip: You can format the text and add media files to the description by using the text box
toolbar.

Post a Comment
If you want to respond to another teacher’s response, the process is similar.

Complete steps 1 and 2 from "Participate in a Discussion," and click Comment next to the
appropriate response, to tie your comment to the correct item in the thread.

Online Professional Development: Teacher participant Role

Collaboration Messages

The Collaboration Messages feature is a class-specific email address for instructors and teacher
participants. It acts as a shortcut that allows you to create messages for a specific class
audience. To use this feature, participants must enter an email address as part of their profile.
Messages are sent from and stored on the participant's email account server, but The IMS keeps
a copy of messages sent so you can view them from within the IMS.

Note: Collaboration features are optional, so your school may not have access to them. If you
do not see this feature, please see your IMS administrator for more information.

Send an Email
Only assigned teachers for the selected class are included in email recipient lists.

1. On the top navigation bar, click Classes and select Teach or Attend. In the left navigation
pane, select a class.
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2. On the pagebar, click Collaboration, or expand the Collaborate pane on the right side of the
screen.

3. Click Messages.

4. In the drop-down list in the upper right corner or the page, select a viewing audience for
your announcement. Options include Entire Class and all teams created for the class.

5. Click Compose.

6. Click To. A list of all classes you teach or attend and all related teams appears.
In the Address Book drop-down list, select a class or team.
Select one or more recipients from the list and click Close.

Type a Subject.
Optional: Click Attach to add a file, or click Save as Draft to complete your message later.

10. Type your message in the text box and click Send.

View Email
1. On the top navigation bar, click Classes and select Teach or Attend. In the left navigation
pane, select a class.

2. On the pagebar, click Collaboration, or expand the Collaborate pane on the right side of the
screen.

3. Click Messages.

Click Inbox to view messages received, click Sent to view messages you sent, or click Drafts
to complete messages you saved without sending.

Online Meetings Layout and Controls

The Online Meetings feature supports one-on-one tutoring and group discussion in a virtual
environment. Participants exchange information with a shared Workboard and both voice and
text chat. The Workboard allows the meeting presenter to load documents, type text, draw, and
insert shapes that are visible for all participants.

All meetings are recorded and can be reviewed later in their entirety. Included in the playback
are any documents, drawings, and voice and text chat. If a instructor hosts a meeting and a
participant is unable to attend, the participant can view the recorded meeting and see and hear
everything he/she missed.

The online meetings feature is specific to a class. Online meetings are available from
Collaboration in the pagebar or the Collaborate pane on the right side of the page.

Note: Collaboration features are optional, so your school may not have access to them. If you
do not see this feature, please see your IMS administrator for more information.

Meeting Roles and Controls

Roles

e Presenter: The presenter is the person who created or scheduled the meeting and controls
the Workboard. Other participants can be granted the role of presenter as necessary.
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e Participants: Participants view information on the Workboard, use text chat, and use
speakers or headphones and microphones for verbal exchanges. They can work within the
Workboard when the presenter grants permission.

The Layout

Online meetings are composed of four areas: Workboard, Participants, Text Chat, and
Document Library.

Meeting Controls
1
(B | e L 2 - 8RO 0 itemeiteice e Participants
I [ 8 o AERE = i | phe S
I}rawin-g QOptions Toolbar "m
Orawing Toals Text Chat
i
A
TrEemEs | Document
Page Controls Lllbrarjr
= | g ot e e ] T e R —
Q Lol H
[
Workboard
Online Meeting Space

The Online Meeting page contains the following elements: Workboard, Participants section,
Text Chat section, and the Document Library section.

e Workboard: Space to share documents, using graphics and text to mark materials in real
time for meaningful presentations. The Workboard has several controls and tools available
to enhance instruction.

e Participants section: Lists all the members who joined the meeting and displays their
current status.

e Text Chat section: Displays all text messages that have been submitted by participants
during the session. All participants can add chat messages from this panel.

¢ Document Library: Provides a location to load documents for sharing on the Workboard.

Meeting Controls

The Meeting Controls toolbar allows you to configure the speaker and microphone, change your
online status, and track multiple meetings using color themes to differentiate one meeting from
another. Layout tools allow you to manipulate the work environment to best meet your needs.
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Meeting Controls toolbar

e Speaker: Controls the speaker volume on your computer.

e Microphone: Controls the volume of your microphone. If participants find it hard to hear
you, increase the volume on your microphone.

e Status: Shows your current status and allows you to change it. Options are: Available,
Away, and Be right back. The status you set appears for all meeting participants.

e Layout Manager: Allows you to select a layout from four preset configurations.

e Themes: Allows you to change the color scheme of your meeting to help you differentiate
when hosting multiple groups.

e Settings: Displays a tabbed window with controls for speaker, microphone, and color
themes.

e Session Information: Displays information about the current meeting, including start and
end times, and time remaining.

Online Meetings

Online meetings provide a virtual classroom where instructors and teacher participants can
meet to exchange ideas using a Workboard, Text Chat, and a Document Library. Voice is
available for participants who use a microphone. Online meetings are class-specific and must be
scheduled from within an assigned class.

The Online Meeting feature is available from the Collaboration page.

Note: Collaboration features are optional. Your school may not have access to these items. If
you do not see this feature, please see your IMS administrator for more information.

Schedule a Meeting
1. On the top navigation bar, click Classes and select Teach or Attend. In the left navigation
pane, select a class.

2. On the pagebar, click Collaboration, or expand the Collaborate pane on the right side of the
screen.

3. Click Online Meetings.

In the drop-down list in the upper right corner or the page, select a viewing audience for
your announcement. Options include Entire Class and all teams created for the class.

Click Schedule a Meeting.
Type a Meeting Title.
7. Type a date in Scheduled Date, or select one from the date picker.
8. Select a time for the meeting.
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Note: You must schedule at least two hours in advance.

9. Inthe Schedule with section, select the appropriate group to include participants.

e Entire Team: Includes all team members, unless you selected Entire Class in step 4, in
which case it will include all teacher participants enrolled in the class.

e Pick a member: Opens a dialog box displaying all team (or class) members. Select
desired participants from the list and click Select.

e Teacher: Adds the assigned teacher.
10. Type a Description for your meeting.
11. Click Schedule.

Online Meeting

Schedule Meeting

MMesting Title : Fresentaton Raview
Scheduled Date: 111072010 :

Description:
Toolbar 0 2 Toolkar 1 o
== wmis s X @D W EEE S B IS U A A | - [10pt

Mustang Team: Let's put our slides tagether for the presentation

Schedule with: ® Entira team O Pick a member O Teacher

e

Canczl Schedule

Schedule an Online Meeting

Join a Meeting
1. On the top navigation bar, click Classes and select Teach or Attend. In the left navigation
pane, select a class.

2. On the pagebar, click Collaboration, or expand the Collaborate pane on the right side of the
screen.

3. Click Online Meetings.

In the drop-down list in the upper right corner of the page, select a viewing audience for
your announcement. Options include Entire Class and all teams created for the class.

5. Locate your meeting in the results list and, in the Options column, click Join.

Note: Scheduled meetings appear on the home page when you sign in. You can click the title of
an in-progress meeting and join from the home page.

Raise your Hand in a Meeting

You can send and receive text messages in the Text Chat section and view the presentation from
the Workboard. If the presenter is using a microphone, you can listen to the presentation.
When you click Raise a Hand, the following additional rights may be granted by the presenter:

e Make as Presenter

e Allow Mic Access
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e Start Private Chat
e Remove from Session

1. As a participant within a meeting, click the Raise Hand icon .
When the presenter grants rights, a message appears in your Text Chat.

2. After the Presenter responds to your request, click the Lower Hand icon .

Note: When you click Raise Hand, the Presenter sees a blinking hand symbol beside your name
in the Participants section. The symbol continues to blink until you click Lower Hand.

Request Presenter Rights

Participants cannot work in the Workboard without presenter rights. Participants have two
options for this request.

e As a Participant within a meeting, click the Raise Hand icon .

e As a Participant within a meeting, click the Presenter Rights icon .

Answer Raised Hand

Participants have limited access within online meetings. Presenters can increase rights when a
participant raises a hand to ask. When a participant clicks the Raise Hand icon, the presenter
sees a blinking hand symbol beside the name in the Participants section.

To respond to a raised hand:
1. Click the hand symbol (or anywhere in the participant name row) to display a pop-up menu
of options.
2. Click to select an option:
e Make as Presenter: Provides access to Workboard tools.
e Allow Mic Access: Provides microphone access if available.
e Start Private Chat: Allows text chat that is not viewed by other participants.

e Remove from Session: Denies access for the scheduled meeting for the selected
participant.

1 Kasie A, [Availablel
;"’ Make az Prezenter
_e_ Allow Mic Accass
4 start Private Chat

i] Rermnove from Sesszion

Raised Hand options
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Remove Presenter Rights
A presenter can remove temporary presenter rights granted to a participant.

1. From the Participants section, right-click within the participant name row to display a pop-
up menu of options.

2. Click Make as Viewer.

Grant Presenter Rights

Presenters can grant access to Workboards and workboard tools through the sharing of
presenter rights.

There are two ways to grant presenter rights to a participant.

e When a participant requests presenter rights by clicking the Raised Hand icon or the
Presenter Rights icon, the presenter can right-click the blinking request icon and select
Make as Presenter.

e The presenter can grant rights without a request, by right-clicking the participant's name
and clicking Make as Presenter.

Share a Document

Presenters can share documents on the Workboard in Online Meetings.

1. Inthe Document Library, click Upload Files.

2. Inthe Upload dialog box, find the file you want to share and click Open. The file loads to the
Document Library.

3. Dragthe document from the library to the Workboard.

Note: If you have work on the Workboard, the document you add will open on a new tab
within the Workboard.

You can use tools to draw, add text, or mark the document. Participants can view the document
and your drawings, but they cannot annotate without presenter permission.
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A

Anecdotal Records: An informal, written record of a learner's progress based on milestones
particular to the learner's social, emotional, physical, aesthetic, and cognitive development.

Assessment: An assessment is any task designed to measure. This term is commonly used to
refer to testing, but general assignments can also be labeled, assessments as most assignments
are designed to measure how well a student understands a concept. The IMS provides both
activity and assessment formats. The current assessment format follows a conventional
question/answer style of assessment.

Assignment: An assignment is a curriculum item (an activity or assessment) that has been
scheduled for a class or student.

B

Best Practice: Objects identified with a thumb graphic designate vetted materials approved for
organizational distribution.

C

CCL: Community Content Library.

Class: Classes refer to a specific group of students scheduled to meet at the same time in the
same location assigned to one instructor (unless instruction time is shared or the class in online
and meets in a virtual "same environment"). Classes can consist of one course section, a
combinations of sections, or a combination of courses and sections. (Such is the case when a
younger advanced course shares instruction with an older general course. The instruction is the
same, but the course identifiers are different for the different grades.)

Course: A course presents a defined focus of study. For example, a General Biology course
should assess the same skill set regardless of the course section or the assigned teacher.

Curriculum: This term can refer to all instruction; however, it represents the highest level of
instruction available in The IMS. Curriculum provides the overview for the grade and subject
taught. Only persons with state or district administrative rights can create or edit curricula. A
curriculum level must exist before any other level of instruction (units, lessons, activities, or
assessments) can be created in The IMS.

Community Content Library: The IMS allows teachers to share curriculum within their district
through the Community Content Library. When you select to "Share with" or "Make Available"
your Unit, Activity, Lesson, or Assessment, other instructors can view and copy it to their course
curriculum through the Community Content Library.
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D

Dynamic: The term "dynamic" when applied to pages or toolbars means that the options
available change depending on the selections you make.

F

Formative: Formative assessments are on-going reviews and observations. These provide
feedback regarding a learner's progress. Formative assessments may include periodic quizzes
and performance tasks, diagnostic tests, and anecdotal records.

O

Objectives: The terms Standards and Objectives are often used interchangeably, though they
are not interchangeable ideas in the educational field of study. Both identify what a student
should know or be able to do, but they differ in the level of detail and quality of measurement
used. As a rule, standards are broader in description, and objectives are more detailed.
Objectives are tied to lesson plans and several objectives may be applied to support one
standard. Your school may use one term for all identified skills or your school may define skills at
different levels. The IMS allows each school to make a decision regarding the organization and
terminology to be used and the application allows you to tie skills to assignments and keep a
separate record for standard/objective measurements.

P

Pinnacle Instruction: Pinnacle Instruction is one of several modules available in the Pinnacle
Suite. This module allows you create, store, edit, share, and reuse curriculum.

PIV: Pinnacle Internet Viewer (PIV) is a component of the Pinnacle suite that allows students
and parents/guardians to view student data online. It is available to schools that purchase the
Gradebook module and includes grades, attendance, assignment, and information from
Gradebook along with links to Pinnacle Instruction information.

PRT: Peer Review Team. This is a team of subject matter experts defined by administrators to
review curriculum and item bank objects prior to approval as best practice publication. This
feature is not available for all schools.

R

Read-only: Read-only refers to data that can be viewed, but cannot be edited, in anyway by the
viewer. This includes no delete function.

S

SAT: Scholastic Achievement Test

Section: Sections allow courses to be offered at different times, by different instructors, and/or
to different students. For example schools can use section numbers to divide courses among
instructors, such that 9ENG0O1 meets with instructor A and 9ENG02 meets with instructor B.
Sections are always related to courses, so the same skill set is assessed.
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SIS: Student Information System (SIS) is an administrative application tool used to store and
organize information, such as courses assigned to a teacher, students assigned to each course,
student demographics, and teacher profiles. Information from this system is imported into PCA
and Gradebook modules. Schools may use the Pinnacle SIS, or a third party vendor.

Standards: The terms "Standards" and "Objectives" are often used interchangeably, though they
are not interchangeable ideas in the educational field of study. Both identify what a student
should know or be able to do, but they differ in the level of detail and quality of measurement
used. As a rule, standards are broader in description, and objectives are more detailed.
Objectives are tied to lesson plans and several objectives may be applied to support one
standard. Your school may use one term for all identified skills or your school may define skills at
different levels. This application allows each school to make a decision regarding the
organization and terminology to be used and allows you to tie skills to assignments and keep a
separate record for standard/objective measurements.

Standards Entity: This is collection of academic standards created for different grade levels and
subjects according to the identified authority. Often the authority is a state appointed
committee; however, privately financed organizations also provide academic standards.

Summative: Summative assessments are used to evaluate effectiveness of an instructional
program within a pre-determined period of time. The goal is to determine a learner's
competency at the end of an instructional phase. Typical summative assessments include final
exams, statewide or standardized tests, and entrance exams such at SAT or ACT as administered
in the United States.

T

Term: Terms are pre-determined assessment time periods. Pinnacle Suite uses the general label,
"Term" to avoid confusion among schools using different time period definitions. A term is also
referred to as a "marking period." Some examples of common term labels are: 1st quarter, 2nd
quarter, 1st semester, 1st trimester, 2nd trimester, 1st nine weeks, 2nd nine weeks, 1st six
weeks.

U

Unrostered Student: An unrostered student is someone who is not enrolled in the class
currently, but you anticipate the student will join your class. You create temporary credentials
for the student on the Unrostered tab of the "Student Roster" page.

137



Index

A

Add Events and Meetings to Calendars...144

Add Notes to Planbook............................ 134
Add Question Sheets...........cccoceeveveenuecnnee. 40
Add RESOUICES ......c.ueveveeeeeeeiieseeeeen 66
Add Standards ...........ccceevveeeiiieneieen 54
Add Time Labels to Planbook .................. 134
Add Unrostered Student .......................... 154
Add Web Parts to Class Pages................. 163
Announcements - Collaborate.................. 170
ASSESSMENTS ..o, 30, 35
Assignment ReSults...........cccvveeeeeeeeecnnen. 128
ASSIGNMENTS ....eiiivavavasssasanns 117
C

Calendar ..........coeeeeeeeeeneenieieeee 16
Calendar Layouts...........cccceeevvveeecuvnennnne, 141
Cancel an Activity or Assessment .............. 84
Change Color-coding in Calendars........... 141
ClASS PAGES ... escieaaen, 161
Collaborate Feature.............ccocueevuevennenn. 169
Contact Information .............ccccveeeecvvveennne, 8
COPY e 56
Copy Curriculum Objects ........ccccveeeeeeeennne. 71

CSV fil@S..uuuaarieaaeeiiaeseiaeeeiieeecvae e 147
Curriculum Drafts.....ccecceeeeeecieaeeciieeeenn, 51
Curriculum TASKS......ccccuveevveeniveecieeeiieene, 19
Customize Class Page Layout.................. 163
D

Date Field...........ccooeeeveveeseieiiienieeeieene, 16
Delete Unrostered Student..................... 154
Discussions - Collaboration..................... 173
Display All Calendars .............ccceeeeeeuunne. 138
1D o ] RS 51
Duplicate Curriculum Objects ................... 71
E

Edit ACtIVILtIES .....eveneeeeeeeeeeeeesee e 73
Edit ASSeSSMeNts.........ccceeveeevveencreenseanne 73
Edit Curriculum ...........ccoeveeevcevenceenennne 73
Edit LESSONS....c..eeeeeeieieeeeeeeeeeeeee 73
Edit UNItS.....eeeeeeeeieeieeeeeeeeeeeee 73
Edit Unrostered Student ......................... 154
Editing Widget Settings ...........ccccouveeeun. 167
E-mail ADdress ..........cccevveevvenceeneeneeneannee. 8
E-mail Students or Parents ..................... 153
Embed COdes ........ccceveerveneaneaneeenee 167

138



EVENTS oo, 144
Export Calendar Data.................ccccuue.... 147
F

FIlEEI e 11
Filter Assignments ..........ccccccecvvveeeeuvnann, 118
Fixed Day Layout ..........cccceveeevveeeeccunnans 141
Flexible Day Layout.............cccccouveveuvnann. 141
H

HEIP..oeoeeeeeeeeeeeeee et 17
Home PAge ........coeeeeeeeeeeeeee 3
|

iCalendar files .........cccoueeevvvveeeiirireecnann, 147
Import Calendar Data..............cccceeuueen.. 147
L

LDAP oot 10
Learning Plans ...........ccoeeeeeececvivienaaeeaanns 151
LesSSON PlaN .........oeeveeeeeeeiieiieeeen 134
LESSONS.....eeveevviiiiiiiiiieiiiiiiieee e 24
[0 o 1 o IS 10
M

Meeting Notifications...............ccccuuveenn.. 144
MEELINGS...ccceeeeeeeeeeeeeeeeeeeeeeeeeeceeeeeeeeeeeeeann 144
Merge Unrostered Student...................... 154
Messages - Collaborate................ccc........ 176
Move Curriculum Objects ...........ccccceeeuunne. 71

My Calendar...........ccceevvuveeecveaeecieeaeane, 138
N

NQVIGALe ..ceueeeeeveevveeviviviiiviiiviiiiiieieiaieiaaaan, 6
0]

Online Meeting .........cccoveeeceveeeevvnaeane, 177
Open Student Roster ............cccccvvvveennee.. 150
P

PASSWOIAS ..cuevvveeveveveveveveiveeieieieaaanann, 10, 152
Phone NUMBET .........ccocueevvvenieeeiiresiieeaen, 8
PIaNDBOOK ......oeeeeeeeieeiieieeeeeeeeeiee 129
Post @ ReSPONSE..........cuuueeevevvvveveveveranannn, 173
Post-Unit Reflections ............cccceeeeeeeennne. 91
Previewing Assignments..............c.cceeeee. 121
Print AssSignments ............eeeeeevevevevevennnnnn, 121
Q

Question Sheets .........ccocceeeveeeeseeenieenen, 40
R

Reset Student Passwords........................ 152
Resource Library .......cccceeeeevcveeneeeannn, 63, 68
RESOUrCeS.....ccoivviiiiiiiieiiiiii 66
Retract an Activity or Assessment ............ 84
Review ACtIVItIeS .......ccccouevevvceeeiriieeeenee, 88
Review ASSESSMENTS ........ccoveveveevcreeannnnne 89
S

SQVE DIAft ..o, 51

139



Pinnacle Instruction Teacher's Guide

5can ASSeSSMEeNts......ueevevecivvveriivicnninnnen, 86
S€anning ISSUES........uuueeeevvvevevevivevivivananannn, 86
Schedule ACtiVities ...........ccceeveevveeneenncns 135
Schedule LessoNs ...........cccveeceeesevenveennen. 24
Search for Assignments ............ccceeeu.... 118
Select Attendees for Meetings................. 144
Y £ [ 14 -SSR 56
Standards.........ccoeveeveeeesiieniieeeieieeen 54
Student ROSter.........cccceeeveeeveeeeeeeeen, 149
T

Teaching NOLES.........ccceevevenceeeeeieieene, 91
Time Labels.........cceeeveeeeeseieiieeaeeenn 134

Time ZONEes..........cccvveuvvvireiviiiniiiicrinneenn 141
TOOIDAN ... 6
TULOIING ccoooveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeececa, 184
U

UNIES.eiiiiiniiiiiiiiiiiiiiiciiiciecci 21
Vv

View Your Calendar...............ccceeeuune... 138
w

Web PArts ......ccoeeeevceeeeiieieeeieeeiieeee 161
Web Service Scanning.............cccceeevveeen. 86
Y

YouTube Videos..........cccccueevvevevevencueannen. 167

140



