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Quick Start Guide for
District Administrators

As soon as your order has completed processingyillve
send you an email containing your login informatsord
instructions for getting started in ThinkCentrélyou
already have an administrator login and are jud¢idng
new products, you don’t have to do anything newséh
products will become available to your teachers
automatically.

To check order status or receive an administratoowant,
contact Digital Access and Administration via enail
hmh_digital_access@hmhpub.com.

=

Navigate tohttps://www-k6.thinkcentral.com

2. Select your state and district, and one of the gishio
your district.

3. To make subsequent logins easier, ctiReknember
My Organization (optional).

4. Enter your user name and password.

5. Click Login.

Note: When you log in for the first time, you Wil asked to
answer three identification questions. This is¢eist you if you
ever lose your password.

‘Welcome,
Manage schasls and chsses, move students, andmanage settings foryourdisriet  District Administrator

Wefre here to help you!
Technical support &
equently asked questions

e
Create accounts
Emailus

Or call us at 18004193900

 District & Schools allows you to change some
settings, create classes, and view available pteduc

» Reports provides access to exportable progress reports

on schools, students or classes.
e User Accountsallows you to create and modify
accounts, generate usage reports and move users.
» Assignmentslets you delegate assignments to have
teachers administer them to their classes.

The tabs at the top of the page indicate majorsarethe
product that match those on the Desktop. Other
navigation at the top of the page includes:

e ThinkCentral logo orHome — return to the Desktop
e Print — prints current page

» Help — instructions for current page

» Log Out — exit ThinkCentral

Administrators are responsible for creating teacher
accounts, either directly or by delegating that
responsibility to someone else. Administrators raksp
create accounts for other administrators, andgsired,
students. To manage user accounts:

» Click User Accounts

» Select a user type and enter a first name, lasenam
user name.

» Click Find.

» To edit a user’'s account, click his or her user @am
the results list.

Note: Accounts cannot be deleted, but you can tinera
inactive.
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To add a teacher or school administrator indiviualick
Add on the Manage User Accounts screen.

Add User

User Details

Email Address:*

Retype Email Address:*

ThinkCentral Credentials

1. Select a user type.

If you are the district administrator, select alh

Using the Title dropdown, enter the salutation

(optional).

Enter the user'irst Name.

Enter the user'Middle Initial (optional).

Enter the user’sast Name

Type a valid email address in the appropriate $ield

In theUsernamefield, enter a unique user name.

(Username should be 5-32 alphanumeric characters.

The at-sign (@), dot (.), hyphen (-), and undersdoi)

are also allowed.)

9. InthePasswordfield, enter a 5-32 character password.
Passwords may not contain spaces and must have at
least one each of:

e An upper-case character (A-2Z)

* Alower-case character (a-z)

* A number (0-9)

» A special character ({@#$%"&*()_-
+={}{]|\:;;"1?7<>,.)

10. Enter the same password in Retype Passwordield.

11. To create the user account, cligid.

wn

® N o oA

Note: Make sure to take note of the user name asévpord
because you will need to notify the user. Usernamest be
unique within each school.

To add a student individually, clickdd on the Manage
User Accounts screen.

SelectStudent as the user type.

If you are the district administrator, select alh
Select a grade using tidrade dropdown.

Enter the studentBirst Name.

Enter the student'’®liddle Initial (optional).

agrwNE

6. Enter the student’lsast Name

7. If your school uses student ID numbers, enter ihe
Student ID field (limited to 15 characters.)

In theUsernamefield, enter a unique user name.
(Username should be 5-32 alphanumeric characters.
The at-sign (@), dot (.), hyphen (-), and underscor
(L) are also allowed.)

9. InthePasswordfield, enter a 5-32 character
passwordPasswords may not contain spaces and can
be made up of alphabetic, numeric or special
characters.

Enter the same password in fRetype Password

field.

11. Enter NCLB data as desired.

12. To create the student account, clietd.

®

10.

Note: Teachers can view student user names anavpads by
exporting their class roster.

You may elect to import a number of teachers odestis
into the system at one time. To do so, from theage
User Accounts screen, clitkport users... or select
Import in the User Accounts top navigation.

To view detailed instructions on how to create erus
import file, clickHelp or go to
https://importhelp.thinkcentral.caniYou will find in-
depth instructions on how to create and correctiynft a
file that will allow you to import large numbers o$ers at
one time.

To locate the import file that you have createitkcl
Browse This will bring up a standard file browsing
window. Navigate to the location of the file onuydhard
drive or network, click on the file, and cli€kpen to
select the file.

After you have located the file you would like toport,
click Start Import . You will receive a message letting
you know once the upload is finished and if the omof
users was successful. Any errors will be emailegbto
with information on how to correct them.

Import Records

Import Records

Select an Import File (.csv) Nofile selected

School Organization IDs

Start Import
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Administrators may change some district settings by
clicking District & Schools.

» To change the time zone for a district, seleatitrf the
dropdown and cliclSave
» To change the time zone for a school, sdiéahage
Schoolsfrom the top navigation, and then choose the
school. Select the time zone from the dropdowndlickt
Save
» To change user settings, selBgtrict Configuration
Settingsfrom the top navigation. Two options appear:
o Allow teachers to create and edit student user
accountsis checked as the default. If you want to
disallow this, uncheck the box and clikve
o Only School Administrators may promote
studentsis unchecked as the default. If you want to
have School Admins conduct grade to grade
promotions, check the box and then cl&kve You
will no longer be able to promote students from the
district level.
0 Mastery allows you to select the system default
mastery or set up a district-specific mastery for
scoring online assessments.

Choices that district administrators make are lierdntire
district. School administrators may not overriderth

To create or modify a class, seléttd & Manage Classes
from the topDistrict & Schools tab.

To export a list of ALL classes in the district|es# class
types to include and clidkxport.

To find a class, select@chooland aTeacher, and then
click Find.

* To resort the list, click on one of the column Hegd.
» To export the on-screen results, cliekport Results.
» To edit an existing class, click on a class name.

* To add a new class, cligkdd Class.

The Add Classpage is divided into two main sections.

The top of the page contains details of the ciastiding
the class name and description.

The second portion of the page is a list of HMHdurcts
that are available to you. To make any produceapm
the class library for students to browse, checkbtirenext

to its name and clicBave

Add Class

/1. Define class details 2 Assign students to dlass

School: |22 Harcourt Review D A Sch A

Teacher: | tckirt, tokirl

Define the Class
Class Name: | ey Class
Grade: Grade 2

Period Al

Add Adaptive Learning Products

Define the Library
Chack the programs or products to put in the students' library.
Filter your view by: Language: All

@ Active Inactive

Include  Product ISBN

Calfornia Go Math! - Math on the SpotVideo Tutorial, GK-6 9780544251519

Calfornia Go Math! Spanish - Maih onthe Spot Video Tuterial K-5 9780544339668

Destination hiath 9780547290017

Choose a school from ttf&hooldropdown list.
Choose a teacher from tfieacherdropdown list.
Enter a name for the class in tBlss Namefield.
Select a grade from th@rade dropdown list.

Type in the class period in tiReriod field.

Describe the class in thi@escription field.

Select the products for use in the class.

To save changes without creating a roster, Qiake.
To create a roster, clickssign Students

CoNooA~ONE

Click Assign Studentson the Add Class page.

Add Class
v chas: 2. Rssign students 1o class
Class:  Sample Class

Find students

Select students from grade: [All - Find Clear

Assign students to class
Students Class Roster

‘Account, Student! (101)
Account, Student2 (102)
Account, Student3

Add All >
Add >

<Remove

<< Remove All

<<Edit Class ExportClass Roster || Cancel || Done

» Choose grade fror8elect Students from Grade
 Click Find.

e UseAdd All/Add to assign students.

» UseRemove All/Removeto remove students.

» To save your changes, cli€one.

» To return to the previous page, cliEklit Class. Note:
Clicking Edit Class before saving will erase any changes
you've made on this screen. To save your chan{jels,Gone.
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To generate reports to track student performaraects
Reports from either the Teacher’s Desktop or the top
navigation menu on any page.

» To change your report, or run a different repanypdy
change the filter selection in the left-hand filsetection
panel and then cliciéenerate

» To export your report to a comma separated val@/{C
file or a portable document format (PDF), cliEkport.

» To print your report, cliclPrint Report.

» To move back, or up, a level in your report, uselével
links at the top of the report.

Choose eitheAssessmenbr Standardsreport.

BE

2] Report iters:

1. Select the Report Options, including the subjettdg
and/or assessment(s) and standards(s) and otbes. fil
2. To run the report, clicksenerate

A list of all your classes that have results fouryoeport

criteria will display along with scores.

* To see the student list and score for a classk alic
Class Name.

* To see an individual student’s performance, click a
Student Name.

To change account information, such as your paskwor
selectAccount from the top navigation menu on any

page.

User names cannot be changed; you may, however,
change your password at any time. The password Ineust
between 5 — 32 alphanumeric characters. For $gcitri

is a good idea to change your password the first fou
log in.

You can also view all products available to youstuict,
as well as those for specific schools, by clickimgthe
District & Schools tab and then clicking théiew
Available Productslink in the left navigation.

This Quick Start Guide is meant to help you gettsth
using ThinkCentral, and only covers the most common
functions of ThinkCentral K-6.

You will find full, detailed user instructions ihe full
onlineHelp for Administrators

For registration and account activation questioa$,
800-323-9239.

Support Hours: 8:00 AM to 11:00 PM EST

Email: techsupport@hmhco.com
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