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Manual for Teachers and Administrators

1 Introducing Write Source Online

Write Source Online enables students to develop their writing skills and learn grammar using a fun set of
tools and games. Students can share their work with their peers and comment on one another’s work. They
can build up a portfolio of their work and choose the items they want to share with their peers.

Students and teachers can personalize their Write Source Online environment in a variety of ways. Students
can enjoy building their skills in writing, grammar, and communication.

Teachers can create assignments, provide samples, and moderate their students’ activities. There is a suite
of interactive whiteboard lessons, and a virtual file cabinet where teaches can easily store and access their
resources.

Administrators can register classes, teachers, and students. They can order products and allocate them to
classes.

Write Source Online consists of the following features:

# Dashboard: the point of access from the login window, from which you can access all the features of
Write Source Online.

&= Profile and Avatar: allows students to create a customized personal profile, which they can share with
others.

= Bookshelf: access to Write Source eBooks, with audio, for students and teachers.
# Net-text: a structured approach to teaching and learning writing skills.

= GrammarSnap: a fun, engaging, interactive set of grammar lessons, videos, practice activities, and
quizzes.

# Class Administration: allows teachers to manage classes and resources.

#= Interactive Whiteboard Lessons: allow teachers and students to interact with multi-media elements,
resulting in a rich and engaging learning experience.

# File Cabinet: a comprehensive library of printable resources that you can customize into lesson packets
for your students. Thousands of resources for each grade level are organized and indexed in the File
Cabinet, and you can easily locate documents using a variety of search methods.

= My Links: approved external websites for reference and further support.
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2 Getting Started

Write Source Online is designed to be as easy as possible, whether you are signing into the system for the
first time or returning to the system to continue your work throughout the year.

In this section, you’ll find out how to:
& Signin for the first time.
# Return to the system and sign in again.

# Signin as a new user.

2.1 Loginto Write Source Online

Depending on how your system administrator designed your school’s registration process, the first time you
sign in to the system you will either self-register, or sign in and update a new account that has already been
created for you.

2.1.1 Self-Register

Click the link provided for you in your self-registration e-mail to navigate to the registration page.
Enter the registration code given to you in your self-registration.

Click Continue.

Enter your name.

Enter your e-mail address.

Choose a password.

Retype your password.

Click the link to read the Terms and Conditions.

9. Click Close.

10. Select the checkbox to show that you accept the Terms and Conditions.

11. Read the Privacy Policy and then select the checkbox to show that you accept it.

12. Read the Copyright Statement and then select the checkbox to show that you accept it.
13. Click Save as shown in Figure 2-1.
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Figure 2-1. The Registration page

2.1.2 Sign In to a New Account

Click the link provided for you in your new user e-mail to navigate to the account details page.
Confirm your name.

Confirm your e-mail address.

Choose a password.

Retype your password.

Click the link to read the Terms and Conditions.

Click Close.

Select the checkbox to show that you accept the Terms and Conditions.

Read the Privacy Policy and then select the checkbox to show that you accept it.

10 Read the Copyright Statement and then select the checkbox to show that you accept it.
11. Click Save as shown in Figure 1-1.

©oONOU A WN R

Reglster

“:r'lm Wit e iy B S up I M Grisde DTy chisss:

iz s this i b gin i b syaber TF dosse ] apynan arpbures e
B o cocaeed
[k o LB e e
Poseeredl | 0K
Thooss srmmiing Sat's ey for you 51 nenemibese (must confein o et 8 Chanecheri)
Pabtyps yous cemrsecrd

i acuept e Teore

S —

Buhiad desaia.
Marra

Figure 1-1. The Registration page
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2.1.3 Sign In as a Returning User

The Write Source Online system remembers your account details so that you can sign in quickly each time
you return to the system.

Navigate to the homepage.

Click Login.

Enter your username.

Enter your password.

Click Login as shown in Figure 1-2.

ukwnE

Login

Welcome to Houghton Mifflin Harcourt WriteSource Online.

Login to: INDIAN SPRINGS AREA ... Use this School
Your School's State

HAWAII b1

Your School's Name

- Type your School's name -

Usemame

Lane_Bylund@anysite.hmh.com

Password

osee
pre—

Ir

Figure 2-2. Sign-in page
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3 Dashboard

After logging into Write Source Online, the Dashboard is your first screen. Here you can access the tools and
applications that compose Write Source Online. With customizable themes and colors and simple icon-
based controls, the Dashboard is designed to ensure that you can easily navigate the Write Source Online
environment. The Dashboard also provides a quick view of your active assignments to help you keep track
of the activities of your students.

In this section, you’ll find out how to:

Select a background color and theme for your Dashboard.

View your active assignments list and manage individual assignments.
Access your profile and portfolio through your Avatar.

View your class network to manage class interactions.

Launch the Write Source Online applications and tools.

Return to the Dashboard from any other screen.

3.1 Choose Background Color and Theme

You can customize the appearance of your Dashboard by choosing the background color and theme image
that will display on your screen.

1. Click your Avatar to launch

your Profile page.

Click Customize Theme
under your Avatar.

Click the forward or
backward arrow in the top
section of the screen to
browse the available
themes.

Click Set Theme to select the
image that is showing as
your theme. ~SEL TSNS
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5. Click Yes to confirm that you
do want to set the theme, as
shown in Figure 2-1.

Do you want to set this as your theme?

6. Click the forward or
backward arrow in the
bottom half of the screen to

browse the available J
background colors. - -
7. Click Set Background to

select the color that is
ShOWing as your baCkground- Figure 3-1. Themes and Backgrounds window

8. Click Yes to confirm that you
do want to set the
background.

9. Click the X in the top-right
corner of the Themes and
Backgrounds window to
return to the Profile page.

10. Click the Dashboard icon in
the top-left corner of the
screen to return to the
Dashboard.

3.2 Launch Profile Page

You can launch the Profile page from the Dashboard, allowing you to customize your Avatar and the theme
and background color of your Dashboard. This page also allows you to answer some personal questions to
help build your Profile and to launch your online Portfolio.

1. On the Dashboard, click your Avatar to launch your Profile page, as shown in Figure 3-2. See the Profile
and Preferences section of this User Guide for more information on using the Profile page.
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Figure 3-2. Avatar link to the Profile page

3.3 View Your Class

ElEIEIC
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The Class Administration feature allows you to view and edit individual student permissions and view their
Profiles and Avatars. You can also view and edit class details, define groups of students within the class for
differentiated instruction, and add students to the class. There are two ways of accessing Class

Administration.

a) On the Dashboard, click the My Class icon below the Avatar to launch the Class Administration page, as

shown in Figure 3-3.

b) Click Manage Class at the top of the Active Assignments list.

See the Class Administration section of this User Guide for more information on using the Class

Administration feature.

Rezpoad oo Lbaratis e Escay 3-905¢1073

Net-text: Respond to Lrerature Essay 3

Net-text: e Wrtng Poern 5
W & ¥
'Nm\u Writing Pocm 1 326
2 ®
Vs
Net-text: Creative Wikng Poem 1
—
. __ ) U - 3 L L

Eaile

Figure 3-3. The My Class icon
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3.4 View and Manage Active Assignments

The active assignments for your class are listed in the middle of your Dashboard, allowing you to scroll
through them quickly for a high-level view of what your students are working on. You can also launch the
assignments, add sample essays, and monitor the progress of your students.

1. Use the vertical scroll bar in the Active Assignments list to view all open assignments for your class, as
shown in Figure 3-4-2.

2. Click Manage Assignment next to an assignment name to view the student’s progress on the
assighment.

3. Inthe Dashboard, click the View Net-text and Manage Write-Alongs link below an assignment to view
the table of contents for that assignment.

e Wikng

Newe Asmgnmert (2)

Respond 80 Lberaturn Eszay 2-9%4 706

Net-text: Respond to Ltesature Essyy 2
.

Credtoo: Weiting Poes B-5150363¢

el I SIS
{7l

Figure 3-4. Active Assignments list

3.5 Access Class Profile and Portfolio Moderation

The Class Profile and Portfolio Moderation feature allows you to enable or disable moderation on your
students’ peer review comments, and to review and respond to student comments.

On the Dashboard, click the Teacher Moderation icon to launch the Class Profile and Portfolio Moderation
page, as shown in Figure 3-6.

See the Class Administration section of this User Guide for more information on using the Class Profile and
Portfolio Moderation page.
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Figure 3-5. The Teacher Moderation icon

3.6 Launch Bookshelf

The Bookshelf provides access to the Write Source Online eBooks available to you for your class(es).

On the Dashboard, click the View All link above the Write Source textbook icons to launch the Bookshelf, as
shown in Figure 3-6.

See the Bookshelf section of this User Guide for more information on using the Bookshelf.

= S el
Pl

Figure 3-6. The View All link to the Bookshelf

&

3.7 Launch Portfolio

Your online Portfolio allows you to store and share sample essays with your students. You can launch your
Portfolio not only from within the Profile page, but also directly on the Dashboard.

On the Dashboard, click the Portfolio icon to launch your online Portfolio, as shown in Figure 3-7.

See the Portfolio section of this User Guide for more information on managing your Portfolio.

A
Figure 3-7. The Portfolio icon

3.8 Launch Net-text

The Dashboard enables you to launch Net-text directly and browse all the available activities. These
interactive writing units can then become the basis of the assignments that you create for your class.

On the Dashboard, click the Net-text icon to launch Net-text, as shown in Figure 3-8.
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See the Net-text section of this User Guide for more information on using Net-text.
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Figure 3-8. The Net-text icon

3.9 Launch GrammarSnap

You can launch GrammarSnap from the Dashboard to explore the interactive grammar activities, which can
be incorporated into your student assignments.

From the Dashboard, click the GrammarSnap icon to launch GrammarSnap, as shown in Figure 3-9.

See the GrammarSnap section of this User Guide for more information on using GrammarSnap.

1B -EaS

Py

Figure 3-9. The GrammarSnap icon

3.10 Launch Links Page

You can launch a Links page from the Dashboard that provides you access to partnership sites and tools.

On the Dashboard, click the Links icon to launch the Links page, as shown in Figure 3-10.

10
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Figure 3-10. The Links icon
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3.11 Launch File Cabinet

The File Cabinet stores thousands of printable lesson resources, such as assessments, worksheets, and other
tools that you can use to build lesson packets for your students. You can launch the File Cabinet directly
from the Dashboard.

On the Dashboard, click the File Cabinet icon to launch the File Cabinet, as shown in Figure 3-11.

See the File Cabinet section of this User Guide for more information on using the File Cabinet.

Raspand 1 Uterotire Essay 34951008

Net-text: Respond to Lterature Essay 3
POl o bt el s v s
-

& Wrting Poem 5

Figure 3-11. The File Cabinet icon

3.12 Launch Interactive Whiteboard Lessons

The Write Source Online collection of interactive whiteboard lessons can be launched and browsed from the
Dashboard.

On the Dashboard, click the Interactive Whiteboard icon to see the available interactive whiteboard
lessons, as shown in Figure 3-12.

11
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See the Interactive Whiteboard section of this User Guide for more information on using the interactive
whiteboard lessons.

Raspand 10 Uterotire Essay 34951008

Net-text to Lterature Essay 2
o e R—
-

vovda

Net-text: Creatve Witing Poem 5
&

Crestive Witting Foem | egr2f

Net-text: Crestve Wrtng Foem 1

Figure 3-12. The Interactive Whiteboard icon

3.13 Launch Essay Scoring

The Holt McDougal Online Essay Scoring page provides you access to a series of writing resources, including
tips, interactive graphic organizers, model essays, and rubrics. You can launch this writing tool directly from
the Dashboard.

On the Dashboard, click the Essay Scoring icon to launch the Holt McDougal Online Essay Scoring page, as
shown in Figure 3-13.

Raspand 1o Ltoranure Essey 3-405CLI08

Net-text: Respond to Lkerature Essay 3
5
9 Vovekd
Q'
Net-text: Crestve Witng Poem 5
o~ ESITTpEE———
&

Croative Wiiting Foam 2 26

Figure 3-13. The Essay Scoring icon

3.14 Return to Dashboard

Icon-based navigation makes it easy for you to return to the Dashboard from any other screen, helping
ensure that you never get lost in the Write Source Online virtual world.

12
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= On any screen of Write Source Online, click the Desktop icon in the top-left corner to return to the
Dashboard, as shown in Figure 3-14.

)
u Tham st/ Gorarents & pus pariuy

comments to review 0 TIPS A% 1o convreety

Figure 3-14. The Dashboard icon
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4 Profile and Preferences

You can customize Write Source Online to create a personal learning environment. On the Profile and
Preferences page, you can change the appearance of your personal avatar, develop your Profile by
answering personal questions, and launch your Portfolio.

In this section, find out how to:

Launch your Portfolio.

Select and customize your Avatar.

Customize the About Me questions for students.
Answer the About Me questions.

Manage your Portfolio.

Close Profile and Preferences.

4.1 Launch Your Portfolio

To launch your Portfolio, click the Avatar icon on the Dashboard.

14
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4.2 Select and Customize Your Avatar

To select a personal avatar and then customize its appearance:

1. Click your Avatar in the top-left corner of the
Teacher or Student Dashboard to launch the
Profile and Preferences page.

2. To change the appearance of the Avatar, click
Customize Avatar.

|
1

3. Onthe Avatar page, you can change your

Avatar’s appearance, or have the site generate a
random Avatar for you.

5
¥

OOoxEEs2
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To generate a random Avatar, click the icon under
the image of the Avatar. To save the new Avatar as
your own, click Save.

To customize your Avatar, select physical and
clothing options from the menu. Click the attribute
you want to change or add, and then make your
selection. To see additional choices, use the arrows
to scroll through your options.

When you finish customizing your Avatar, click Save.

16
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4.3 Customize Profile Questions for Students

To add or change About Me Questions for students:

1. Click the My Class icon on the
Dashboard.

2. Click Edit Class Details on the upper-
right side of the My Class screen.

E

Edit Metwork
Places

{0) Profiles reported ‘

Permissions

"ErMISSIC '_:d" Edit Class Details
OEDL e
QOO

Edit Class List
OOO0:u| =
QOO0
OO

1=

=
7]

[l

3. Click the Profile Questions tab at the
top of the screen.

Ms Charlsie Jemenez's Grade 1 Lang. Arts 1 - Grade 1

[ Gomomate | e | o | G | Pl
ST B A AT

4. Select the question type from the
dropdown list.

—Profile Question 1-

Question Type [ FREE_FORM ANSWER

SHE R e MULTIPLE_CHOICE
text box. Question Text Whiat is your favorite thing about summer vacation?

6. When you finish, click Cancel to exit
without saving, click Save and Close
to save and exit the Class Details
screen, or click Save and Next to
save and continue.

o
i
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4.4 Answer Profile Questions
To answer the About Me questions, go to the
Profile page. Click Answer this question.
2. Type your answer in the text box.
3. Click Save to submit your answer. Click Cancel
to exit without saving.
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4.5 Manage Your Portfolio

You can launch your Portfolio from the Profile and Preferences page.

=)

1. Click Manage Portfolio.

2. Click Manage.

3. Review the documents in your Portfolio. See
the Portfolio section of this User Guide for
more information about how to make a
document public or private, or how to choose
which documents are included in your
Portfolio.

4.6 Close Profile and Preferences

To close your Profile, click any of the icons on the left of the screen. This brings you to the feature that you
have selected. For example, if you click the Home icon, it brings you back to the Dashboard.
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5 Bookshelf

From the Bookshelf, you can access the Write Source curriculum resources you will need to prepare for
teaching classroom and online writing lessons for your students. For you, these resources include both
teacher and student editions of the curriculum as well as skills books and other teacher resources. Your
students can use their version of the Bookshelf to access student editions. All the Write Source resources in
the Bookshelf are designed for printing, online reading, or even displaying on an interactive whiteboard for
use in the classroom.

In this section, you’ll find out how to:
Open the Bookshelf to view all available Write Source teacher and student edition eBooks.

Select and open an eBook.

Change the zoom percentage and view the eBook in single or two-page spreads.
Navigate between pages.

Use the table of contents and search feature to locate portions of the eBook.

Annotate the eBook by highlighting text and adding electronic sticky notes.

N o vk~ w DN e

Switch to interactive whiteboard mode to position the controls at the bottom of the screen and support
whole class instruction.

8. Toggle the eBook’s audio track on and off.

9. Print single or two-page spreads from the eBook.
10. Close the eBook and return to the Bookshelf.

11. Close the Bookshelf.

20
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5.1 Open Bookshelf

On the Bookshelf, you can browse all the teacher and student edition Write Source curriculum materials
that are available for your class.

1. Onthe Teacher Dashboard, click the View All link
above the three Write Source textbook icons to
launch the Bookshelf.

»

2. Hover your mouse pointer over any eBook in the o To s e |
Bookshelf to see details about that eBook in the " %
right panel of the screen. You'll see the title of ‘{If
the book, product and edition type, discipline, g e
language, and a brief description. ;30

guag p k.

5.2 Open eBook

Opening an eBook displays the eBook in a new window from which you can read, print, or even display it on
an interactive whiteboard.

1. On the Bookshelf, hover over an eBook to view its details in the right panel of the screen.
2. Click View this Book in the right panel to open the eBook, as shown in Figure 5-1.

Alternatively, you can click a book icon in the Bookshelf to open it without reviewing the details in the right
panel of the screen first.
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Aascuarrers. Pregenstion
Tescremn Foiton

| Pt e
’

e e
T g
[EEF

B e i

Figure 5-1. An eBook’s details displayed in the right panel of the Bookshelf

5.3 Change View of eBook

The Write Source eBooks are designed for comfortable online reading. You can alter the zoom percentage
to enlarge or make the pages smaller, and you can also view the eBook as a series of single pages or in two-
page spreads.

1. Onan open eBook window, click the Zoom in or Zoom out icon at the top of the window to
enlarge or make pages smaller.

2. Click the Single Page View — or Two Pages View -~ icons at the top of the window to view the
book as single pages or in two-page spreads. Do this as shown in Error! Reference source not found..

Figure 4-2. An eBook displayed in two-page spreads
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5.4 Navigate Between Pages
The controls in the eBook windows allow you to move forward or backward as you read an eBook.

1. From an open eBook window, click the Next Page ~— or Previous Page “~ icons in the bottom-right
corner of the screen.

3. If you want to jump to a particular page, enter the page number in the page number text box in the
bottom-right corner of the screen, as shown in Figure 4- -3.

H b b - . Lﬂ'

= e
.

N, % T.. R i |
Figure 4- 3. EBook window with the page number box selected

5.5 Use Table of Contents in Bookshelf
To quickly locate and jump to a particular area of an eBook, you can utilize the book’s table of contents.
1. To access the table of contents of an eBook, click the Table of Contents i icon in the top-left

corner of the eBook screen.

2. Click any of the page numbers in the Table of Contents itself to jump to those pages in the book, as
shown in Figure 4-4.

w . s

-
= - - - A
Figure 5-4. An eBook Table of Contents with hyperlinked page numbers
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5.6 Find Information

To find a particular section of an eBook, you can do a keyword search of the page titles in the book.

1. To access the Search feature, click the Search ( N icon at the top of the eBook screen.

2. Inthe Search pane that appears on the left side of the eBook screen, type a keyword in the Search box,
as shown in Figure 5-5.

3. Select a page title from the list of relevant pages that appears in the Search pane when you type the
keyword.

4. Click the Close @ box in the top-right corner of the Search pane to close it.

|H"~. s

bk L - ]
—rm Conhents M frwen o fibag
e Fredy R
] o By R —" — -
= P
x s
- oy By Frem
: i - s -
& B Pired =
e -T
T 1 =
ai Fre o B e |
i - Iu. E
] - - " % —
; . o | W
L 1 | I
. = .y g
i AL B | [ - 1 J
- * T 1 ] =1
2 e B |
¥ % T q.._'.l .J | ]

Figure 5-5. The Search pane on the left side of the eBook screen

5.7 Highlight Text in eBook

When you read an eBook online, you can highlight key text to help you find it later.

1. Click the Highlight N icon at the bottom of the eBook screen.
2. Hold down the mouse as you drag to highlight text, as shown in Figure 5-.

1 lrwad st Olirar's Dy »
dagen. Towp Ab om0t o o hey
¥ man wn by £ O e
0 S e M By ey
By awbertd Bak Man S Sl guben.

o B b | e e asben

— R N / Tt 21 o
PR | s
A N B W — o]

Figure 5-6. The Highlight tool
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5.8 Add Notes to a Page

While you read an eBook, you can record ideas or questions that you want to remember in electronic sticky
notes that you attach to a page.

N

-
Click the Notes il icon at the bottom of the eBook screen.

Click the page where you want to place the note and type your sticky note.

Click the green checkmark at the bottom of the sticky note to attach it to the page, as shown in Figure

5-.
4

Note: After you attach it to the page, the sticky note is shown as an icon on the page. You can hover
over this icon to read your note, and you can also click the icon to edit your note.

[

ot (mmuny by -
0.0 pect v o m
Sopam. Ty don o b ol¥ o $os dg.
L T atenn B e e
v = Sohast 4u Odidraw's Doy Fhoy
Ay el Pk Wve e Sl pee.
Tory when prpwr S and it v
PAESpes ST e——
e e
feste geed

T 4 wyw

Figure 5-7. An electronic sticky note

5.9 Show eBook on Interactive Whiteboard

By switching to interactive whiteboard mode when reading an eBook, you position the controls at the
bottom of the screen, which optimizes the view for whole-class instruction on an interactive whiteboard.

1.

2.

Click the Whiteboard * icon at the bottom of the eBook window to switch to interactive
whiteboard mode.

Click the Whiteboard T ' icon again to switch back to online reading mode.
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5.10 Listen to Audio Narration

Most of the eBooks have an audio recording. You can turn the audio on or off on any section of text in an
eBook. This is particularly useful for the following situations:

# Students in lower grades who are learning to read.
#  Pronunciation of unfamiliar words for all grades.

# Students who have a reading or visual disability.

To listen to any section of an eBook, click the Audio icon next to
the text.

To fast forward or rewind the audio, click the slider at the
bottom of the screen.

To turn the audio off, click the Pause icon in the audio progress Il
bar in the bottom center of the eBook screen.

-h

” ‘\ W,

w. i

The Writing
Process

o Unasomtt g o Trsee Ve o #o o
4 Duwinng Yo W win

‘) B L S
-y w— A grd

W e b o
PR bt o g b e
ah e

A2

! YO e

Figure 5-8. An eBook page, showing the audio icons on the left margin, and the volume controls at the bottom of the screen
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5.11 Print Pages from eBook

You can print pages from an eBook as single pages or two-page spreads. NOTE: Some eBooks cannot be
printed.

1. Click the Print icon at the top of the eBook screen. ‘1-_

2. Click Single Page or Two Page. %
%] Sirgls Pags
) Tws Page

Priny | | Comt

Figure 5-9. Printing as a single page

3. Click Print.

5.12 Close eBook

Closing an eBook window returns you to the Bookshelf, where you can browse to find another book. Click
Close in the top corner of your browser.

Note: Because the eBook screen is displayed in a pop-up window on top of the Bookshelf, closing the
window containing the eBook will return you to the Bookshelf.

5.13 Close Bookshelf

Unlike the eBook screen, which appears in a pop-up over the Write Source Online screen, the Bookshelf
appears within the Write Source Online window. To close the Bookshelf, you need to select another feature,
such as the Dashboard, in Write Source Online.

To close the Bookshelf and return to the Dashboard, click the Dashboard icon on the upper
left corner.
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6 Net-text

Using Net-text, you can preview and choose from a library of interactive writing activities that you can use
to build targeted assignments for your students. Net-text activities include readings and prewriting tasks as
well as a guided writing project that is structured to support students through each stage of the writing
process. You can use Net-text to provide customized sample essays as well as feedback and reviews for your
students as they move through an assignment. Students can also review one another’s work.

In this section, you’ll find out how to:
# Launch and view Net-text activities.
# Preview a Net-text activity.

# Launch the Create Assignment wizard from within Net-text to create an assignment containing the Net-
text activities you have previewed.

# Create a custom assignment from within Net-text.

# Close Net-text.

6.1 View Net-text Activities

For each grade and in both English and Spanish, Net-text provides a series of writing activities that you can
use to build student assignments.

1. Click the Net-text icon on the Dashboard.

ElBE0E

=

i

2. Hover over one of the Net-text activity icons Pt tu: Croeervn Witiog
to view key details about it. These appear in =y By By By B M
the right-hand pane. The details include the m o .
vt

suggested grade, language, and description, =y i
and a list of the assignments in which this '
activity is already used.
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1. Click View this Net-text or click the Net-text
activity icon.
@ or
2. The left-hand pane of the Net-text table of e e
contents screen also shows the activity =
details. Click one of the linked writing stages E=h s =
i - L]
in the right-hand pane of the teacher table ..:'_-a—j}. | “-;:“m
of contents to preview that section of the e ; a
activity. ot
e o T
L -
:-J-‘:mhu-pun'l.uu B :
Clait iy A trwdt o g
S
P T s T e bl
3. View the first page in the section, following B [
the audio track and animated tip boxes to - -
[ Elamuuss o Petion |
reveal the available interactive content. o T Tt e s e e .
[ — L)

To toggle the audio track on or off on any page,
click the Audio icon.

A

You can click the forward arrow next to the page
number to move to another page.

&

You can click the back arrow next to the page
number to move back to the previous page.

[z of 4]
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6.3 Create an Assignment

Once you have selected a Net-text activity to assign to your students, you can launch a wizard that steps you

through creating an assignment. To create an assignment from within Net-text:

1. Launch Net-text and preview an activity.

2. Click Create Assignment in the left-hand
pane of the teacher contents screen.

Tt A ppicaon foe Vigios MATH Hascaur

ok wed yei | ary sstigaTena

3. Click the Calendar icon and select a due
date.

Pl gty DAt

o L]
rmpeapera) gy 200110

Sem Mon Tue Wed Tho Fri Sst

1 2 ] 4 3 8
5 10 11 12 13 14

17 18 19 20 21
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4. Add a title for the assignment and some
instructions, and then click Next.

Asgignment Details

e N

A Ol A LT,

5. Click Add an Activity.

6. Select the Net-text activity from the list and
click Save.
Note: When the Gated checkbox is selected,
you need to review and approve each stage
of the assignment.

7. Click Next again.

Add Activities

Cick Add sn Actwty to ad¢ st
teodt, GrasTerarSnap, or other
cortent to the assonment. Gk
Nest £ yoo want to sk >ddng
cortent tp the assgrvment

© Add an A(_qu-

Aod an Activity

T Rempord 10 LHersre Exxy 1
™ Descriphive Wribirg

I harratfes W g

T Respord 1o Liershre Eszy 5
I Respond 1o Liersbre Exzay 4
I Creative Wiriting Poam 4

T Respord 10 LHershre Eszay 3
T Respond o Liersiers Exzay 2
F Cregtie 'Wiriting Shory 2

™ Crestive 'Wiriting Slory 1

Optons
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8. Select particular students to receive the
assignment, or click Assign to whole class.

fey
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O |
@ Add Group

9. Choose a group from the Assign to Groups
list or click Add Group to add a new group.

32

10. On the Create a Group screen, choose
students to add to the Group List, give the
group a title, and click Save.
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11. Click Next.

Add Students

ﬁ'-::.‘?- £n whids Chew

Tl #rthony Gim Cortrms kpreort [ Dvmpo Wk Darght Fasganes
& eron pombes g Frman I~ EETE Lan Mozan
Fluie Kischie Vo Satae W raotron Ak Hewdon Jackassr
CH:-'-.!' Rpnp Faimer Bolz Pmr- Lara Bo

A ’ Geatty Rerepar [ o vy \ralenin m Dashas

Assign to Groups

& Add Group

12. Click Publish to send the activity to the BT
students. Pubish

Ok Pl to send the acthvity to
the students you hawe sedected

6.4 Create a Custom Assignment

To create a custom assignment, follow steps 1-5 of section 6.3. Then follow these steps:

1. Click the Custom tab in the
Add an Activity window.

Custom Activity Type
© Offline Thils activity reduires students to read or do same other offfine acthvity
& Custom Writing Tasks Allow stisdants to craate wiithen work sing Net-text writing tools.
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Add a title and description.
Then choose to assign
students an offline activity or
a custom writing task.

(Custom Writing Task

Descrigtion
Use your knowledge of philosophy te write an essay about how
Plato's ideas hawe survived until today.

Custom Activity Type
& Offline This activity recyuires students to read or do soma other offfine acthity
@ Custom Writing Tasks Allow stisdents tn craate writhen work sing Net-text writing tools.

Click Save. The assignment
will appear in the Add
Activities tab. Follow the rest
of the steps for assigning the
activity as described in
section 6.3.

6.5 Close Net-text

To close Net-text, click any icon on the left of the screen.

34

Add Activities

Click Add an Activity to add Net-text,

Custom Writing Task Use your

knowledge of phosopty o writ an [EE E———
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7 GrammarSnap

GrammarSnap is a collection of grammar mini-lessons, videos, practice activities, games, and quizzes for
students. Students can complete GrammarSnap activities as part of a larger assignment or as stand-alone
activities. On the English language version of Write Source Online, students can accumulate points on their
GrammarSnap activities. They can use these points to add items to their Avatar. For example, they can add
a new item of clothing or change an existing item of clothing.

7.1 Launch GrammarSnap

To launch GrammarSnap, click the GrammarSnap icon on your Dashboard. [ l
s

7.2 Preview GrammarSnap Activities

To preview a GrammarSnap activity, navigate to the activity you want to preview:

1. Click the tab of the content
area you want to preview:

Parts of Speech, Sentences, Semences are the building blocks of writing. Leam how
or Mechanics. sentences heip us ask or bl something.

& il
Watch the Infro ideg == =L &a *

2. Click the lesson you want to
preview.

Telling and Asking Sentences

Command and Exclamatory Senten...

Subject-Verb Agreement

3. Click the activity for the
lesson that you want to
preview.
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4. The activity will show in the
preview window. Game Show

7.3 Select GrammarSnap Activities for Assignments

You can include GrammarSnap activities as part of assignments to your students using two methods. You
can create a new assignment for the students and add GrammarSnap activities to it, or you can add
GrammarSnap activities to an existing assignment.

7.3.1 Add GrammarSnap Activities to a New Assignment

For details about creating assignments, refer to the Creating and Managing Assignments section of the User
Guide.

# Launch the Create Assignment wizard to create a new assignment.
# Define the details of the assignment.
# Add activities to the assignment by taking the following steps:

1. Select the GrammarSnap
tab at the top of the Add
an Activity screen.

2. Select the GrammarSnap
activity that you want to s“"tsfj';ﬁ:;z% b Rk

assign. Telling and Asking Sentences
Command and Exclamatory Sentences
Complete Sentences

Parts of Speech
Adjectives to Compare
Possessive Nouns

Bronouns: I, me, we, us
Helping Verbs

Adverbs

Commaon and Proper Nouns

3. If youwantto lock the Quiz Locked £ Students can't take the quiz until you unlodk it on the main Assignments
GrammarSnap quiz so the page.

students can’t take it until
you assign it to them, click
the Quiz Locked
checkbox.
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When you finish making
your GrammarSnap
selection, click Save. To
cancel, click Cancel.
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7.3.2 Add GrammarSnap Activities to an Existing Assignment

To add a GrammarSnap activity to an existing assignment:

1. Select the assignment from the

list by clicking View All next to Active ASSignmentE View All >

Active Assignments on your
Dashboard.

2. Scroll through the list of active
assignments until you find the
one you want.

3. The assignment will appear
highlighted at the top of the
list. To delete or edit the
assignment, click Edit.

4. Clicking Edit will take you to
the Add Assignment Details
screen. Click Add Activities and
repeat the steps in the Add
GrammarSnap Activities to a
New Assignment table above.

s & Sy pourial a5 f WOl with R Eapla dunsg the Creal Digeeins,

7.4 Create Assignment Using GrammarSnap

To create an assignment using GrammarSnap, follow the directions titled Launch the Create Assignment
Wizard to Create a New Assignment in the Creating and Managing Assignments section of this User Guide.

7.5 Close GrammarSnap

To close GrammarSnap and go to another part of Write Source Online, click any icon on the left navigation
bar.
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8 Creating and Managing Assignments

The Creating and Managing Assignments feature allows you to manage and monitor each student’s progress
on their assignments, whether the assignment is online or offline. It also lets you assign a due date to each
activity, access and grade each assignment, and set up a process for students to complete peer reviews. For
each stage of the assignment, you can send students system-generated messages to guide them through
the work.

In this section, find out how to:

# Launch the Create Assignment wizard and create an assignment.
# Edit, copy, or delete an assignment.

& Review student progress on an assignment.

# Accept or reject student submissions on an assignment.

# Add notes and provide a grade for an assignment.

8.1 Create a Write-Along

A Write-Along is a sample assignment that you create for your students.

8.1.1 Add Student-Facing Content to a Net-text Assignment

In a Net-text assignment, you can fill in sample text for students and save samples to your Portfolio.

1. Click the Net-text assignment for which you
would like to add sample text.

Cant fira wrar o

2. Click a section or page from the Content list ke
to navigate to that location. bt 3
T Promestin 7 il
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3. Work through the entire assignment, adding
text where you wish. Any answers you save
will appear as the correct answer for the
students who work on the assignment.
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4. If the assignment is an essay, you can type or
copy and paste an example into the writing
field, and then click Save. Continue through
the assignment until you reach the Publish
stage.
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5. At the Publish stage, click Finish to complete
your version of the assignment.

B e Bl g o e i Bl i s B i b el g s

6. The essay you saved is now in your Portfolio,
but it is not yet visible to students. Click the
Portfolio icon to navigate to your portfolio.
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8.1.2 Add a Write-Along to a Net-text Assignment

In a Net-text assignment, you can fill in sample text as a Write-Along for students. This text will stay in the
Net-text assignment and will not go into your Portfolio.

1. Click the Net-text assignment for which you =
would like to add a Write-Along. | .

—';I._ b radcag ic?
ngﬂ_;ﬁ L = = ey

Criae Wening Py

2. Click a section or page from the Content list

to navigate to that location. ssemerisiogd
T Mot ¥ 1 s
L. Creathez Weiking Peay & Bamries (2 el
s . 7 )
o .
_.—_ B Pl |2 g
L
Livpwipe: Brgs
M e B b PTTS e
Fuarerity emet n
S il Do)
S iy il
3. Click the pencil icon in the lower right corner o [l IR

TR AW

of the screen to begin your Write-Along.

IE

41




Write Source Online

4. Type or copy and paste an example into the
Your Answer field. Choose a name for the
button that will appear when students reach
that point in the assignment. Then choose
the Yes radio button and click Save to
publish your Write-Along.

8.2 Create Assignment

- Bropaed i L ey e mn pacte oLm masames v
P P rLmry Lmem

M ]| B e

e L

0 i s i

e

1. To create a new assignment, click Create Assignment on the Dashboard.
2. Enter the assignment details in each field of the Assignment Details tab (Figure 8-1).

Assignment Details

Due Date: - m

Please add a title for your assignment.

Please add instructions for your assigmment.

Figure 8-1. Assignment Details tab
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4. To enter the assighment Due Date, click the
Calendar icon.

2. Find the Due Date you want on the calendar and
click the Date.

November 2011

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 L

[ 7 B 9 10 11 12
13 14 15 16 17 18 15

20 21 22 23 24 25 26
30

3. The assignment Due Date appears in the Due
Date field.

4. Enter the title in the Title field.

5. Enter instructions for your students where
indicated.

TR Moy 09, 2011 ||

Please add a title for your assignment.

Please add instructions for vour assignment.

6. When you finish adding details to the
assignment, you can save and close the Create
Assignment wizard or add activities to the
assignment.

To save and close the Create Assignment wizard, click
Save and Close.

To add activities to the assignment, click Next.

8.2.1 Add Activities to the Assignment

When you click Next in the Create Assignment wizard, the Add Activities tab appears (Figure 8-2).

If you clicked Save and Close in the Create Assignment wizard, you can click Edit and then the Add Activities

tab to access this feature.
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Add Activities

Click Add an Activity to add Net-
text, GrammarSnap, or other
content to the assignment. Click
Next if you want to skip adding
content to the assignment.

© Add an Activity

Figure 8-2. Add Activities tab

You can add an assignment you have created in Net-text, a GrammarSnap activity, or a custom activity that
you create.
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Click the Net-text tab at
the top of the Add an
Activity screen.

Select the Net-text
assighment that you
want to assign.

If you want to accept a
student’s work for each
writing stage before the
student moves to the
next stage, check the
Gated checkbox.

() Creative Writing Poem 6
(URespond to Literature Essay 4
() Creative Writing Poem 5
{Respond to Literature Essay 1
{*\Creative Writing Poem 8

(O Respond to Literature Essay 3
(JRespond to Literature Essay 2
() Creative Writing Play

() Creative Writing Story

() Creative Writing Poem 2

() Report Writing
() Descriptive Writing

Gated @ Students may only access a writing stage when the previous stage has

been accephad.

When you finish making
your Net-text selection,
click Save. If you don’t
want to proceed, click
Cancel.
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8.2.3 Add a GrammarSnap Activity

1. Click the GrammarSnap
tab at the top of the Add
an Activity screen.

2. Select the GrammarSnap

i Sentences
act!V|ty that you want to iyt st e
assign. Telling and Asking Sentences

Command and Exclamatory Sentences
Complete Sentences

Parts of Speech
Adjectives to Compare
Possessive Nouns
Prohouns: I, me, we, us
Helping Verbs
Adverbs
Common and Proper Nouns

3. If you want to lock the
quiz, check the Quiz
Locked checkbox.

Quiz Locked £  Students can't take the quiz until you unlock it on the main Assignments

4. When you finish making
your GrammarSnap
selection, click Save. If
you don’t want to
proceed, click Cancel.

The activities that you have selected for the assignment are listed on the Add Activities screen, as shown in
Figure 8-3.
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Add Activities

Click Add an Activity to add Net-text,
GrammarSnap, or other content to
the assignment. Qlick Next if you
want to skip adding content to the
assignment.

Command and Exclamatory Sentences
Command and Exclamatory Sentences

Introduction Writing guidelines for your
poem

Capitalization Capitalization

© Add an Activity

Delete Assignment

Figure 8-3. Add Activities screen showing activities selected
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8.2.4 Assigning Activities

You can assign activities for the whole class, individual students, or groups of students. To manage
assignments, click the Add Students tab (Figure 8-4) on the Add Assignments screen.

Figure 8-4. Add Students tab on Add Assignments screen

To assign an activity to the whole

class, check the Assign to whole Md StuclEntE
class checkbox, and then click either
Save and Close or Next.

B Assign to whole dlass

To assign an activity to individual
students, check the box next to each
student’s name, and then click
either Save and Close or Next.

@ Bobby Nickels L Carlyn Eubank

& Dominic Bobsin @ Eddy Brunderman
B Jazmin Bisesi ad' Jerrod Milks

@ Mariela Maack @ Mitchell Delgadilio
@ Shara Kuser @ Sheree Birkhimer

8.2.5 Assign Activities to Groups

You can assign activities to pre-defined groups of students.

1. Click Add Group on the Add
Students screen. e Add Grmp

2. Give the group a title by Create a group
typing into the Group Title
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3. To select the students for
the group, click the student

Bobby Nickels ] Dominic Bobsin

name, and then click the Cheyenne Dagenhart Jerrod Milks
right arrow to send the Delora Schummer Carlyn Eubank

Eddy Brunderman
Elke Michelin

student to the Group List.

Elwood Schileicher
Jlazmin Bisesi
Kalyn Sanflippo
Lucio Pao

Mariela Maack
Mitchell Delgadillo
Norman Yafai

4. To remove a student from a
group, click the student’s
name on the Group List and
click the left arrow. This
sends the student back to
the Class List.

5. When you finish creating
the group, click Save. To exit
from adding a group
without saving, click Cancel.

6. Once you have a group
created, it appears in your ¥ Mz Mapis's Jsursal Grosg
Assign to Groups list. Click
the group to which you
want to assign the activity.

Corates Bebein Jarrind M

When you finish adding students to an activity, you can choose to delete the assignment, save it without
publishing it to the students, or send the assignment to the students.

Click Delete Assignment to delete the assighment.

Delete Assignment

Click Save and Close to save the student
assignments without sending them to students.

Click Next to publish the assignments by sending
them to the selected students.
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8.2.6 Manage Peer Reviews

Net-text allows you to review your students’ work and provide feedback. It also allows students to review
one another’s work. This section outlines how you manage students’ peer reviews of one another’s
assignments. In the Net-text peer review process, a student is paired with another student or students and
they review one another’s essays. Feedback is then incorporated into the essay before the student submits
it to you, at the end of the revision stage. You can choose to moderate your students’ reviews of one
another’s work. When you moderate reviews, you must review student comments at the Write Peer Review
stage before they are sent to the author. If you consider a review inappropriate, you can reject it and return
it to the reviewer.

You can choose to have a peer review task appear as part of the assignment, and you can choose whether
you want to moderate it.

The Manage Peer Review tab appears if you add a Net-text activity on the Add Activity tab. If you remove
the Net-text assignment, then the Manage Peer Review tab will no longer be visible.

To manage peer review, click the Manage Peer Review tab, as shown in Figure 6-5.

b4
i

DnEZEa|

Derek Tab:Labeol &

Alphonse Royall -

Eien <inas
Jutianna Wasteck . Dannetie Kundhie

gilrooo Monday
Flo: Tangerman =} anssen Lominack -
Enelicn Sahal ¥ iy Deis

Cjonan krce 31 Tod avar

#iendy Duglaga &

Dl Sssasrrasl

Figure 6-5. Peer Review tab
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To enable Peer Review for an
assignment, click the Enable

Peer Review for Assignment
checkbox.

Moderating Peer Review allows
you to read and approve student
comments before they are
published. To moderate the Peer
Review process, click Enable
Peer Review moderation
checkbox.

Manage Peer Review

Ci Enable Peer Review for Assignment
L Enable Peer Review moderation

You can either use custom Peer
Review pairs or have them
automatically generated for you.

To use custom pairs, select Use
Custom Pairs from the Presets
dropdown and click OK.

If you would like the system to
generate pairs for you, click
Generate Student Pairs.

You can alter the pairings by
clicking on the student’s name
you want to change and then
selecting a new student from the
dropdown list.

e~ Use Custom Pairs  + B o

M=« Use Custom Pairs 5 o’ v

Click Ganssrahe Shudant Pelre to par up susienss for peer neviesse. Wou can sien load 8 e st of shadent
pains from the Prassts memy scove

i e

i Enable Peer Review for Assignment

£ Enable Peer Review moderation Allan Anslinger

Alphonse Royall
Angeles Savitch
Benito Donegan
Candy Lingg
Claudine Pipes
Dannette Kunshier
Delia Dewinter
Derek Tak-Labeots
Elden Lingo

Flo Tangerman

lola Beachell-Lutjen
lenna Collaco
Jonah Kritz
Julianna Wojtecki
Keith Anichini-Towler

Click Generate Student Pairs to pair up
pairs from the Presets menu above.

Lino Belane

Alfredo Monday H

Dannette Kunshier o
| Kim Deis %] Ki Bels
Kristen Lominack

Kristen Lominack = Laine Callaga
Leighann Luderman

Claudine Pipes ¥ Leighann Luderman

When you finish setting the Peer
Review options, click Save as
Preset, Save and Close, or Next.

Save as Preset saves the pairings
so they can be used again in

51




Write Source Online

another assignment.

Save and Close saves the options
for this assignment and closes
the screen.

Next takes you to the Publish
tab.

8.2.7 Publish An assignment

When you are ready to send an assignment to students, click Next on the Add Students screen. You can also
view the Publish screen by clicking the Publish tab.

Figure 8-6. Publish tab on Add Assignments screen

Click Save and Close to save the student
assignments without sending them to students.

Click Publish to publish the assignments by sending
them to the selected students.

8.2.8 Edit, Copy, or Delete Assignment

You can edit, copy, or delete an assighment at any time.

1. Select the assignment from the 2 .
list by clicking View All next to Active ASEIQI‘II‘I"IEI‘IIZS View All >
Active Assignments on the
Dashboard.

2. Scroll through the list of active
assignments until you find the
one you want, and then click
the assignment.

3. The assignment is highlighted
at the top of the list on the
upper right. To delete or edit
the assignment, click Edit.
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Clicking Edit takes you to the
Add Assignment Details screen,
where you can delete the
assignment or change the
assignment details.

Wi & Sy poirmial as f vou wiehe HS Mapha dunsg the Greal Depresans,

(s bl -'r?.:.ll'-"-'r

To delete the assignment, click

Delete Assignment on the Delete Assignment

Assignment Details screen.

To edit the assignment, change
the assignment details on the
Assignment Details screen. -SdVE dnd LIO5E
When you finish making
changes, click Save and Close.

To copy the assignment, click
Copy next to the assignment in A
the Active Assignments list. - gl.’ M5, Mapies Journal
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8.3 Review Student Progress

You can monitor student progress on an assignment, including how many activities have been completed
out of the total assigned, any actions that need to be completed, notes to the student about the
assignment, due date and completion date, and final grade.

Ms. Maple's Journal Due: Nov 8, 2011

Keep a daily journal as if you were Ms. Maple during the Great Depression.

Settings: Peer Review: Off | Edit Stage Gating: Off | Edit GrammarSnap Quiz: Lockea | Edit

Dominic Bobsin T—

Jarmod Milks Not Sta rted

Mariela Maack Not: Started

Figure 6-7. Student Progress

8.4 Accept or Reject Student Submissions

When students submit assignments, you have the option to accept or reject the assignments.

The assignment window will © You have 1 action to attend to

submitted an assignment.

Click the link in the Actions destestest 7 T @ Simiein ik O s note

column to view the student’s

work.
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To accept an assignment, click
Accept. To reject an
assignment and send it back
to the student, click Reject.

e 0 S COTIDANT Tl SRV, P N of SC0RET P SIS Suliicdon

eifvid dafedi Suibeaiic Haew'n =y Fral drafl

Add feedback for a student in
the window that appears
when you click Accept or
Reject. Click Submit to send
feedback to the student.

Acomment can be attached to your acceptance by typing into the box below
before pressing the Submit button.

This draft looks great. Keep up the good work]|

8.5 Feedback and Grading

For any assignment, you can provide an assignment grade to each student. You can also save comments

about the student’s work.

8.5.1 Grade an Assignment

To provide a grade for an
assignment, find the
student’s name.

0{1—‘

Jerrod Milks T g 1 r— A O Hote e

Click Grade.

A box appears. Type the
student’s grade in the
box, and then click Save.

Grades can be written in
multiple formats, for
example, 85%, 5/10, B+.
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8.5.2

Save Comments About a Student’s Work

On the assignment screen,
find the student about whom
you want to write a note.

Click the Add Note link.

In the new window, type the
note about the student’s
work. When you finish, click
Save.

Your note will be visible only
to you. For information on
how to provide comments to
students, see section 6.4.
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9 Portfolio

The Portfolio displays the essays a teacher or student has made available to others in their network, for
example, in their class or group. It allows visitors to your Profile page to browse through the essays in your
Portfolio, and to view any essay in more detail.

Once you add an essay to your Portfolio and choose to make it publicly available, any student or teacher in
your network can view it and comment on it or rate it.

You and your students can share Net-text assignments and assignment details in the Portfolio. You can use
your Portfolio to store and share sample essays and sample answers with your students. Your students can
use the Portfolio to store their essays and to share selected essays with one another.

In this section, you will find out how to:
# Open and manage your Portfolio.
# Save sample essays in your Portfolio and choose whether to make them public or private.
# Review student work comments on your Portfolio samples and accept, reject, or report comments.

# Close your Portfolio.

9.1 Open and Manage Your Portfolio

To open the portfolio, click the Portfolio icon on the Dashboard.

You can also open your Portfolio by clicking Manage Portfolio on your
Profile page.

You can manage the documents in your Portfolio on the Manage Your Portfolio screen. You have the option
to decide which documents to include in your Portfolio, and whether to make documents public or private.

9.2 Save Write-Alongs in Your Portfolio

Write-Alongs are sample essays that you create for your students. You can save your Write-Alongs in your
Portfolio so your students can view them. When you publish a Write-Along, it is saved by default to your
Portfolio.

Your students can publish their completed Net-text assignments to their Portfolios, and they can comment
on one another’s writings. You can choose to moderate such comments to ensure that they are appropriate
and constructive.
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9.3 Manage Peer Reviews

When students participate in peer reviews, they can leave comments on one another’s work. You can
moderate comments so that you can review these comments, and accept or reject them. You can choose to
moderate comments, in which case you will receive a notification when a student leaves a comment on
another student’s Portfolio.

If you choose not to moderate comments, you can still view your students’ comments, and a student can
report an inappropriate comment to you. You can enable or disable moderation at any time.

1. Click the My Class icon or Manage
Class on the Dashboard.

2. The Actions header will tell you if
you have any inbound comments
(comments coming to you from
students), or outbound comments
(comments from you to students).
The header will also tell you if any
comments have been flagged for
your attention as inappropriate.

AETICHS ™ o btcardcomments b () Cutbound comenants Tk (1) Pecliles repared

Clicking on any of these actions will
take you to the Class Profile & Portfolio
Moderation screen.

3. On the Class Profile & Portfolio
Moderation screen, you can review
comments made by students on
one another’s work. s 1

yew 0 e

£

Taanher smtmabion b ON iy

4. Select the comment you want to
view from the list. The comment
opens in a new window. You can
accept or reject the comment.

# Click Accept to publish the comment on the student’s Portfolio.

# [f you click Reject, the comment remains unpublished. You can write a note to the student
explaining why you rejected the comment.

# [f a student considers another student’s comment to be inappropriate or offensive, the student can
report it to you.
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# [f a student persists in making inappropriate comments, you can prevent that student from making
comments on other students’ work.

9.4 Close Your Portfolio

When you finish working with your Portfolio, click the Dashboard icon to return to the Dashboard.
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10 Interactive Whiteboard Lessons

Write Source Online includes a collection of whiteboard-ready lessons that accompany the Net-text writing
activities. These lessons use the interactive features of classroom whiteboards, and as a teacher, you can
choose lessons to pair online assignments with whole group instruction.

In this section, find out how to:
# Launch the Interactive Whiteboard.
# Choose one of the English or Spanish lessons to display on the board.
# Download a lesson to your computer.
= View a lesson online.
= Make full use of the interactive features of the lesson.

# (Close the Interactive Whiteboard.

10.1 Launch Interactive Whiteboard

Click the Interactive Whiteboard icon on the
Dashboard to launch the collection of
whiteboard-ready lessons.

10.2 Display Interactive Whiteboard Lesson

Click one of the topics on the left to display the
first page of the lesson for that topic.

. Descriptee Wity

. Capzmrtsry Wininy

. Nertetive Wieng

F v g

. Maseas= WiTimg

. e e
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10.3 Download a Lesson

1. Onthe left pane, click the lesson you want to
download.

. Fazeetsry Winteg

. Nettaha Witog

T e vy

. Maspa— MTImg

' LTSI RN o TR

2. To save the lesson to your computer, click
Download.

3. Inthe File Download dialog box, click Save.

T —————e——

4. Onyour computer, select the folder where e T — Y T
you want to store the files. o :‘f
- -

o =

P“—-—.——‘.‘u— ':,

T B

F..n....,m.,.__-_ [

g g —— .

o .

e S— |

i T {0 |

61



Write Source Online

10.4 View a Lesson Online

1. On the left pane, click the lesson you want to
view.
. Deacrpdee Wiing
. Eapzmetzry Wity
. Nehe Wieng
W Sevoew ey
. Maama== Wrimg
2. Click View Online. r
3. If a message appears requesting that you Adobe Flash Player Update
install or update Adobe Flash Player, click 7]
Yes This content requires Adobe Flash
' Flayer 10.2. Would ywou like to install it
o
res | Mo
4. Another browser window opens, and the
lesson you’ve selected appears.

10.5 Features of Interactive Whiteboard Lessons

The Write Source Online Interactive Whiteboard lessons are designed to be a whole class learning
experience, moderated by the teacher. During the lesson, teachers and students interact with the
Interactive Whiteboard content, resulting in a rich and engaging learning experience.

In Write Source Online, there is an Interactive Whiteboard lesson for each Write Source unit at each grade
level.

The menu at the top of the screen is designed to let you go to the main sections of the lesson from
anywhere in the lesson. The menu is at the top of the screen, and the student activities are on the lower
half of the screen, where students can reach them. If the student needs to navigate through the screens,
you can position the navigation toolbar so that it appears in the lower part of the screen.

10.6 Interactive Whiteboard Menu

The menu items are as follows:
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Contents
Introduction
Writer’s Model
Skills Activities
Your Turn!
Wrap Up
Glossary

O O ¥ B W W

In addition to navigation, the menu also shows you where you are within a lesson. In Figure 10-1, you can
clearly see you are in the Writers’ Model section of this Interactive Whiteboard lesson.

H ; Intraguction Writer's Skills Writing TP
el to the Form Model Activities Application pubbutshut] |

Figure 10-1. Interactive Whiteboard menu

10.7 Lesson Structure

Opening Screen

The first screen you see when
you launch the Interactive
Whiteboard lesson. The purpose
is to engage the students and
welcome them to the lesson.

Narrative

Writing

63




Write Source Online

Contents

Shows all of the key elements of
the lesson. You can go to lesson
sections or individual screens
within each section.

What |z & Peraonal Marrative?

What Is Marralive Wriling?

| virliars Hadel |
Fartz of a Mamative
Faragraph

Chronological Order

contents

o Tumil

Prawriting
Choosing a Topc

Wriling a Beginning, Middle,
and End

Ravismg

Improving Yaur Writing

Edfiging
Correcting Mistakes

:  wirow i |
Bannany Latalls Your Checklist
Chalogue Glossary
Introduction
Contains two screens that
introduce the student to the
writing genre: the overview
screen and the follow-up activity
screen.
Overview WL e R T
Provides students with a basic
understanding of the genre. What's tha dffsnanca
. . . batwaon a school bus driver
The content in this screen is and & cold?

divided into easy-to-learn
sections for the student. The
teacher controls when each
section is presented to the
students. When the teacher
clicks, the next section fades on
screen.

-
B by

N : N\ -
_. Clichk for the :ru:wer!. ﬁ‘i\
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Follow-up Activity

The Overview is followed by an
interactive screen designed to
reinforce or extend the student’s
understanding of the writing
genre.

and imagery

Drag a star next to the correct description.

Writing that shares information an
a well-researched topic

Writing that explains how to do or
make something

Writing that tells a story about an
event or expenance

Writing that uses rhythm, rhyme,

Writer’s Model

The teacher or student clicks
items on the screen to highlight
the key parts of a model
paragraph.

The section consists of at least
two screens: a splash screen and
a model paragraph.

The purpose of the splash screen
is to indicate the start of the
section and to give the purpose
of the section.

Model Paragraph

Presents a paragraph and
discussion prompt on its parts
for the writing form.

The sample paragraph screen
includes a menu to navigate to
the sections of the paragraph,
and a path to navigate to the
parts that will be highlighted in
the model.

If the paragraph is longer than
the screen size, a scroll bar
allows you to scroll up or down
to view the full paragraph.

Fead the paragraph. Than, click the bultons an iha ieft o
revaal kay alaments,

Beginming

gl o i

Middle
ooy Terwis
T

End

Y A

Crash Landing
T vary first ime | wen! bowling, my dad booi
me: | was free years ofd. Dad made bosing look
ey masy. | wasched his mighly swrg sand the
hiall rackg dosen the didy, Posd Al en ping weanl
Thinge Then o was my lurn, | was sune | anuid get
a sinke, oo, “"Come on, sinke,” | sad as |l rana
Terwy 2800 And Svaing e Dall 1 craahed W
thig food and startei roling wery Biowly, | Repd
saying, "G, gal® But the hall siopped dead.
| cauldn'l beliayve il Dad had 50 cal e mansgs
10 plesh it into e guited, §was pratly disgpoiniad
thian, but Inoking back, I| was delintety & funny
momeTnl.

s s
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Skills Activities

Includes a splash screen with
introductory text, and a number
of screens with interactivities
that enable the student to
explore and practice the core
skills for each lesson. The
introduction screen will outline
which writing form skills the
students are going to learn.

The individual skills activities are
distinct. However, there can be a
theme to the activities.

Now,let's learn

some skills

for writing P
an expository . j
paradraph!

Your Turn!

Guides students to write their
own paragraphs offline using the
Write Source methods. It
encourages students to apply the
skills from the section when
writing their own paragraphs.

Prewriting

Helps teachers and/or students
to use the Write Source
methods.

Includes a screen that
encourages an important aspect
of prewriting for that form and
grade, such as topic selecting or
gathering details. It supports the
key skill in the Write Source
section for the writing form.

SORCY  Wurvativs
Wrring

It's your turn
to write =
e~

Wria @ biial namalive abodl an
had. Use tha arganizer bakows 4 &L
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Drafting

Guides the students on drafting
their paragraph using the best
practices in the Write Source
book.

v

Erase % reveal
suggestions that wil hedp you with your
first draft.

Beginning

Middle

End
Revising W .
Guides the students on revising a
paragraph; includes the i

following:

# Introductory sentence
outlining the purpose of the
step in the writing process

# Prompt on how to interact
with the screen

Click the pens to reveal the guestions.

1 Have | written a clear and easy-to-
understand topic sentence?

2 7 Are my details organized point-by-point?
o

3,/

Editing

Guides the students on editing a
paragraph.

For lower grades, the screen
includes the following:

# Introductory sentence
outlining the purpose of the
step in the writing process

# [ndications of when the
students or teacher should
work on their own paragraph

#« Prompt on how to interact
with the screen

Biefore yau publish your work, el your paragraph. Use the
chechiist bakey 50 that you den't miss anyihing.
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. vl —_
For higher grades, the screen kil
consists of the following:
Ediking
# Introductory sentence, Lise Ut Pary ool 4 et il samgle parageaph
outlining the purpose of the L. Thill, BOK ycur TR Wil
step in the writing process Knowing how o avoid high-fai foods is important
Thes will aln you meks Raslthy chaices. This
* Prompt on how to complete appies o eating at dast food restaurants. This ako
th tivit appies 1o ahen you ane coaking at heme, Cre way
€ acuvity b Echeive s ks to make suse your masl Incudes
H Baed from the four main Mood grouns, Vegtables s
# Pullout tab for tips imn{ﬁufﬂuwrﬂ Finaily, chock she
niitritianal Infarmaticn of the Tood you are aaling.
. Check Answers button that Another way is 10 avord deep-fried foods, Saluraled
displays the paragraph with fat is ot gead far you, Trans-fats and hydrogenatad
. ol st afther
annotation marks
Wit - f

Usa the Pen iooi 1o adil the sampia paragraph
brlora, Than, cdil wour awn writing

Knwing Bow b snvoid high-fal Soods is imporanty
This j Ip wau makn hmmymu:m:ﬂgg's
apphasto eating et fast food restsurant

npehos-d when you ame cooking el hame. One way
o achdies his is o make %_{ pal includes

Ihear weay Is to B‘-‘UI:I -:IEG Tried fnods. Smral:ad
I?bw ‘TransHiaigard hydmganaied

HETE S T
ara red oo 107 o

Wrap Up

Indicates the end of the main

slides. You've now wiitten your narmalive paragraph, How did you do?
Read tha list beloe and chieck your work against the guidelinas.
It summarizes key points about

the writing form, in list format. It
does not require interaction with 2 Events ane organzed in ime order
the screen.

I Facusas an ans sxpaience,

3 Dialogue bs used b0 show persanality.
1 Sensory detalls bring the evants fo ife,
Thie arding explans

why lhe expenience is ¥
unfarpaitable. [
1

10.8 Interactivity Screens

Interactivity screens let teachers and students actively engage with the learning material. Interactivities
either are closed, where there is only one right answer, or open, where a number of possible responses are
correct. The question type depends on the activity.
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Prompts

The prompt for an interactivity tells the student

what to do, for example to identify examples of

narrative writing. Prompts should always tell the

student how to complete the interactivity. Examples

include:

# Click the boxes to the left to show the key parts
of the narrative paragraph.

# Drag a star to show which statements describe
narrative writing.

Put the avenls bebaw inks arder. Than, e
e Pen ool {o fill in Be blanks with rensition
wnnds,

}/ | weent 80 skeep, | checked under
my bed for aliens. The movie wes scary!

37 _ b picked A movie Bnd mada
TECIPARYE BOREDm

-

3f',f My parents decaded our tamily wag Goireg 16
e nave @ movie night on Salurday

_.f 1he: M started, My sisler ol
mi | woalkd gt soancd, Mo wayl

Feedback and Sample Answers

Feedback and Sample Answers display correct or
sample answers to which students can compare
their own responses. Where an interactivity is
completely open, with no right or wrong answer,
then no sample or correct answer is presented to
the student.

Check Answer

When an interaction is closed, a Check Answer
button displays. When the student clicks it, the
correct answer appears. Where appropriate, Check
Answer information will also tell the student why the
correct response is correct.

In this example, the student has clicked the Check
Answer button, and text has displayed showing the
correct answer (highlighted in yellow) as well as
explaining each of the options.

X

This Qesciisx &

Wiriting that shares information on x

& will-resseanched topic Pl A

WWritang that ewplalrs how to do or Thia dessrizes

riake samething SR[EY ATE
Writing that teBs & slony about sn

auenlt of Bxperence

‘Writing thal uses rwthm, rhyme, Teis desrines

and imagery & o

Sample Answer

When an interaction is open, a Sample Answer
button appears as part of the question. When the
student clicks the Sample Answer button, the
sample answer appears in a new screen. Students
click Back to Lesson to return to their original
location.

Use the pen to fill in S2NsS0ry details
about this scena In the charl below

Lausrieer Fuzzy sweet
Frdm a T o
o audiance prencaiair fuice
AR On | freshiy
™ poppEd
papcorn
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10.9 Types of Interactivities

The following are the types of interactivities available in Write Source Online Interactive Whiteboard

lessons.

Matching (Drag and Drop)

The student drags each option to its correct location to create a match or
pair. The number of options that can be used depends on their size.

Matching (Pen)

The student uses the pen to draw a line between options on both sides
to show they are a match or pair.

Sorting/Categorizing

The student uses drag and drop to sort options into two or more boxes.
An example of this is to sort parts of speech into appropriate boxes.

Ordering

The student drags and drops options into a given order or sequence. The
options can be arranged horizontally or vertically on the screen.

Multiple Choice Question

The student selects one or more correct answers from a selection of four
to six options. The options can be text or images. Feedback is displayed
as a small red x or a green checkmark, along with text that explains why
an incorrect answer is not correct.

Writing

The student writes the answer directly on the whiteboard using the pen.
Because handwriting can be time consuming, writing interactions should
be used only when the student has to write words and sentences. Whole
paragraphs should be avoided, particularly for Grades 1-5.

Fill In the Blank (Writing)

A fill-in-the-blank interactivity is a type of writing interaction, where the
student uses the pen tool to write words or phrases to fill in the blank(s)
in a piece of text.

Fill In the Blank (Drag and
Drop)

A fill-in-the-blank (drag and drop) interactivity is a closed interaction,
where the student drags words into blanks to complete a piece of text.

10.10 Glossary

A keyword is a defined word or phrase within a lesson that a student should be able to recall when he or she
finishes the lesson. When a keyword displays for the first time in a lesson, it is displayed in larger font,
contrasting color, and bold so that it clearly stands out from the text around it.

When a student clicks a keyword, it opens the Glossary entry for that word. When the student clicks Back to
Lesson, it returns him or her to the screen with the clickable keyword.

10.11 Close Interactive Whiteboard

To close the Interactive Whiteboard and return to the Dashboard, click Close.

70




Manual for Teachers and Administrators

11 File Cabinet

The File Cabinet provides a comprehensive library of printable resources that you can customize into lesson
packets for your students. Thousands of resources for each grade level are organized and indexed in the File
Cabinet, and you can easily locate documents using a variety of search methods.

In this section, you will find out how to:

Launch the File Cabinet to access thousands of printable teacher resources, including practice sheets,

activities, and assessments.

@)

O

O

O

O

Search the File Cabinet by category, such as:

Grade
Language
Content type
Resource type

State or national standards, including Common Core Standards

# View key descriptive information, including alignment to standards, grade, language, content type,
purpose, resource type, and media type.

# Add resources to a personalized File Cabinet folder and/or download resources.

&= Close the File Cabinet.

11.1 Launch File Cabinet

To launch the File Cabinet, click the File Cabinet icon on the
Dashboard.

=

N
=

The File Cabinet has two tabs, Search and Favorites. The Search tab

displays by default. You can also search by keyword, or by using a p

combination of categories and keyword. The Favorites tab is where
you can add items that you need to access frequently. It works the
same way as the Favorites or Bookmark features in web browsers.
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11.2 Search by Category

The panel on the left lists the categories that you can use to search for files. You can search the File Cabinet
by topic, grade level, or type. You can also search the File Cabinet by State or Common Core Standards.

1. Onthe File Cabinet window, click the Search
tab.

2. On the category list on the left, click the expand
icon (represented by a + symbol) beside one or
more categories, such as Grade, Language, or
Content Type. You can expand multiple
categories at once.

3. Once you have expanded the categories you
want, click one or more checkboxes in each
category to specify your search criteria. For
example, to find grammar assessment in
English for Grade 2:

# Click 2 in the Grade category.

# Click English in the Language category.

# Click Grammar in the Content Type
category.

# Click Assessment in the Purpose category.

Search Favorites

B Grade

i
¥z

[ElLanguage

¥ English
™ Spanish

B Content Type

" English Language Learners
W Grammar
™ Handwriting
™ Reading
" Vocabulary & Spelling
™ writing
ElPurpose

¥ Assessment
[T General Teacher Resource
[T Practice

Resource Type

4. Click Submit to view your search results. You
can download your search results to a folder on

your computer, or add them to your Favorites.

11.3 Search by Keyword

1. Type one or more keywords in the search box

on the lower left of the File Cabinet window. | Q, grammar assessment

For example, to search for grammar
assessment, type both words into the search
box.

2. Click Submit.

The Search Result screen appears, as shown in Figure 11-1.
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11.4 View Key Descriptive Information

You can preview key information about each resource in the search results by hovering your cursor over the
title.

TXLTH.1.21.A

1

# English i PURFOSE: Practice
1 Spanish w

Handwriting

_! English Langu
i Grammar

# Handwriting Copy Master
| Reading
' Wocabulary & 2 FDF
I Writing

Practica

) c
DoxEzsn!

PURPOSE: Practice

PURPOSE: Practice

1 Assessment
[ General Teach|
W Practice

# Copy Master
1 General Teach

PURPOSE: Practice

£ State Standard
g Common Core Sta)

£ Madia Type

Q search Keywords

PURPOSE: Practice

-
b

Assign Nextr  Lasts

Figure 11-1. Search Results screen

11.5 Add Resources to a Personalized Folder

When you find resources that you would like to download or easily retrieve later, click the Download link
next to a resource name, and choose whether to save or print the document.

11.5.1 Open, Save, or Print from Your Search Results

Click Download next to the
item on your Search Results Conjunctions Cveren PURPOSE: Fraciics
screen. Your download will A Ll e i b Favorkms ‘mﬂ""l
begin automatically.
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11.5.2 Add a Search Result Item to Your Favorites

1. Click Add to Favorites next to the item
you want on your Search Results list. * Add to Favorites

2. On the Add a Favorite dialog box, you can
select a folder in which to save the file

you have selected, or you can create a Item Mame: Grade 11: Chapter Test 10 Placament of
new folder. Modifiers: Misplaced and Dangling Modifiers

Foler
# To add your file to an existing folder, [ New Folder )
click the dropdown on the folder list,

select the folder, and then click Add.

# To create a new folder, click New
Folder below the dropdown list. Type
a name for your folder in the Folder
Name box, and then click Create.

11.5.3 View Your Favorites

1. Click the Favorites tab = .
in the File Cabinet Search Fanvribes

window.

2. On the My Favorites Bl
list on the left, click D N L
any folder to view its F s caiwim b i pas | ST L Chapier Tant 1 Fara of Soenct Ovarvene S —
contents. The folder’s ;., o sy 18 1 Lo preei s #lut T b Humens
contents appear on U B i
the right. You can 0
remove an item or Srv4w 12, Chapie Tot 10 Cpmat e St P S —
download it. Bt T8 T IR TR TR e ]

To open, save, or print an item on your Favorites tab:
1. Click Download next to the item on your Favorites list.
2. |If a File Download dialog box appears, click Open or Save.
# Click Open to view or print the file immediately.

# Click Save to save the file to a folder on your local drive, where you can view or print it later.
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To remove an item from your Favorites tab:

1. Click Remove from Favorites next to
the item on your Favorites list.

2. On the Remove from Favorites

Confirmation message, click Yes or No. Remove from Favorites Confirmation
Are you sune you want to remove this from your Favorites list?

11.6 Close File Cabinet

When you finish with the File Cabinet, click any icon on the upper left of your screen.
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12 My Links

Write Source Online includes a selection of third-party links to support teaching writing and grammar. To
access these links, click the My Links icon on the Dashboard.

o

\&

;. L )

——
uFio-cabularg Clicking the media player above
will play @ HMH piece of audic

Grammar ‘0

- Girl’s D
Clicking the media player above
will play @ HMH pisce of zudic.

Fiwe Things - The Blemeants of 2 Short Story, Dhoes Grammar Realhy Matter? Episcds 152: January 3, 2009
hitp: ! fvivivi. Bocabulsny.comfivethings. him hitp://grammar.quick snddirtyiips. com/does-grammar-matter. zspx

Grammar €Y Grammar &)
=17 17
Girl’s e ¢ airl’s e
i ik Clicking the media player above i Clicking the media player sbove
i Bl v Py = HMH pisce of sudic. z ST o = ik pace o sud,
FOR BRTELE WEITING FOR BEITER WEITIMG
Top Ten Grammar Myths, Episcds 211: March 4, 2010 Procfreading Tips. Episods 21: October 20, 2006,
http: {fgrammar.guickanddirbdips.comftop-ten-grammar-myths.esme http:/igrammar.guickanddirbdips.comprocfreading.aspx

Tenas Language Arts provides links to third party websites, Where such links axist, Houghton Mifflin Harcourt disclzim all responsibility and lisbilty

for the content of such third party websites, Users assume the sole responsibility for the accessing of third party websites and the use of any content
appaaring on such websites,

LS
Figure 12-1. The links available in Write Source online

# Click any link to open it in a new window.

# To listen to sample audio, click a media player.

76



Manual for Teachers and Administrators

13 Class Administration

Class Administration helps you manage your classes and the students therein. You can provide instruction
and/or monitor student progress at a class level or within defined groups. You can also control your

students’ network access, Profiles, and comments individually or by class.

In this section, you will find out how to:

Launch the Class Administration feature.

Add students to a class.

Manage class connections.

Edit student details, including resetting passwords.

Add customized groups for differentiating instruction or monitoring progress.
View and change students’ permissions for Avatar, commenting, and networking.
View and moderate students’ comments on other students’ work.

View profile questions that other teachers have reported as inappropriate.

13.1 Launch the Class Administration Feature

You can launch Class Administration in two ways:

1. Onthe Teacher Dashboard, click Manage
Class. '\_ﬁi.:TJ"' T -

2. Onthe Teacher Dashboard, click the My
Class icon. Then, you can click Edit Class
Details, Edit Class List, or Edit Class
Permissions.

| Penisanng
c_fl'ihnr @a@gu Eod Gy Doty
anml Boress @
Laele Yt @E@E};_- i
@O0

e n B9 L) S
s Lirmag @E@E};-
Tewvp dwim

T e DO

£ Saan PRTT MRRTIE
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Once you reach the Class Administration
screen, you can edit your class, students,
products, groups, or profile details.

Mz Fermanda Gaul's Grade & Lang. Arts - Grade b

13.2 Add Students to a Class

You can add students to a class in two ways:

1. On the Class Administration screen, click
the Students tab.

Ms Charisle Jamener's Grade 1 Lang. Arts 1 - Grade 1

Aldan M alm Sliwlerin L Armam

Pt Jamin

2. Onthe My Class: List View screen, click the
Edit Class List link.

Edit Class List

When you click the Students tab or the Edit
Class List link, the Students screen appears.

Mz Femanda G s Grade & Lang. Arts - Grade &

dpnire Babbe
T Word

mary Cariwa = Ly Thswrs = i
TP — i b i e
M K prT

o ST

-

= s T B0 o O

To add students to your class, click the name(s)
on the list on the left.

To select more than one student, press and
hold the Shift or Ctrl key, and then click the
names.

The Shift key selects the students in sequential
order.

The Ctrl key allows you to select students in
non-sequential order.

# Arander Gorter
j 3 Cagsi Gahinig
. Cra Rgby
ikl [Hiniely y Dheshamn Appekgals
Sandie Fappes R G Bucirmaker
e LR BT L e Bornghs
(5. Johna Paone
Tudson Verangi
Lavede Hitman
Luther Haggars
Marcks Monets
TR RaCkodas: L ey

S f'.lr':..n.l'ak

Tiera Werrue
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Click the right arrow.

The selected names appear in the list on the
right, which shows that the students have been
added to your class.

Tip: In this example, some of the names in the
box on the left are gray. This indicates that the
student has already been added to a class and
cannot be added again.

[Fomi Rorat =
BNy Lowag
o ek
Raral Donnidy

| Sande Pappas

| s ania T GO
|Plorci Horels
LT FlaoEns
1S Orenaak

[Cia Righey

| Tefra Weirue
Dethor ApEaigate
I Mo venarm

SRR TR T
|Cagsi Gahng
Cra Righy
Dheshriarmm B ppeedgate
& BuctTmiter
e e
lohna Paone
Judsgin Verangi
|Lavele Mitman
|Lueher Haggars
{Narcka Mones
M kokas LB

e
Hi ey

To add all the students to your class at one
time, click the double right arrow.

To remove students from your class, click the
name(s) on the list on the right.

Tip: To remove more than one student, press
and hold the Shift or Ctrl key, and then click the
names.

| Berwyy Layogho =1
Cass Gehng

Handal Doy

ISarcks Fappas

Eander Gorter =
Farces Mones

_I'-'r--\.‘ Fagiae

Vem=nis Armmorcs-Mett=n|
I15ue Crozulbl

Cra Aighy

| TherTa Verm

Disdonam Appeigats

Judegn Verant "

i -

hackon venargi

| Larweie MEtonan
Lutrar Hajgans

Harces Horels
Mk Uilany

i

Click the left arrow.

The selected students move to the list on the
left, indicating that they are not listed in your
class.

Cassi Gehrig
Randall Donnely
Sandie Pappas
Alexander Gorter
Narcisa Mcnelis

m

Judson Venanzi

P =N n_

Jessi Bongle
Judson Venanzi
Lavelle Mittman
Luther Haggans
Narcisa Mcnelis
Nickolas Urbany
Randal Donnelly
Romi Rohatgi
Roy Lominy
Sandie Pappas
Sue Orszulak
Tierra Verrue
Tomika Eggink

To remove all the students from your class at
one time, click the double left arrow.
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Click Save and Close or Save and Next to save
the changes you made.

13.3 Manage Class Connections

80

You can manage connections between your class and other classes.

From the teacher home page, click the My
Class-List View icon.

On the My Class: List View screen, click the Edit
Network Places link in the upper right corner.

left window shows the available connections
for your class. Use the arrows to move available
connections to and from the Network Places
List. Click Save when you have edited your
network places.

DD e
(o SRS s DEAD pamis  DEO
e 1 SR TR = ve[ 1=
o LS EeoC 8
lamper DEOCY: wavwees DEOCK macmy OSSO0
s = P i W — EHER DM D |
| o DR T -
Cham parwsson
1 i o - i
D e e e e e e e
) e e w1 Sy
15 iiarivtiay wearivis sulirasiiinr s it ey

The Edit Network Places screen will appear. The Edit Network Places

Add up to ten links to other classes
Available Connections
| Mr Gilbert Barbone's Grade 4 Lany |

Network Places List
[t Luci EBruyn's Crade 2 Lang. Art |

Prevent student customization: | Prevent students from customizing these links

__-ave i Lancel
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13.4 Edit Student Details and Reset Passwords

You can edit the details of any student assigned to your class.

13.4.1 Edit Student Details

1.

On the My Class: List View screen, click Edit

next to a student’s name.

2.

The Edit a User screen appears.

You can edit the following student details:

First Name

Middle Initial

Last Name

User Name

Password

Student ID

Grade

Language

User Status

Exclude from network
Block commenting
Lock profile picture
Clear and lock profile questions
Ethnicity

English Proficiency
Special Conditions
Special Services

Economic Status

User Role
Lizar's Aol

Frenamet
Wkl it
Lazk namet
Usar namet
Pagaword
Corthrm Passwand
Ehpdent i
Grade
e
Languisge
Liser Stah e

Ehsdent:
Hioid can'® charege & Sucleni o bk b st o sdrsnidrstos

[rie |
Jamiida |
[Thackshon |
I:-a'l.:_TI'ﬂcl.shm h».u..-..-a-
I:In:hc-n-w-:wuumnh #rerirmrn of tin chars
:l'-wmqm-lummmuqm o e

':l:l] krpi-h'lﬂ
[rage 7|

M Femanda cad's Holn thal s skl s bo # cbm by axliing thl des
Grade E Larng. Arts

[Eregier -]

D':Uﬁ-"-." DHD’-’? Trachiny Lowr el login bad i veorks cen b
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3. Scroll down to see the next group of student
details, Student Permissions.

You can edit the following Student Permissions
to either allow or block the student’s ability to
use certain features:

& Exclude the student from the class network

Shidert Permrissians

Emchisdn b rachaect WAL e b D L il
Ml(mq Trp L LF°Y IDSTTIE O LT R
Lisch, gl pictuse: oL Dt e e s i D B ol

Chaar 3 ook BOfRE [T PR PREEY I SR UBIN 4 DR LT B

# Block commenting
# Lock the profile picture
# Clear and lock profile questions
4. Scroll down again to see the next group of
student details, Additional Details. Additicnal Details
You can edit the following: e [Beme see i
Erggiuh Froficiency I'l:vllls-dﬂl 1
# Ethnicity Special Carditor  [figne
LT
# English Proficiency pert
Deasopments
By
# Special Conditions (Autism, Visual, Hearing, Ezﬁu
etc.) PRt
[Rghitese
. . . m
» Special Services (IEP, 504, Gifted, etc.) Spenty
Cirer-eaith
Tepjebrn

= Economic Status

iyt

5. To save your edits, click Save.

13.4.2 Delete a Student

82

1. Scroll to the bottom of the Edit a User
screen.

Dselete Liged

Thig (T rualy FETVES TR U b T2 geRams I 000 (RRIES §ry vk thesy PR i e SYSST. DUE Pl b e
70 BT i I s ety

Dabtw B lrnarscher roms

s

2. Click Delete [Student] now to delete the

student from the system.

Delete Darius now
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3. Click Yes to delete the user from the
system. Click No to keep the student in the
system.

Delete User

Are you sure that you want to delete this
User?

13.4.3 Reset a Student’s Password

1. Onthe My Class: List View screen, click Edit
next to a student’s name to reset a student’s

password.

Lmar Hols

5 Pl I

ikl il
T o]
L --|. . = oy gt

e pr =
2. Type a password for your student in the Password

Password textbox.

3. Retype the password for your student in the
Confirm Password textbox.

Confirm Password |

4. Click Save to save any changes you made.

13.5 Add Customized Groups

You can create customized groups when you need to provide a different set of instructions or monitor progress for

a subset of students within a class.

13.5.1 Add Students to a Group

You can add groups in two ways:
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84

1) On the Class Administration screen, click
the Groups tab.

2) On the My Class: List View screen, click
Edit Class Details, Edit Class List, or Edit
Class Permissions. Then, click the Groups
tab.

Edit Class Details Edit Class List

Edit Clags Permissions

Click Add a Group.

The Create a Group screen displays.

Create a group

Group Tk | ]

!'l squdentsin the Ches Gi0L Lk
Aewaniler Gorter i
{Cass Gehrig L

o

Judson Veranz
|Lawela Mittman
Luther Hagnors
HarcEa Mcneks

Kackolas Lrbarry

b i i

Type a Group Title.

To select one or more students, click the
students’ names on the list on the left.

Tip: To select more than one student, press
and hold the Shift or Ctrl key, and then click
the names.

{Dechan Appelgate
{151 Buchwater

Group Lt

Mickoks Uany
| Rarscaf Donnely

Y S

Click the right arrow.
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The selected students appear in the list on Group List
the right, labeled Group List. This indicates Alexander Gorter
that they have been added to the group. Cassi Gehrig
Johna Paone

Judson Venanzi

Tip: A gray student name indicates that the
student has already been added to the group
and cannot be added again.

13.5.2 Remove Students from a Group

1. Toremove students from a group, click Mshadents in this dass. %
M e T a|
:EEE |

the students’ names on the list on the | Gefrm (
. |3 Rigiy
right. | Judson Yenann
[Lutrer Haggans

{Deshawn Appeigate
(G Bucrwiater

i {Jaam Bongle

Tip: To select more than one student, press |Xohe Paire
and hold the Shift or Ctrl key, and then click | |z e

{Lutrer Haogans
the names. sy
|Mickoks Urbamy

2. Click the left arrow.

3. The selected students appear in the list Al students i the dass Group Lt

W 1 1
on the left. This indicates that they have 'l mam [STTocmo
been removed from the group. |Cra Raghy
| Deshann Appelgate s 9
|Gl Buchwater e |
1 Jessi [

| adae Venarg
| Lawede Mitman
{Lither Hagegans
(Mar i Mol

| ke Uany
| Rarscial Donnely |

S LB el

4. Click Save to save the group you created.
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5. You will see the message Class group
created successfully.

&

13.6 View and Change Students’ Permissions

86

You can control your students’ access to the network, their comments, and their profile pictures by changing

permissions.

On the Edit a User screen, scroll down to the
Student Permissions section.

Shudem "Emnnon

Erimiy o rebaos [ e

Bkl aranermy el ) st sl il
Lok profie pies |

i i Bt W [ o ey ey sl et
T EETT

Exclude from network:

A check mark blocks the student’s access to the
class network.

An empty checkbox allows the student to
access the class network.

Exclude from network ™ Blocks access to tha class network

Block commenting:

A check mark blocks the student from
commenting on another student’s Portfolio.

An empty checkbox allows the student to
comment on another student’s Portfolio.

Block com mEﬂt]ﬂg [ The studznt can't comment an other studznts portfolios

Lock Profile Picture:

A check mark prevents the student from editing
his or her profile picture.

An empty checkbox allows the student to edit
his or her profile picture.

Lock profile picture [ Prevents further editing of the profile picture

Clear and lock profile questions:

A check mark deletes the existing answers to
profile questions and prevents a student from
editing his or her Profile.

An empty checkbox allows the student to edit
his or her Profile.

Cearand o profie T
gueshors

Dot wrping e i oot combony 2 ot Rt e
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Click Save to save any changes you made to the
Student Permissions section.

13.7 View and Moderate Students’ Comments

You can view and control your students’ permission to make comments on one other’s Portfolios.

13.7.1 Moderate Comments

1. Onthe Teacher Dashboard, click the
Teacher Moderation icon to moderate
students’ comments on other students’
work.

2. Click Edit. Teacher moderation is ON Edit

3. To turn teacher moderation on, click the

radio button located to the left of the word

ON. . . Maceraton: @) o O cer

To turn teacher moderation off, click the S

radio button located to the left of the word I you turn moceraticn OK, yeu will sze al
incoming comments befare your students, 1*

OFF YU accept 2 comment, your student ther

| sees the comment: and they dedde for
:O re themseives t acoept or raject it

When Moderation is OFF

You're celegating full responsibiity for
comment moderaticn to sudenss. Do tis If
YOU'TE Nappy ‘or them to be the first to see all
comments, however pastive or negative.

ToaeT canoe
arlais SCazpa)

4. Click Save to save changes you made to
teacher moderation.

13.7.2 View Comments Left by Your Students on Other Students’ Portfolios

On the My Class: List View screen, click Outbound Comments, located on the top of the screen.

Ms Charisie Jemenez's Grade 1 Lang. Arts 1

ACTIONS ™ (o) inbound comments 4\ ® A (0) Profiies reported

87



Write Source Online

13.7.3 Accept or Reject Comments Left on Your Students’ Portfolios

On the My Class: List View
screen, click Inbound
Comments, located on the
top of the screen.

CrretE & 2 Oiglbonisad comimsnts

B 1 Profes raairied

When teacher moderationis | Fie s
on, the screen shows Macersty Prifie st Persfola Maderion

comments that have been ot Commurta ) Ouourd Comment )
made on your students’ :

portfolios.

YOEJ can click Accept or m
Reject, or you can report the o - e
comment. If you accept the ‘L Report
comment, the student can

see the comment and decide
to accept or reject it.

13.8 View Profile Comments that Other Teachers Have Reported

You can view Profile comments of the students in your class that other teachers have reported as inappropriate.

On the My Class: List View
screen, click Profiles Reported to
view Profile comments that other
teachers have reported as
inappropriate.

cuind SOMmMments

Click the stu,dent s name to view il Comirits (0) i Cottianta (7] S protien it
the student’s profile. Loft on your students' partfolios.  Left on other students' portfolios.  Reported as inappropriate

'0B/07/2011 1
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In the profile window, click an
assignment that contains comments
to view the comments.

Leave feedback for the student in
the white box and click Send to
[Student’s name].

To go back to the Class Profile &
Portfolio Moderation screen,
click the My Class: List View icon
and navigate to the profiles
reported.

Click Mark as read or Edit
permissions on the profile
comments you have read.

Claes Prohis & Pordfalio Moderstion
Medemm Profhe ana Smete Mogsstan

Irtsousd Coevrsers Outtmung Cunrrans  Prethas
Lat o your susmex un-n--a—_ﬁ; m-.,s.-
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14 Access and Entitlements

Access and Entitlements helps you manage your product licenses. You can assign products to a class, search
entitlements by school or district, monitor product licenses’ details, and request additional licenses.

In this section, you will find out how to:

# Allocate products to a class so that the teacher can create assignments with it.

#  Monitor the availability of product licenses, including determining the number of available licenses, the
level at which the licenses can be distributed, and whether the licenses are approaching expiration.

# Request additional licenses.

14.1 Allocate Products to a Class

For a teacher to create assignments for his or her class, products need to be allocated to that class. Licenses

are added and removed at a class level.

14.1.1 Edit a class to change its product allocations

1. On the Administrator Dashboard, click
Classes to view a list of classes.

2. Click a class name.

Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Qut

Class name

Mr Art Evanosky's Grade 10
Lang. Arts 10
Mr Carl Avancena's Grade 10
Lang. Arts 10
Mr Cordell Adebisi's Grade 11
Lang. Arts 11
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Click the Products tab.

Mr Art Evanosky's Grade 10 Lang. Arts

Class Details Students Products
You can allocate or remove products from it ke ottty e Skl ik
a class to make the best use of available e e T e weopa
licenses: ¥
Tl T Ta [}
=
] Teacher: TR TR st e Tl OO

A check mark allocates the teacher
edition of the product to a class.

An empty checkbox removes the
teacher edition of the product from a
class.

= Student:
A check mark allocates the student
edition of the product to a class.

An empty checkbox removes the
student edition of the product from a
class.

Click Save and Close or Save and Next to
save the changes you made.
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14.2 Monitor the Availability of Product Licenses

1. On the Administrator Dashboard, click
Products to view a list of product licenses.

Welcome Emily

school Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Out

2. On the Products page, you can see the vl TR TP e e b Dok
following details for each product license e T o A,
assigned to your school: t"'J"“ 4 i . >
#  Product Name: name of product ";_I_

#  Product Type: type of product e it il i iR

#  ISBN: product’s unique identifier Rl il

»  Grade: grade associated with the | it et cxo
product S

#« Level: level at which the licenses can
be distributed

#«  Expires In: the period of time the
product license is available to use

#  Remaining Licenses: the number of
available licenses
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15 System Administration

System Administration helps you manage your teachers, students, classes, and products. It also helps you
retrieve data.

In this section, you will find out how to:

# Launch the Administrator wizard.

# Manually register individual teachers or students.

# Create teacher or student batch lists and import them to register teachers and students in batches.
# Deactivate a student or teacher.

# Add a new class.

# Assign a teacher to a class.

# Add or remove students from a class.

# Allocate products and student and teacher editions to a class.
#  Print or e-mail class details.

& Delete a class.

# Assign a school site administrator to a school.

15.1 The Administrator Wizard

This Administrator Wizard is displayed when the data for the school has not been set up. It is designed to
help complete the setup by walking you through the steps. The dialog box opens after you log into the
system for the first time. It determines that there are either no teacher records, student records, or class
records set up for the school. It provides help to set up the teacher, student, and class records.

The Administrator Wizard allows you to perform the following tasks:
# |nitiate the importation of a batch file of user records.
# |nitiate the manual entry of user records.

#= |nitiate the creation of a class record.

You can access the Administrator Wizard through one of the following methods:

If you as a school administrator, log into Write Source Online, and no data has been created for your school,
the system will display the Administrator Wizard Teacher Creation screen.

# The system checks to see if there is at least one teacher record for the school. If there is no teacher
record, the Wizard teacher window appears. This steps you through setting up teachers for your school.
You can register teachers manually or by batch import.

# [f there are one or more teacher records, the system checks to see if there is at least one student record
for the school. If there is no student record, the Wizard student window appears. This steps you through
setting up students for your school. You can register students manually or by batch import.
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» [fthere are one or more student records, the system checks to see if at least one class record exists for
the school. If there is no class record, the Wizard class window appears. This steps you through setting
up a class for your school.

Note: You can skip any step of any of these wizards, and go back to the administrator home page.

15.2 Manually Register Individual Teachers or Students

1. On the Administrator Dashboard, click
Users to manually register teachers or

students. Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Qut

2. To add teachers, click Manually Add [+ T+ W - T & .
Teachers_ gl rnernErE wil D p L TH I et L
3. Type in the following for each of your Add teachers manually {in batches of 10)
teachers:
Pl Fidar | 4r3 R ol wldema
=  First Name i e e + reltim
L Last Name il SIS il i

Tl il Fam - il

# E-mail address

If a green check mark displays, the e-mail Add teachers manually {in batches of 10)
address is valid.

¥l e N M il Al

94



Manual for Teachers and Administrators

If an exclamation point displays, the e-mail
address is invalid.

Add teachers manually (in batches of 10)

Vil R L1 RS £ Al idimi
s vaalf E Tk
w e P el i) I
T Pl ird Lid # il ST
4. Click Save to save the changes you made.
Teachers will receive an e-mail explaining
how to access the system. -
5. To add students, click Manually Add B i il o Ao
Students. i ey il L s im ek

6. Click the Grade dropdown menu to choose
the grade in which you want to create your
students.

Add students manually (in batches of 10)

e Choces grade.:_i‘frﬁ;-a:le will appty' T Al studerds o reale in this batch

7. Type in the following for each of your
students:

& First Name
&« Middle Initial (optional)

= |ast name

&dd stsdents mansally (in batches of 100

Ll S pods # | The e vl spls o euslees /o T n o ek

PR Mads Mgl IRl | el P Sl
T A H1 6] M
Vo g Wl i b
Ty e Wl Lot b

I e Hl ]

8. Click Save to save the changes you made.
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15.3 Create Teacher or Student Batch Lists and Import Them

1. On the Administrator Dashboard, click
Users to register teachers or students in
batches. Welcome Emily
School Administrator
INDIAN SPRINGS AREA EL
Your Account
Sign Out
2. Click Batch Import. . 0 ol il
T L H Sl W i il e Bl < il el | i e el
3. Toimport a new batch of students or

teachers:

a) Create and save your spreadsheet
locally as a comma separated values
(csv) file.

Batch Import - Step 1 of 2

Import a new batch of students or teachers

1. Save your spreadsheet locally as a .csv (comma
separated values) file

2. Upload your .csv file below

3. Map the fields from your uploaded file to our required
fields (in the next step).

b) To import students, click the radio
button to the left of the word
Students.

To import teachers, click the radio
button to the left of the word
Teachers.

Are you Importing: © students
You can't import both at once Teachers

c) Click Browse to upload your .csv file.

User File [.C’S\.I':]r ' | Browse |

96
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e) Map the fields from your uploaded
file to the required fields.

/mmhumw

row, ey Hhe cobummms i your S with e Soachier s I our wyweere

OO TRy ) St e ) sl e, B N DT A R TN (YR s s W Ve )
oG how 0 com P Gt The ool W e § 0k 50 4 gt ianco page Wre ey ol (Nooes Hher peevo ©
A0 o wcichmnam 11 e e ol e e pptre emaerman, bt By o i St o0 o i oned odcrmnmn et f ey
wl

[ WS e
e T Lat ek S
s ; ~bARIAHL
hhn' Wolitvs Wil
) MO bepanls -
(2] LA Mn

e

- e

fan | Cows

4.

Click Save to save the changes you
made.

5

To update an existing batch of students, click

Batch Edit, and then:

Batch update - edit existing users

1. View and/or save the current teachers or current

1. View and/or save the following .csv file: students file (below)
i {.csv)
# Current students(.csv) g e
_ Current students({.csv)
2. Make changes to that file, noting where changes were
made.
3. Upload the new fie below
2. Make changes to your file.
3. To import students, click the radio Are you Importing: @ Stidents
button to the left of the word Students. % =
You can't import both at once " Teachers
4. Click Browse to upload your .csv file. : :
P Y User Fie (.CSV)[ | | Browse
5. Click Upload to import the file.

l Upload ” Cancel l
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6. Map the fields from your uploaded file
to the required fields.

- Your sachnen B v gl ey Gmakd

row, ey Hhe cobummms i your S with e Soachier iy I our wyweere
PO T oy ) Sl e ) e e, el N DT A R N T Do), wind O B Ve i

ACEOG How 10 o B Getrn. The ol W Ehale 4 0k 20 0 gt aaicd e W ey ol (hooes ther paenvor @
A ol wcichmmam 1 Ve e ol L o iy emaerman, bt vy o e St o0 o i oned odcrmmmn et f ey

wl
Fhan Woliles WO
-
s
Pohani ) WoliTws W
| J Ay
ke ) LA W
(158 —
7. Click Save to save the changes you
made. Save
15.4 Deactivate a Student or Teacher
1. Onthe Administrator Dashboard, click
Users to activate or deactivate a student
or teacher. Welcome Emily
School Administrator
INDIAN SPRINGS AREA EL
Your Account
Sign Out
2. Click a name. narss Aruds ke wada iir
AL b, LAl (110} T
gt i oA | '\.:- '|
Dt M pik T
Bz, Touks ik | 7T
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3. To activate a student or teacher, click
the radio button to the left of the word
Active.

To deactivate a student or teacher, click
the radio button to the left of the word
Inactive.

4. Click Save to save the changes you
made.

User Rale
Liser Rk St
PSR 1o T s S ]
st naewe ir_-l.':';.!'lallll
Middle iniial |
Last naves [Rppeigats
Lsar name? [Desherem_tppeigate |
Pastrnig | ok b f semcbaed wari e 1 e of e corerin ioeg
Confrm Passaord [ 0, Ol i i - il e
Sidenk 1 [ B
Grade® cﬂm '|' T=1
Clss He Charkie Jevenez's M S e e o e o
Grade 1 Lang, Arks 1 -
Lingpiage Engih I=l
\iser SEabs T hinia P fesiciia Fuctivn wen oo loph, bl e ek s b nschived,

15.5 Add a New Class

1. On the Administrator Dashboard, click
Classes to add a new class.

Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Out

2. Click Add New Class.

| Shie all gracks = || Stam altaactan  [=| |

Tesschoer

Class nanee ' iirade
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Enter your class details:

# Type the name of your class in the
Class name textbox.

# Choose a teacher for your class from
the Teacher dropdown.

# Choose a grade for your class from
the Grade dropdown.

# Type the period of your class in the
Period textbox. This is optional.

# Type the description of your class in
the Description textbox. This is
optional.

b SN
Tariw SHAT Tridle

Ll it

[mwmicy

EHRER

"l e

On the Class Details screen, scroll down
to the Class Permissions section.

Class Pefiissing

Exm m;lmmmk | ] S U T SOl SERATIE RSN Eaiel

Bk oarmaeifing [ Your A o0 1 coorwel ot it W porfoiey

L"-':tl-'ﬂl-"l-t['-'ﬁ [ Framgrty hurfrwr g o dw, proviy patan

Oy and lock profie questiors [ Dss sssng im0 2

o qusEond W B

s e adbeg

Click the Exclude class from network
checkbox. A check mark in the box blocks
access to the class network for all the
students in your class. An empty
checkbox allows access to the class
network for all the students in your class.

Exiade ass from rehaaork [~ Bk e oo com BEw

LR AR Sy

Click the Block commenting checkbox. A
check mark in the box blocks all the
students in your class from commenting
on other students’ Portfolios. An empty
checkbox allows all the students in your
class to comment on other students’
Portfolios.

Biock commenting T P e P e

ad i CE o T e =

Click the Lock profile pictures checkbox.
A check mark in the box prevents all the
students in your class from editing their
profile picture. An empty checkbox allows
all the students in your class to edit their
profile picture.

Lotk profie prtures = Frwvaem Artre adteg of b picle p

Click the Clear and lock profile questions
checkbox. A check mark in the box
deletes the existing answers to profile
guestions and prevents editing of Profiles
for all the students in your class. An
empty checkbox allows all the students in
your class to edit their Profiles.

Ceor and bock profie questions [ Debase sdming asiesn 2 prcfis cosrtons wd cie
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9. Click Save and Close or Save and Next to
save the changes you made.

15.6 Assign Permissions for Editing Profile Pictures
1. Onthe Administrator Dashboard, click
Classes.

Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Out

2. Click a class name.
Class name

Mr Art Evanosky's Grade 10
Lang. Arts 10

Mr Carl Avancena's Grade 10
Lang. Arts 10

Mr Cordel Adebisi's Grade 11
Lang. Arts 11

3. On the Class Details screen, scroll down to Class Permissions

L. . Exrdude rass from retwerk [ Bk oo o fhob 2 BMwE I Foiad it
the Class Permissions section.
Bk :.:.-'.'.:hr.'.". ™ Veur fuders = covrwe] ot it ol povieiey
Lk profie pctures [ Frumardy byriwr g of dw prodia st
O ared lock profie quastionss [ Dsst siteg mmieen ol oo ind e e adieg
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4. Click the Lock profile pictures checkbox. A ik piofle: petiies [ Eruarn dutre adtng o the prckie picee
check mark in the box prevents all the
students in your class from editing their
profile picture. An empty checkbox allows
all the students in your class to edit their
profile picture.

5. Click Save and Close or Save and Next to
save the changes you made. Save and Mext

15.7 Assign Permissions for Editing Profile Questions and Poll at the Class Level

1. Onthe Administrator Dashboard, click
Classes.

Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Out

2. Click a class name.
Class name

Mr Art Evanosky's Grade 10
Lang. Arts 10
Mr Carl Avancena's Grade 10
Lang. Arts 10
Mr Cordel Adebisi's Grade 11
Lang. Arts 11
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3. On the Class Details screen, scroll down to
the Class Permissions section.

Class Pefinssions

Exihade class from retwark

Bk comrimeiting
Lk profie ptures

Cear and bock profie questions [ Deses sty s 5 ooty quaricns and pieses Ltne sdbag

| WS 0 0 Tk 0 EEATIE DT S
[ enur Pt mpe s 2 view g povie
[ Drumgris Fusar gty 2 by prosig peig

4. Click the Clear and lock profile questions
checkbox. A check mark in the box deletes
the existing answers to profile questions,
and prevents editing of Profiles for all the
students in your class. An empty checkbox
allows all the students in your class to edit
their Profiles.

Cear and bock profie questions. [ e sximing aaiesn 1 orefe detitons wd cike

5. Click Save and Close or Save and Next to
save the changes you made.

15.8 Assign a Teacher to a Class

1. On the Administrator Dashboard, click the
Classes tab.

Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Out
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To edit the teacher assigned to a class,

I
click a class name. Class name
Mr Art Evanosky's Grade 10
Lang. Arts 10
Mr Carl Avancena's Grade 10
Lang. Arts 10
Mr Cordell Adebisi's Grade 11
Lang. Arts 11
Click the Teacher dropdown and choose a | Cemmme [#s Luc ruyn's Grade 2 Lorg. At 2 |
teacher to assign to your class. Tescher [Bruyn, L [] Frerete e e
Grade Grade 2
Pord |] |':‘:|ﬂ'
Desition Grade T Larguage Arfs a | o

Click Save and Close or Save and Next to
save the changes you made.

‘-v irlﬁ-ll -:-.
cl Tl L]

To assign a teacher to your new class, click

Add New Class. e
| howadgasas  [=] | | stom altasctan =) ]
Class nanee 3 Girade: Tesschoer

Click the Teacher dropdown and choose a | S | |
teacher to assign to your class. Techef |Seket Teacher ] S A

Grade [Select Frace |

Perod | | Jpsore

Description Izprana

Click Save and Close or Save and Next to
save the changes you made.
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15.9 Add or Remove Students from a Class

1. On the Administrator Dashboard, click
Classes.
Welcome Emily
School Administrator
INDIAN SPRINGS AREA EL
Your Account
Sign Out
3. When you click the Students tab, the '

Students screen appears.

| b . A e B A ML W Rt

J Sora M ke e

ol dw

L}
¥ sl S - i} ] T
W BT B A,
i 1 e e
4. To add students to your class, click the R Robatd) Pyl T [y
. : Cazsi Gehiig
name(s) on the list on the left. Sehm Cra Righy
Aiwtckl Doni Dshamn AppekRate
Sandie Fappas i Bucwoker
Tip: To select more than one student, press b R jfﬁ;?‘-"’__ﬁr
and hold the Shift or Ctrl key, and then click ther Haggan: Hidscn eranzi
h Sy Orenidak Lavele Hitman
the names. 3 Lughir Haggares
Tiema Wemrue HarcEs Mones
1 c FaCkodas: L by
5. Click the right arrow.
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The selected names appear in the list

on the right, which shows that the [Romi Rofatg - Casioehng
BNy Lowag ] Cra Righy
students have been added to your |Carsd Gk Beslhamrr Aokt
class. e Mol o
[ Meeseandar o 1 .Enn Paone
{Harc Hoels I Tudson Veranz
., . LT FlaoEns
Tlp. In this example, some of the names Sz Orandk [ W ﬁ:ﬁ ﬁ?;s
in the box on the left are gray. This “jr:*‘,:,;rm Harcsa Mcneks
indicates that the student has already shinn Appela |
o Vensro = i ¥ T -

been added to your class and cannot be | e tanl
added again.

6. To add all the students to your class at one
time, click the double right arrow.

7. To remove students from your class, click Berey Linviagho B | e arwder G -1
. . Cass Gehng |
the name(s) on the list on the right. Handad Diorrehy
|Sarcie Fappas

nrander Gorter
FiarcEn Moneis

Tip: To remove more than one student, [Lugher Haggaes
press and hold the Shift or Ctrl key, and SR e e
then click the names. LAy LA B
Td T VErTie Lutrar Haggans
Deconan Sppeicete Marcss Mok
JudEcn Verang - ko Ubany 3

i

8. Click the left arrow.

I OIS T VIS T

The selected students move to the list

Cass'lGehr'lg'j F Foi Bough
indi i Judson Venanzi
on the left, indicating that they are not Randal Donnely S

Sandie Pappas
Alexander Gorter
Narcisa Mcnelis

listed in your class. Luther Haggans

Narcisa Mcnelis
Nickolas Urbany
Randal Donnelly
Romi Rohatgi
Roy Lominy
Sandie Pappas
Sue Orszulak
Tierra Verrue

e Tomika Eggink

m

Judson Venanzi

P =N n_

9. To remove all the students from your class
at one time, click the double left arrow.
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10. Click Save and Close or Save and Next to
save the changes you made.

15.10 Allocate Products to a Class

Licenses are added and removed at a class level.

To edit a class to change its product allocations:

1. On the Administrator Dashboard, click
Classes to view a list of classes.

2. Click a class name.

Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Out

Class name

Mr Art Evanosky's Grade 10
Lang. Arts 10
Mr Carl Avancena's Grade 10
Lang. Arts 10
Mr Cordell Adebisi's Grade 11
Lang. Arts 11

3. Click the Products tab.

Mr Art Evanosky's Grade 10 Lang. Arts

Class Details Students Products
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4. You can allocate or remove products for a

class:

#« Teacher:
A check mark allocates the (teacher or
student) product to the teacher.

An empty checkbox removes the
product from the teacher.

# Student:
A check mark allocates the (teacher or
student) product to a class. NOTE:
Teacher products will not display to
students.

An empty checkbox removes the
product from a class.

5. Click Save and Close or Save and Next to
save the changes you made.

15.

11 Print or E-Mail Class Details

1. Onthe Administrator Dashboard, click
Classes.

Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Out

108




Manual for Teachers and Administrators

2. Click the Students tab.

Ms Luci Bruyn's Grade 2 Lang. Arts 2 - Grade 2

3. When you click the Students tab, the
Students screen appears.

| b . s e 8 £ SRS L R e e

S P i Wi WALE | W

4. Click the Print class details link to print a
summary of your class details.

You can view a summary of the
class details by clicking the
print/e-mail inks below

& Print class details
@ E-mail class detaik

5. Click the E-mail class details link to email a
summary of your class details.

You can view a summary of the
class details by clicking the
print/e-mail inks below

&, Print class detais
@ E-mail class detaiks
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15.12 Delete a Class

1. On the Administrator Dashboard, click
Classes.

Welcome Emily

School Administrator
INDIAN SPRINGS AREA EL

Your Account
Sign Out

2. Click a class name.

Class name

Mr Art Evanosky's Grade 10
Lang. Arts 10
Mr Carl Avancena's Grade 10
Lang. Arts 10
Mr Cordell Adebisi's Grade 11
Lang. Arfs 11

3. Click Delete Class Now to permanently
remove your class from the system.
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15.13 Assign a School Site Administrator to a School

You need to log in as a district administrator to assign a school administrator to a school.

1. Onthe Administrator
Dashboard, CI'Ck Add T P iy 0 L2 frd v
EEE Ml AT Pt TEES SRR
School Administrator. ma con s | (i P ¥ ES———T
2. Onthe Create a User
. Create a User
window, complete the
following information for = e
the school administrator:
« Title —User Role
& FirSt name | User Role: School Administrator
= Middle initial
(optional) Title [Please Select -]
First name™ | |
# Last name
Middle initial | |
# User name
. Last name* | |
# Language (optional)
User name* | | Users can edit thel Lsername later
= School
Language [Piease Select -]
Schaal* [Piease Select 3|
3. Click Save to save the new
user or Cancel to leave Bl (B
without saving.
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