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ProgressBook Courseware Manuals

These comprehensive training manuals provide step-by-step instruction on the use of the Progress-
Book application. Here are key features to look for in this manual.

Fragua==faak Training Level 1 UniL 2: Giade Baak Selup

2.2 Edit Class List

The Edit Iid funeton allows a teacher to ename dasseg a5Egn 3 gecific order to clas=s, or hide
them from the prade ook

S teefien moultiple Mbth cloemer, She wowdd Bfe 0 oamoe o 1migue 2o 0 aocfoiass, of
well or oroxge than by clam peiod

Term Definition

Used to ®t up eatepories of ela seoom activities swhas
homewerk, quizzes te &5 ete, a5wel astheirmark

Assignment Type

type.
Mame & Abbreviation Assigned to identify els ssactivities when creating
455 Fnment pe s
Mark Type Marksa ssigned to o gpecific 8 ssignment fype; such a

Point 5, PasaFail % ete.

Tir IF ¥od GROUP CLGSEES ANE HIDE THE [MDMVICUAL CL&SSES, vl MUST
DESELECT THE HIDE OFTION DURING REPORT CARD TIME TO ENTER MARKS

EY THE CLASEES [NDVIDUALLY,
Action Result \

1. Fromthe Teacher Home Pape, clickthe |Displagysthe ClassSetup scmen.
Edit List linkinthe Clas®sare.

above inthe Cla 55416 5 Dptonal)
columr

5. Typethe monber =aslised above in the |Displays the newrorder for the chsses

2. Typethe nawe for sachcla==asliged (Iiststhe intended newr namesHr the dasaas.\

Order column
4. Click Sawa. Sawsthe rewinformation in the gestem. \
 ProgregiBoot
U Ll A (oY) L
Fallware fnzwers, [nc, 21

Lessons provide an
explanation of various
features in the software.

Story Notes provide a scenario
to help explain the reasons
behind each exercise and relate
the use of features to realistic
situations.

New vocabulary is
introduced in clear format at
the beginning of each unit.

Tips help clarify features, how they
can be used, best practices, or where
to find more information on specific

topics.

Actions and Results are clearly
explained in chronological order.

Screen captures are included
throughout the manual to reflect
steps in the exercises.

A Quick Reference Card is provided at the end of the manual for convenience. Tear this page out of
the manual and keep it in a handy place to reference for symbols, codes, and features.
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Text Conventions

Throughout this manual, you will notice that variations of lettering styles are used to call attention to
specific text. This is done to clearly indicate standard text from specific actions or functions in the
software. For example, when you must type the text “My students”, you will see this:

Type My students.
The actual text to be typed will appear in bold and italic lettering.
For any button, link or text that the user must click or select, the text will appear in bold:
Click Grade Book.
Select Project in the Assignment Type list.
Click Save.

Story Notes appear in italic lettering and Tips appear in uppercase text and are denoted by an icon:

Jill Cline is ready to log in to ProgressBook.

Tip: USE THE HIDE COLUMN TO...

Exercises are laid out in table format with corresponding Action steps and Results to help ensure you
are getting the expected results as you move through each step.

Action Result

1. From any screen within ProgressBook, Opens a list of topics for the screen displayed.
click the Help link located in the upper
right corner.

2. Click Attendance. Expands the list to include the subtopics
under Attendance.

3.  When finished using the Online Help, Returns to the screen you were on when Help
close the window. was selected.

vi Software Answers, Inc.
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Technical Specifications

ProgressBook is best viewed on a computer using Internet Explorer version 7.0 or above with Win-
dows or Macintosh operating systems. Safari can also be used with Macintosh OSX.

)

L

TiP: THE FOLLOWING INFORMATION MAY BE HELPFUL WHEN TRYING TO ACCESS YOU

LOCAL INTERNET SERVICE PROVIDER.

Action

Result

Sign on to your Internet Service Provider.

You will see your home page.

Minimize the screen.

Enables you to easily view another
browser.

Click on the Internet Explorer icon.

Opens Internet Explorer.

Enter the URL for your local ProgressBook
site.

Opens the ProgressBook Login screen.

Continue from this screen with the Progress-

Book login.

You will log on to ProgressBook.

Close Internet Explorer when finished using
ProgressBook.

You are now logged out of ProgressBook
and Internet Explorer.

For users whose home ISP uses a default browser other than Internet Explorer, it is best to download
a “free copy” of Internet Explorer at http://www.microsoft.com/downloads and add an icon for it on
your desktop.

o - Tip: IF YOUR BROWSER SETTINGS PREVENT POP-UP WINDOWS FROM DISPLAYING,
YOU MAY WANT TO DISABLE THIS SETTING WHILE USING PROGRESSBOOK SO THAT
REPORT WINDOWS OPEN PROPERLY.

Software Answers, Inc. vii
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q&a Scenario Introduction

Jill Cline is a teacher at the Benton School District. The Benton School District implemented Pro-
gressBook last school year and encourages all teachers in the district to utilize this tool. Jill worked
with ProgressBook and its basic features last year and would now like to make better use of its
advanced features. The school district has also implemented the Parent/Student Access Web Site for
this school year which Jill is ready to learn and use.

Jill will learn to use ProgressBook to perform the following tasks:

v" Customize her grade book setup and allow others access to it

v" Transfer students’ assighment marks in the event they are transferred into her class mid-
year

v' Create and maintain lesson plans with academic standards

v" Post homework, comments, and marks to the ProgressBook Parent/Student Access Web Site
for easy communication with parents

v" Import assignments from the assignment bank and work with more advanced assignment
options

v' Utilize the seating chart feature to make taking attendance easier
v' Map assignments to report card assessments for their new standards-based report cards

v" Create reports to show student progress by report card assessments
Validate Tasks You Know

ProgressBook is a web-based software application that integrates grade book input, lesson plan devel-
opment, attendance input, special education, and parent access into one system. Class and student
data is automatically populated into ProgressBook from the district’s student information system,
eliminating the need for re-entry. ProgressBook supports standards-based reporting which is essen-
tial in today’s education environment.

Before completing this course, teachers should already be familiar with the following tasks in Pro-
gressBook:

v" Log in and navigate through the ProgressBook application

Track attendance using ProgressBook

Enter daily lunch counts

Set up assignment types and basic grading scales

Create and enter marks for assignments

Share assignments and create recurring assignments

Automatically calculate student averages throughout grading periods

Enter Interim and Report Card grades and comments

N N N R NN

Run roster and student progress reports

viii Software Answers, Inc.
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Unit 1: Lesson Plans

Unit 1: Lesson Plans
Objectives

Upon successful completion of this unit, you will be able to:

v

D N N N N N N N VD N N N N

Use Lesson Plan Templates
Create Lesson Plans

Add Standards to Lesson Plans
Add Attachments to Lesson Plans
Search for Unscheduled Lesson Plans
Schedule Lesson Plans

Edit Lesson Plans

Print Lesson Plans

Reschedule Lesson Plans

View the 5-Day Planner

Set up Lesson Plan Sharing
Search for Shared Lesson Plans
Delete Lesson Plans

Import a Lesson Schedule

New Vocabulary Introduced in this Unit

Term Definition

Standard

specific grade level or band.

Guidelines for teachers on what students should learn at
each grade level. Often these academic standards are
further broken down into components, such as bench-
marks, strands, indicators, assessments, etc., which pro-
vide measurable skills or knowledge associated with a

Lesson Plan Bank

shared among teachers.

A ProgressBook feature that saves lesson plans for each
teacher so they can be reused. Lesson Plan Banks can be

Software Answers, Inc.
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Lesson Plans

ProgressBook allows you to create and maintain text-based lesson plans on a daily basis or for a range
of days. Lesson plans can be as simple as a page reference or as detailed as specifying the academic
standards the lesson reinforces. A default lesson plan template, which includes recommended sec-
tions, provides a starting point for creating lesson plans. If the default template does not suit your
needs, you have the ability to create your own unique lesson plan template which can be reused each
time you create new lesson plans.

To enhance your lesson plans, you may attach files you've created previously or downloaded from the
Internet. If you created lesson plans in a word processing program, you can copy and paste them into
ProgressBook, and then use the Text Editor to adjust the formatting. ProgressBook also provides the
Spell Check tool for working with lesson plans.

Lesson Plans are saved in the Lesson Plan Bank and can be shared with other teachers. To simplify
the search for Lessons Plans in the Lesson Plan Bank, you can use keywords or associate lesson plans
with a specific Content Area, such as Mathematics, a Grade Level, and Unit.

Grade Book | Special Services | Help | Logout

Lesson Plan Maintenance

Title: |

[ Tempiate | [ style ~ || Font v [size [v] i

© Manage Templates B &<

I U
A D @ — 5O 1

General Tips:

Attachments:

L)

Private Notes (can not be viewed by others):

The following information is optional but is recommended for searching and sharing lessons.
Content Area: | ~ Grade Level: b

Select a Unit: EneraNewUnt:| |

Summary:

Author: | Teacher! | Share?: With teachers in my list V‘

As a standards-based grade book solution, academic standards have been loaded into ProgressBook
for use in associating with lesson plans and assignments. This allows you to easily track and report
each student’s progress according to these standards.

2 Software Answers, Inc.
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When creating and editing lesson plans, numerous tools are available in the Text Editor to format the
text. The icons used in the Text Editor are described in the table below.

Icon Description
Applies the selected template.
Template w
Shyle | |Applies the predefined style.
"Fant i Applies the selected text font.
ESi‘éE v Displays text in sizes from 7 to 36 points.
B Makes selected text bold.

Makes selected text italic.

Makes selected text underlined.

Aligns selected text on the left.

Aligns selected text in the center.

Aligns selected text on the right.

Justifies text.

Manage Templates Opens the Manage Templates window.

Cuts selected text.

e

Copies selected text.

g

Pastes selected text.

|

Makes selected text display with a line through it (strikethrough).

Makes selected text superscript.

ra

Makes selected text subscript.

Displays selected text in a numbered list.

MR

Displays selected text as a bulleted list.

FTTS

Decreases the amount of space the text is indented.

T
i
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ProgressBook Training

Tt
1l

Increases the amount of space the text is indented.

>

Changes the color of the selected text.

Changes the color of the background behind the selected text.

® ¢

Opens the Insert Link window which enables you to type a Web site URL or
insert a hyperlink. You must include http:// in the URL for the link to work cor-
rectly.

Deactivates a hyperlink to a Web site. To completely remove a link, delete the
text in the Text Editor.

Inserts a horizontal line to separate sections of text.

Opens the Special Characters window from which you can insert a special char-
acter from a system-defined list of characters.

Opens the Insert Table window from which you can select table properties or
insert a table.

Lesson Plan Maintenance

Practical Application Everyday Math

Titlez| Everyday Math
Template + | | Style + || Font “¥lszew| | B I O E = = E
Mansge Templstes B 8| = ZITEE A D@ e — 40O
Read pages 37-42 in Chapter 3 and answer question 3-9 regarding the use of math concepts in everyday

life.

Once a lesson plan has been created and scheduled, it will display on the Class Dashboard on the Les-
sons tab. The icons allow you to quickly view, edit, print and reschedule the lessons.

Icon

Description

&

Opens the Lesson Plan View and Print windows.

.4

Opens the Lesson Plan Maintenance screen for editing, printing, deleting, attaching files,
and rescheduling.

Opens the Reschedule a Lesson window.

Removes the lesson schedule from a class, but does not delete the lesson plan.

Software Answers, Inc.
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Unit 1: Lesson Plans

Lesson Plans can also be viewed in a weekly format using the 5-Day Planner. In addition to lesson
plans, you can include assignments and homework in this view to capture a more complete look at

your plan for the week.

by Software MSMM

2490 and give some
examples of how this

Include:

Go over pages 2481 through

applies in the engineering

r pages 2481 through|Go over

Grade Book | Special Senvices | Help | Logout

All Classes

3 712812008

2500 and give some
examples of how this
applies in the engineering
world

Reading Fluency Test

Go over pages 2491 through
2500 j

Go over pages 2491 through

es 2491 through)

Go over pages 2501 through
2610 j

Go over pages 2501 through
2510 and give some
examples of how this
applies in the engineering
world

Transfer progress for
Adamczyk, Jennifer
Go over pages 2501 through

Lessons [|Assignments [VJHW [“]Summary []Details

Go over fggges 2511 through

Go over pages 2511 through
2520 and give some
examples of how this
applies in the engineering
world

Go over pages 2511 through

Go over pages 2481 through
2490 and give some real life
examples of how this math
applies in our every day
lives

2500

examples of how this math
applies in our every day
lives

Go over pages 2491 through
2500 and give some real life

2510

Go over pages 2501 through
2510 and give some real life
examples of how this math

2520

Go over pages 2511 through
2520 and give some real life
examples of how this math

applies in our every day
lives

applies in our every day
lives

Create a Lesson | Create an Assignment | Create Homework

5 Day Planner
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1.1 Use Lesson Plan Templates

ProgressBook provides a default template to use when creating lesson plans. If you prefer not to use
the included recommended sections or would like a different layout, create a unique default lesson
plan template.

Jill wants to create her own customized lesson plan template instead of using the default

template provided in ProgressBook.

Action Result
1. From the Teacher Home Page, click the |Displays the Lesson Plan Maintenance
Enter Lesson Plans link. screen.

2. Click the Manage Templates link in Opens the Manage Templates window dis-

the Text Editor. playing the default template.

3. Click the Add a New Template link in |Opens a blank Manage Templates window.

the bottom right corner of the screen.

4. Type Jill’s Template in the Template |Displays the template title.

Name field.
5. Verify that Lesson Plan displays in the |Indicates that Lesson Plan is the template
Template Type field. type.
6. Select Yes in the Set this template to be |Indicates that the template will be used as
Your default? field. your default template.
7. Type the following text in the text box: |Displays the formatted text.
Lesson Plan Summary
Estimated Duration:
Instructional Procedures
Required Materials
8. Bold the Lesson Plan Summary head- |Displays the formatted text.
ing and center it. Underline the
Instructional Procedures and
Required Materials headings.

9. Click Save. Saves the template. The Template list now
displays the name of your new template.

10. Close the Manage Templates window. |Closes the Manage Templates window and
returns to the Lesson Plan Maintenance
screen.

11. Click Grade Book. Returns to the Teacher Home Page.

12. Click Enter Lesson Plans. Displays Jill’s Template as the default tem-
plate on the Lesson Plan Maintenance
screen.

13. Notice that Jill’s Template displays in Displays Jill's Template.

the Template list.
14. Click Dashboard. Returns to the Class Dashboard.

Software Answers, Inc.
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Manage Templates

Template: | Jill's Template v
Template Name: |Jill's Template | Template Type:

Set this template to be your default? & Yes O Mo

v|seew| | B 1 1|

A D> @ e — & O

Style v | | Font

$ B B S| =

e
|
.
|
e

Lesson Plan Summary

Estimated Duration:

Instructional Procedures

Required Materials

Grade Book | Special Services | Help | Logout

W&imremwgm" Lesson Plan Maintenance

rd | Back

| [Sawe]

Title:

viseew||B £ U |=

MonsgeTempite: 4 By B 8 | <& % = A D@ e — 0O

Lesson Plan Summary

| Template v || sty v |[Font

1= a—
i= =

= =

Estimated Duration:

Instructional Procedures

Required Materials
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1.2 Create Lesson Plans

Once your lesson plan template is set up, you can use it to begin creating your lesson plans in Pro-
gressBook. When creating your lesson plans, you must give it a title before you can save it. Selecting
Content Area, Grade Level (or grade band), and Unit information is optional; however this informa-
tion helps when searching for lesson plans later. If you already have lesson plans in a word processing
program, you can also copy and paste the information from that program to ProgressBook.

&

Jill is ready to create a lesson plan for the Algebra 2:01 class.

Action Result

1. From the Algebra 2:01 Class Dashboard,
click Add a New Lesson in the Lesson
Plans section.

Displays the default Lesson Plan template on
the Lesson Plan Maintenance screen.

Type Everyday Math in the Title field.

Displays the lesson plan title.

3. Type the following text under the Les-

Displays the lesson plan.

son Plan Summary heading:

Read pages 37 through 42 in Chapter
3 and answer questions 3 - 9 regard-
ing the use of math concepts in
everyday life.

4. Use the Text Editor to make the Lesson
Summary heading a different font than
the text and a larger point size.

Displays the formatted text.

5. Type One week under Estimated Dura- |Displays the time period for the lesson plan.

tion.

6. Type May need to give students more |Displays the Private Notes.
time to complete the project. in the

Private Notes text box.
7. Select Mathematics in the Content

Indicates the subject area of the lesson plan.

Area list.
8. Select Grade Ten in the Grade Level Displays the grade level to which the lesson
list. plan applies.

9. Type Practical Application in the Displays the unit category name.

Enter a New Unit field.

10. Verify that With teachers in my list
displays in the Share? list.

11. Click Save.

Indicates that the lesson plan can be shared
with other teachers in your list.

Saves the lesson plan and displays the
description in the Summary field.

)

L]

TiP: IF YOU SELECT A DIFFERENT TEMPLATE FROM THE TEMPLATE LIST WHILE YOU
ARE CREATING A NEW LESSON PLAN, YOU WILL LOSE ALL OF YOUR CHANGES. YOU
CAN CLICK UNDO TO RETURN TO THE TEMPLATE AND RETAIN CHANGES.

8 Software Answers, Inc.
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Grade Book | Special Senices | Help | Logout

Lesson Plan Maintenance

|Q h bySolMuIeMswem

Dashboard

Practice Application: Everyday Math

Attachments Schedule W

Title:|Everyday Math
| [Undo | [stye v [Font

| Template

“Mansqe Templstes % E‘S‘xz "Z|§EE

Lesson Summary:
Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in

Estimated Duration: One Week

v

Private Motes (can not be viewed by others):
May need to give students more time to complete the project.

The following information is optional but is recommended for searching and sharing lessons.

Content Area: | 0OH: Mathematics “’:lGrade Level- | Grade Ten ‘V‘|

Select a Unit: | Practice Application ,v; or Enter a New Unit: l:l

Lesson Summary:
Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the =

SLTIE use of math concepts in everyday life

B

I«

Share?: | With teachers in my list ‘VJ

Author: | Mrs. J. Teacher1

A
p: TIP: PRIVATE NOTES CANNOT BE VIEWED BY ANY TEACHERS WITH WHOM YOU
SHARE LESSON PLANS.
e
= TIP: YOU CAN ENTER A DESCRIPTIVE CATEGORY NAME IN THE UNIT FIELD TO

ORGANIZE GROUPS OF LESSON PLANS.
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1.3 Add Standards to Lesson Plans

You may add academic standards to a lesson plan to monitor how they are reinforced throughout the
school year. Academic standards from multiple content areas and grade levels can be added to the
same lesson plan.

C% Jill is ready to add standards to the lesson plan she just created for the Algebra 2:01 class.

Action Result

1. Onthe Lesson Plan Maintenance screen, | Opens the Add Standards window.
click Add Standards.

2. Verify that Mathematics displays in Indicates the subject to which the lesson plan
the Content Area list. is related.

3. Verify that 10 displays in the Grade list. | Indicates the grade level of the lesson plan.

Randomly select four standards from the |Identifies the selected standards.
list by clicking the check boxes.

5. Click Add Selected items. Closes the Add Standards window, returns to
the Lesson Plan Maintenance screen, and
displays the standards under Standards Con-
nection on the left side of the screen.

:

L]

TiP: IF YOU SELECT CONTENT AREA AND GRADE LEVEL WHEN CREATING YOUR
LESSON PLANS, THE ADD STANDARDS LIST WILL DEFAULT TO THOSE SELECTIONS.

o Y:

i

Tir: IF THE ADD STANDARDS WINDOW DOES NOT OPEN, MAKE SURE YOU HAVE
POP-UP BLOCKING OPTIONS TURNED OFF IN YOUR BROWSER SETTINGS.

10 Software Answers, Inc.



ProgressBook Training Unit 1: Lesson Plans

ﬁ https: f v, progressbook, comfProgressBook teacher fStandardsSelection, aspxPLID=45051 398 =3453RG=35

Add Standards

Content Area: | OH: Mathematics | Grade:

“10)

A. Generalize and explain patterns and sequences in order to find the next term and the nth
term. (08-10)

&

B. Identify and classify functions as linear or nonlinear, and contrast their properties using
tables, graphs or equations. (08-10)

01. Define function formally and with f{x) notation. (10)

B E

02. Describe and compare characteristics of the following families of functions: square root,
cubic, absolute value and basic trigonometric functions; e.g., general shape, possible
number of roots, domain and range. (10)

&

C. Translate information from one representation (words, table, graph or equation) to another
representation of a relation or function. (08-10)

D. Use algebraic representations, such as tables, graphs, expressions, functions and
inequalities, to model and solve problem situations. (08-10)

03. Solve equations and formulas for a specified variable; e.g., express the base of a triangle

in tarme Af tha araa and hainkt 101

I£3

+O O O

~

[ Add selected items

Tip: THE OH IN THE CONTENT AREA DENOTES THE STANDARD SERIES OHIO.
THESE SAMPLE EXERCISES DISPLAY OHIO ACADEMIC STANDARDS, WHICH MAY VARY
FROM THE ACADEMIC STANDARDS IN YOUR SYSTEM.

Grade Book | Special Services | Help | Logout

D o.g',-es 5B
bysoilwureAnswe(:m

Attachments Schedule ]

Lesson Plan Maintenance
Practice Application: Everyday Math

Mathematics Title: [Everyday Math

I Generalize and explain patterns and [Tempiate v [stye | [Font
sequences in order to find the next term b d B : x _
Manage Templates =
and the nth term. liznzge Temaistes b B[s|< =]
IB. Identify and classify functions as linear

or nonlinear, and contrast their properties Lesson S ummary_

>

using tables, graphs or equations.

01. Define function formally and with f{x) %
notation. Read pages 37 through 42 in Chapter 3 and answer guestions 3 - O regarding the use of math concepts in
02. Describe and compare characteristics everyday life

of the following families of functions: square
root, cubic, absolute value and basic
rigonometric functions; e.g., general Estimated Duration: One Week
shape, possible number of roots, domain
and range.

x

TIP: STANDARDS CAN BE EASILY ADDED OR REMOVED AT ANY TIME USING THE ADD
STANDARDS LINK AND X (BLUE X ICON) ON THE LEFT SIDE OF THE SCREEN.

Software Answers, Inc. 1
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Unit 1: Lesson Plans

ProgressBook Training

1.4 Add Attachments to Lesson Plans

Depending on the complexity of the lesson plans used, it may be helpful to attach documents, such as

handouts, resource lists, or rubrics to them.

Jill wants to attach the Math Project rubric to the lesson plan she just created.

Action Result

1. Click the Attachments tab. Displays on the Attachments tab on the Les-
son Plan Maintenance screen.

2.  Type I in the Seq# column. Displays the order in which the attachment
appears in the lesson plan.

3. Type Math Project in the Name col- Displays the attachment name.

umn.

4. Type Rubric of complete project Displays the description of the attachment.
requirements in the Description col-
umn.

5. Click Save. Saves the attachment information and dis-

plays the Upload the attachment button.

6. Click Upload the Attachment in the |Opens the File Upload Utility window.

File column.

7. From the File Upload Utility window, Opens the Choose File window to select a file.
click Browse.

8. Select Math Project.doc in the Level |Displays Math Project.doc in the File field on
II desktop files folder on your desktop, |the File Upload Utility window and closes the
and then click Open. Choose File window.

9. From the File Upload Utility window, Uploads the file, closes the File Upload Util-
click Upload. ity window and returns to the Lesson Plan

Maintenance screen.

10. Click the Lesson Info tab. Displays the Lesson Info tab on the Lesson
Plan Maintenance screen.

11. Click the Preview the Lesson link Opens the Lesson Plan View window display-

near the bottom on the left side of the ing the Lesson Plan.
screen.

12. Close the Lesson Plan View window. Closes the Lesson Plan View window and
returns to the Lesson Plan Maintenance
screen.

13. Click Dashboard. Returns to the Class Dashboard.

12
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ProgressBook Training Unit 1: Lesson Plans

Grade Book | Special Services | Help | Logout
by Software An SWEM
1

Lesson Plan Maintenance

Application: Eve

Lexonlnfo.TI_l“ | t T Schedul 1

Instructions:

Step 1: Enter a Sequence Mumber and a Name, then click the Save button. *=Required
Step 2: Click the "Upload the attachment” button to upload your file.

Seq No. * Name * Description {optional) File Delete|
Math Project Rubric of complete project requirements
Upload Attachment|| [
Check Spelling | [ Sawe |
Grade Book | Special Services | Help | Logout

by Soltware Answers, Inc

Lesson Plan Maintenance

Lesson Info. T Attack Y Schedul ]

Instructions:

Step 1: Enter a Sequence Number and a Name, then click the Save button. *=Regquired
Step 2: Click the "Upload the attachment” button to upload your file.

Name * Description (optional) File Delete
Math Project Rubric of complete project requirements Upload Attachment

(View Atachment |

Seq No.*
L]

Check Spelling | [ Save |

LT
é")" Tip: THE APPEARANCE OF THE VIEW THE ATTACHMENT BUTTON IS AN INDICATION
THAT THE ATTACHMENT UPLOADED SUCCESSFULLY.

Software Answers, Inc. 13



Unit 1: Lesson Plans ProgressBook Training

1.5 Search for Unscheduled Lesson Plans

The Search Lesson Plan feature allows teachers to search for lesson plans in the Lesson Plan Bank,
including those that enforce specific academic standards or have been shared with you by other teach-
ers. Search criteria include Content Area, Grade Level, Class, Lesson Plan Owner, Unit description,
and Keyword.

Once you have entered the appropriate search criteria, available display options include Show Sum-
mary, Show Standards, and Show Only Unscheduled Lessons. The Show Standards option will dis-
play the lesson plans with the standards they are associated with.

After search criteria and display options have been selected, you can sort the search results by Con-
tent Area and Unit/Title. Sort options differ depending on search criteria selected. For example, if you
select a class in the Class list, Date becomes an additional Sort by option.

Grade Book | Special Services | Help | Logout
E%E‘b s EE A . Inc.
Y SN [MSWEIS, IG & Lesson Plan Search

Content Area: Grade: Class:
unit: [ Keyworc:

Show Summary? Show Standards? [ Show Only Unscheduled Lessons? [] Sort by: ) Content Area () Unit/Title

Enter your search criteria, then press the Search button

Jill was interrupted before she could schedule the Everyday Math lesson plan she created, so
she needs to search for it and scheduled it.

Action Result

1. From the Class Dashboard, click Search | Displays the Lesson Plan Search screen.
for Lessons.

2. Select Mathematics in the Content Indicates Mathematics is the subject of the
Area list. lesson plan being searched for.
3. Select Grade Ten in the Grade list. Indicates the grade level of the lesson plan

being searched for.

4. Verify that Me displays in the Owner |Indicates lesson plans created by only you.

list.

5. Verify that the Show Summary? option |Indicates that a summary of the lesson plan
is selected in the banner. displays in the returned search results.

6. Select the Show Standards? option in |Indicates that standards attached to the les-
the banner. son plan display in the returned search

results.

7. Select Show Only Unscheduled Les- |Indicates that only unscheduled lesson plans
sons? display.

8. Click Search. Displays lesson plans that meet the criteria.

14 Software Answers, Inc.



ProgressBook Training Unit 1: Lesson Plans

Grade Book | Special Services | Help | Logout
b‘-"s""‘“’“'“‘*""s“*emn Lesson Plan Search

Al OH: Mathematics Grade:

v
Show Summary? [¥]  Show Standards? [] Show Only Unscheduled Lessons? [ Sort by: ) Content Area
S04. Patterns, Functions and Algebra
A Generalize and explain patterns and sequences in order to find the next term and the nth term. {08-10)
Practice Application: Everyday Math by Mrs. J.Teacher1 =] £ a8

Lesson Summary: Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in everyday
life Estimated Duration: One Week Instructional Procedures: Materials Needed:

B. Identify and classify functions as linear or nonlinear, and contrast their properties using tables. graphs or equations. (08-10)
Practice Application: Everyday Math by Mrs. J.Teacher1 =] £ 8

Lesson Summary: Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in everyday
life Estimated Duration: One Week Instructional Procedures: Materials Needed:

01. Define function formally and with f{x) notation. (10)
Practice Application: Everyday Math by Mrs. J.Teacher1 = f a8

Lesson Summary: Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in
everyday life Estimated Duration: One Week Instructional Procedures: Materials Meeded:

0

=

. Describe and compare characteristics of the following families of functions: square root, cubic, absolute value and basic
trigonometric functions: e.g., general shape, possible number of roots, domain and range. (10)
Practice Application: Everyday Math by Mrs. J . Teachert =1 £ 8

Lesson Summary: Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in
everyday life Estimated Duration: One Week Instructional Procedures: Materials Needed:

TIP: THE MORE SEARCH CRITERIA YOU DESIGNATE, THE NARROWER YOUR RESULTS
WILL BE.

Tip: THE KEYWORD FIELD ALLOWS YOU TO USE LOGIC SUCH AS “AND” AND “OR”
TO CLEARLY DEFINE YOUR SEARCH.

Software Answers, Inc. 15
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Unit 1: Lesson Plans

ProgressBook Training

1.6 Schedule Lesson Plans

Lesson plans will not be associated with any classes until they are scheduled. Once scheduled, the les-

son plan displays in the list on the Lessons tab on the Class Dashboard.

Jill wants to schedule the Everyday Math lesson plan she previously created in her Algebra 2

classes for next week.

Action

Result

1. Click £ next to the Everyday Math
lesson.

Displays the Lesson Plan Maintenance
screen.

2.  Click the Schedule tab.

Displays the Lesson Plan Schedule tab on the
Lesson Plan Maintenance screen.

3. Enter next Monday’s date in the Start
Date field.

Displays the changed date.

4. Enter next Friday’s date in the End
Date field.

Displays the changed date.

5. Select Algebra 2:01 and Algebra 2:02
on the left side of the screen.

Indicates the classes the lesson is scheduled
for.

Click Schedule the Lesson.

Saves the schedule for the lesson plan.

7. Click Dashboard.

Displays the Class Dashboard.

On the Lessons tab, scroll down the list
to see the lesson plan.

The lesson plans displays in the list.

TIP: SELECTING THE FAR LEFT CHECK BOX FOR A GROUP OF CLASSES WILL
SCHEDULE THE LESSON PLAN IN ALL OF THE CLASSES IN THE GROUP.

16
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Grade Book | Special Services | Help| Logout
wSoiMureMweM" Lesson Plan Schedule

D oard | Back

Practice Application: Everyday Math

Lesson Info. | Attachments

This lesson has not been scheduled yet.
08/04/2008
05/08/2008

Use the area on the left to schedule the lesson.

ltlgebra 2: 01
Blgebra 2: 02
English Gr11: 01
English Gr11:02
IGr. 2 Math

iGr. 2 Reading

[ Schedule the Lesson |

Grade Book | Special Senvices | Help| Logout

Lesson Plan Schedule

vard | Back Practice Application: Everyday Math

Lesson Info. | Attachments

This lesson is scheduled to be taught in the following classes:

8/3/2008 Algsbra 2 01 8/4/2008 = 8/8/2008 = O
6/3/2008 Algebra 2- 02 G4/2008 | o 382008 | B o

Algebra 2: 02
English Gr11: 01
English Gr11: 02
Gr. 2 Math

Gr. 2 Reading

TIP: YOU CANNOT DELETE A SCHEDULED LESSON PLAN. YOU MUST FIRST REMOVE
THE SCHEDULE FROM THE CLASS, AND THEN DELETE THE LESSON PLAN.

Class Dashboard

Grading Period: (SSRGS

Assignments T Float Assign.

Go over pages 1571 through 1580
3/21/2008 - 3/21/2008

[E3

Go over pages 1561 through 1570
3/20/2008 - 3/20/2008

[

Go over pages 1551 through 1560
3/19/2008 - 3/19/2008

albh gh g
M x™ xM™
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Unit 1: Lesson Plans

ProgressBook Training

1.7 Edit, Print and Reschedule Lesson Plans

Quick links on the Lessons tab on the Class Dashboard enable you to easily modify, view, print and

adjust the schedules of lesson plans.

Jill wants to modify and reschedule an existing lesson plan, and then print it.

Action

Result

1. Click £ next to one of the lesson plans
on the Lessons tab.

Opens the Lesson Plan Maintenance screen.

Edit the lesson plan text and click Save.

Modifies the lesson and saves the changes.

Click Dashboard.

Returns to the Class Dashboard.

Click a next to the lesson plan.

Displays the Reschedule a Lesson screen.

5. Change the dates in the Start Date and
End Date fields.

Displays the changed dates.

6. Click Save Changes.

Saves the changed dates and displays the
Class Dashboard.

7. Click = next to the lesson plan.

Opens the Lesson Plan View window display-
ing the Lesson Plan in print format and
opens the Print window.

8. Click Print on the Print window.

Prints the Lesson Plan, closes the Print win-
dow and returns to the Lesson Plan View
window.

9. Close the Lesson Plan View window.

Returns to the Class Dashboard.

TIP: YOU CAN ALSO PRINT THE LESSON PLAN FROM THE PRINT LINK ON THE LESSON
PLAN VIEW WINDOW OR THE PRINT THE LESSON LINK ON THE LESSON PLAN

MAINTENANCE SCREEN.

ﬁ https:/fwww . progressbook. com ProgressBook fCurriculum fLessonPlanview . aspx?LID=4500733

Go over pages 1701 through 1710 rint

Standards

501. Number, Number 5ense and Operations
505. Data Analysis and Probability
12)

decisions. (11)

Go aver pages 17071 through 1710 and give some examples of how this applies in the engineering waorld

D. Connect statistical techniques to applications in workplace and consumer situations. (11-

11. Examine statements and decisions invelving risk; e.g

insurance rates and medical

18
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Unit 1: Lesson Plans

1.8 View Lesson Plan 5-Day Planner

The Lesson Plan 5-Day Planner provides a view of lesson plans for one or all classes in a calendar for-
mat over a five-day time period. This view allows you to display the lesson plan summary or full
detail, assignments, and homework. Links on the 5-Day Planner allow you to edit individual lesson
plans, assignments, and homework, as well as create new lesson plans, assignments and homework.
The 5-Day Planner screen can be printed for reference as well.

Jill would like to view the lesson plans, assignments and homework she has scheduled for
next week using the 5-Day Planner.

Action

Result

1. From the Class Dashboard, select 5 Day |Displays the Lesson Plan 5-Day Planner
Planner in the Lesson Plans section. screen.
2.  Select Algebra 2:01 in the Class list. Indicates the class for which to view lesson
plans.
Displays the dat k f t .
3. Click i next to the Date field and 1spays the date one week Lom tomotrow
select the date one week from tomor-
row or type it in the field.
4. Select check boxes next to Lessons, Indicates the selected viewing criteria.
Assignments and Summary in the
Include area.
5. Click Go. Displays the lesson plans that meet the
selected criteria.
6. Click Dashboard. Returns to the Class Dashboard.

Lesson Plans display with a tan background color, homework posts display with yellow and assign-
ments with green.

Description Color Code
Lesson Plans Tan

Homework Yellow
Assignments Green

Software Answers, Inc.
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ProgressBook Training

by Soltware Mswe%

2490 and give some
examples of how this

world

Go over f;ages 2481 through
2430

Go over pages 2481 through

applies in the engineering

Go over pages 2481 through [Go over pages 2491 through

Grade Book | Special Services | Help | Logout

All Classes

v-rrzsrzuna

Include:

Go over f;ages 2491 through
2500

Go over pages 2491 through
2500 and give some
examples of how this
applies in the engineering
world

[“]Lessons [l Assignments [Z|HW [« Summary []Details

Reading Fluency Test

2510 and give some
examples of how this
applies in the engineering
world [world

Transfer progress for
Adamczyk. Jennifer

12520 and give some

Go over -QEQES 2501 through |Geo gver -QEQES 2511 through
25610 12520

Go over pages 2501 through |Go over pages 2511 through

examples of how this
applies in the engineering

Go over pages 2501 through [Go over pages 2511 through

2490

lives

2500

Go over pages 2481 through [Go over pages 2491 through
2490 and give some real life |2500 and give some real life
examples of how this math [examples of how this math

applies in our every day

applies in our every day
lives

2510 & l2520

applies in our every day
lives lives

Go over pages 2501 through [Go over pages 2511 through
2510 and give some real life |2520 and give some real life
examples of how this math [examples of how this math
applies in our every day

Create a Lesson | Create an Assignment | Create Homework

5 Day Planner

TIP: LESSON PLANS WILL ONLY DISPLAY ON DAYS THAT THE CLASS IS SCHEDULED

TO MEET. CLICK THE TITLE OF THE LESSON PLAN TO VIEW IT OR CLICK 2 TO EDIT.

20
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ProgressBook Training Unit 1: Lesson Plans

1.9 Setup Lesson Plan Sharing

Sharing lesson plans with other teachers allows those teachers to use them as well. This can save
time while creating lesson plans and promote consistency among teachers using the same curriculum.
However, there are a few caveats to keep in mind when sharing lesson plans. While you can add pri-
vate notes to a lesson plan that has been shared with you by another teacher, you cannot edit the les-
son plan content. In addition, you cannot delete a lesson plan that is being used by another teacher
you have shared it with.

Jill wants to share her lessons plans with another teacher in the Math department.

Action Result

1. From the Teacher Home Page, select Opens the Lesson Plan Sharing screen.
Setup Lesson Plan Sharing.

Click the Add teachers to my list link. | Opens the Staff Search window.

3. Verify that LVHS displays in the School |Displays the school.
list or select it.

4. Click the check box next to a teacher |Indicates the teacher with whom you will
in the Name column. share lesson plans.

5. Click Update. Closes the Staff Search window and displays
the teacher you selected to share with on the
Lesson Plan Sharing screen.

6. Click Grade Book. Returns to the Teacher Home Page.

Staff Search

School: |LVHS v LastName:l:I

[]  [Teacher198, Lake View Primary School A
[ |Teacher199, Lake View Primary School
[ |Teacher2, Lake View Primary School
Teacher20, Lake View Primary School
[T [Teacher200 Lake View Primary School

Grade Book | Special Senices | Help | Logout

A DioaressB
= 4 bt )
1[0 by Softwore Answers, Inc 2 Lesson Plan Sharing

The following teachers are allowed to view, copy, and use your lesson plans.
They can not make changes or delete your lessons.

Name Del?
Teacher5, O
Teacher20, O
Add teachers to my list

Software Answers, Inc. 21
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Unit 1: Lesson Plans

ProgressBook Training

1.10 Search for Shared Lesson Plans

Jill is searching for a Math lesson that was created by a teacher who shares lesson plans with

her.

Action

Result

From the Teacher Home Page, click
Search for Lessons.

Displays the Lesson Plan Search screen.

2.  Select Mathematics in the Content Indicates Mathematics is the subject of the
Area list. lesson plan being searched for.

3. Select Grade Ten in the Grade list. Indicates the grade level of the lesson plan
being searched for.

4. Select All in the Owner list. Indicates teachers with whom you share les-
son plans.

5. Type math concepts in the Keyword Displays the search criteria.

field.

6. Verify that the Show Summary? option |Indicates that a summary of the lesson plan

is selected in the banner. displays in the returned search results.

7. Select the Show Standards? option. Indicates that standards that meet the
search criteria display in the returned search
results.

8. Click Search. Displays lesson plans and standards associ-
ated with lesson plans that meet the search
criteria.

ﬁ Displays the Lesson Plan Maintenance

9. Click for the Everyday Math les- |screen.

son under the first standard.

10. Click the Copy the Lesson. Displays the lesson that was copied on the
Lesson Plan Maintenance screen. Notice the
title of the lesson plan in the Web Site banner
begins with “Copy of.”

11. Delete “Copy of” in the lesson plan title |Displays the renamed lesson title.

and rename it Practical Math.

12. Change the duration to 3 days. Displays the changed text.

13. Click Save. Saves the changed lesson plan information.

14. Click the Schedule tab. Displays the Lesson Plan Schedule screen.

15. Enter dates in the Start Date and End |Indicates the dates to schedule the lesson for.

Date fields.

16. Select the Algebra 2:01 class. Indicated the class to schedule the lesson for.

17. Click Save. Saves the lesson schedule.

18. Click Dashboard. Displays the Class Dashboard.

22
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Grade Book | Special Services | Help | Logout

essB

by Software Answer Lesson Plan Search

OH: Mathematics

Geace:

-
Unit: _ # math concepts -
Show Summary? [“] Show Standards? [] Show Only Unscheduled Lessons? [ Sort by: () Content Area
504. Patterns, Functions and Algebra
A_ Generalize and explain patterns and sequences in order to find the next term and the nth term. (08-10)
Practice Application: Everyday Math by Mrs. J.Teacher1 = £ 8

Lesson Summary: Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in everyday
life Estimated Duration: One Week Instructional Procedures: Materials Needed:

B. Identify and classify functions as linear or nonlinear, and contrast their properties using tables, graphs or equations. (08-10)
Practice Application: Everyday Math by Mrs. J.Teacherl =] 2 a8

Lesson Summary: Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in everyday
life Estimated Duration: One Week Instructional Procedures: Materials Needed:

01. Define function formally and with f{x) notation. (10)
Practice Application: Everyday Math by Mrs. J. Teacher1 = £ a8

Lesson Summary: Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in
everyday life Estimated Duration: One Week Instructional Procedures: Materials Needed:

02. Describe and compare characteristics of the following families of functions: square root, cubic, absolute value and basic
trigonometric functions; e.g., general shape, possible number of roots, domain and range. (10)
Practice Application: Everyday Math by Mrs. J. Teacher1 = £ a8

Lesson Summary: Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts in
everyday life Estimated Duration: One Week Instructional Procedures: Materials Needed:

Tip: IF YOU SELECT THE SHOW STANDARDS DISPLAY OPTION, IT MAY TAKE A FEW

MINUTES TO RETURN SEARCH RESULTS IF YOU DID NOT SPECIFY ADDITIONAL
SEARCH CRITERIA.

Tip: IF ALL IS NOT AN OPTION IN THE OWNER LIST, THEN NO ONE HAS SHARED
LESSON PLANS WITH YOU AND YOU CAN ONLY SEARCH YOUR OWN LESSONS.

Software Answers, Inc. 23
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ProgressBook Training

1.11 Delete Lesson Plans

Deleting lesson plans is a two-step process. You must first remove the lesson plan from any class it is
scheduled to be taught in, and then delete the lesson plan.

Jill has decided not to use one of the lessons in her Algebra class.

Action

Result

1. Select Algebra 2:01 in the Class list.

Displays the Class Dashboard.

2. Click the Lessons tab.

Displays the lessons.

3. Click f next to a lesson plan you
want to delete.

Displays the Lesson Plan Maintenance
screen.

Click the Schedule tab.

Displays the Lesson Plan Schedule screen.

5. Click the check box in the Del? col-
umn for the Algebra class.

Indicates the lesson schedule will be deleted.

Click Save.

The lesson plan is no longer scheduled.

7. Click the Lesson Info tab.

Displays the Lesson Plan Maintenance
screen.

8. Click the Delete the Lesson link in the
bottom left corner of the screen.

Opens a Confirm Deletion window.

9. Click Yes to delete the lesson plan.

Closes the Confirm Deletion window, deletes
the lesson plan and returns to Lesson Plan
Maintenance screen.

10. Click Grade Book.

Returns to the Teacher Home Page.

Dashboard

Lesson Info. T Attachments T Schedule 1

Go over pages 2101 through 2110

Grade Book | Special Services | Help | Logout

Lesson Plan Schedule

Enter dates, then check the classes that
you would like to schedule.

This lesson is scheduled to be taught in the following classes:

Class

Start Date End Date

Start Date: |8/4/2008 =

\Algebra 2: 01

6/4/2008 i) 6/4/2008 i)

End Date: |8/4/2008 &

|Algebra 2: 01
|Algebra 2: 02
English Gr11: 01
English Gr11: 02
Gr. 2 Math

Gr. 2 Reading

Schedule the Lesson

[ (o) o

Save

Are you sure that you want to delete?

Cancel Yes

I & Internst # 100% v

24
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TIP: YOU CANNOT DELETE A LESSON PLAN THAT IS BEING USED BY ANOTHER
TEACHER YOU HAVE SHARED IT WITH. IF THE DELETE THE LESSON LINK IS NOT
AVAILABLE, CLICK THE (WHY CAN'T THE LESSON BE DELETED?) LINK BELOW IT TO
DISPLAY A LIST OF ALL TEACHERS USING THE LESSON PLAN.

= Lesson Use - Windows Internet Exploren, provided by Software Answers, Inc.

n Plan Usage

This lesson is currently being used in the following classes:

Teacherl, Algebra 2: 01 08/04/2008
Teacherl, Algebra 2: 02 08/04/2008
Teacherl, Algebra 2: 02 08/04/2008
€D Internet F100% v
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ProgressBook Training

1.12 Import Lesson Schedule

You can find and reuse lesson plans from previous grading periods as well as the previous school year
using Import Lesson Schedule. This option allows you to retrieve previously scheduled lessons by
class and schedule them for additional classes.

&

Jill would like to import a lesson schedule from lesson plans she used last year when

experimenting with this feature.

Action Result

1. From the Teacher Home Page, select Displays the Import a Lesson Schedule screen.
Import Lesson Plan Schedules.

2.  Select last year’s English class in the Displays the class from which the lesson schedule
Class to Import FROM list. will be imported.

3. Select English Gr 11:01 and English |Indicates the classes to which the lesson plan
Gr 11:02 from the classes on the left side | schedule will be imported.
of the screen.

4. Randomly enter dates in the Start Date | Displays the dates.
and End Date fields for two of the lesson
plans.

5. Click Writing assignment: Write a b |Displays the lesson in the Lesson Plan View win-
lesson. dow.

6. Close the Lesson Plan View window. Closes the Lesson Plan View window.

7. Click Import. Imports the lesson schedules.

8. Click Dashboard. Returns to the Class Dashboard.

9. Select English Gr 11:01 in the Class Displays the Class Dashboard.
list.

10. Scroll down the Lessons list to see the Displays the imported lesson plans on the Lessons
imported lesson plans. tab.
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es5B

by Software Answei

Instructions

1) Select a class at the top to import

Grade Book | Special Senvices | Help | Logout

Import a Lesson Schedule

The following lessons can be imported:

o Import FROM:

o Lesson Dates Taught Start Date End Date
. Writing Assignment: Write a b 9/1/05 E ]
2) Select classes below to import TO. Writing Assignment: Write a j 9/13/05 = =
| [ |Agebra 2: 01 Writing Assignment- Research 9/20/05 BE ]
[ |Agebra2: 02
[ [English Gr11: 01
U [ [English Gr11: 02
[ |Gr.2 math
[ |Gr. 2 Reading

3) Enter dates on the right for the lessons
that you wish to import.

4) Click the "Import” button to schedule the
lessons.

by Solfware An swem

Grade Book | Special Services | Help | Logout

Class Dashboard

Grading Period: e

English Gr 11: 01 +

Adamczyk. Jennifer
Nader. Adelaide

Nadig. Cheridan
Pruc. Shannon
Randjekovic, Christina
Reesey, Kathryn

Rencic. Carolyn
Retherford. Jonathon

Revall. Daniel

EUNENENENINENANAN

>

Classroom Administration
Seating Chart
Daily Attendance
Period Attendance by Seating Chart
Post Homewark Post HomePage
View Parent/Student Access Web Site

Lesson Plans
Add a New Lesson Search for L essons

5 Day Planner Import Schedule

Assignments T FIoatAﬁign.T' Lesnnw 1

Lunch Counts C.ounts Writing Assignment: Write a b g £
by Seating Chart 8/4/2008 - 8/8/2008 8 x

Software Answers, Inc.
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ProgressBook Training

Unit 1 Summary and Follow-up Exercises

Many options are available when working with lesson plans. In Unit 1, you have learned how to cre-
ate lesson plans, add academic standards and attachments. Once you have created lesson plans, you
can search for them in the Lesson Plan Bank, modify or copy them, and reschedule them for use in
other classes. You can share lesson plans with other teachers, view lesson plans in the 5-Day Planner,
and import a lesson schedule to save time. To further your understanding, you may practice the skills

you've learned by completing the following practice exercises.

Jill is ready to enter additional lesson plans.

Action

Topic Reference

1. Create another lesson plan template to use |1.1 Use Lesson Plan Templates on page 6
to create future lesson plans.

2. Create a lesson plan for the Algebra 2:01 1.2 Create Lesson Plans on page 8
class.

3. Add academic standards appropriate for the | 1.3 Add Standards to Lesson Plans on
10th grade Algebra class lesson. page 10

4. Add a worksheet as an attachment to the 1.4 Add Attachments to Lesson Plans on
lesson plan for Algebra 2:01 class. page 12

5. Schedule one of the unscheduled lesson 1.6 Schedule Lesson Plans on page 16
plans to begin next Monday.

6. Reschedule and print an existing lesson plan | 1.7 Edit, Print and Reschedule Lesson Plans
to be used at the beginning of next month. |on page 18

7. Use the Lesson Plan 5-Day Planner to view |1.8 View Lesson Plan 5-Day Planner on
lesson plans for the English Gr 11:01 class. |page 19

8. Set up lesson plans to be shared with two 1.9 Setup Lesson Plan Sharing on page 21
other teachers.

9. Search for a lesson plan created by another |1.10 Search for Shared Lesson Plans on
teacher and shared with you and schedule it | page 22
for one of your classes.

10. Delete a lesson plan from the Algebra 2:01 |1.11 Delete Lesson Plans on page 24
class.

11. Import the Lesson Schedule for two lesson | 1.12 Import Lesson Schedule on page 26

plans from the Lesson Plan Bank.
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Unit 2: Advanced Assignment Options

Objectives

Upon successful completion of this unit, you will be able to:
v" Add Standards to Assignments
Import Assignment Marks
Exclude Assignments from Grades
Import Assignments from Assignment Bank
Copy Assignments
Add Floating Assignments
Exclude Lowest Marks
Set up Weighted Averages by Assignment Type
Set up Different Weighted Averages per Grading Period

D N N N N N Y N NN

Convert Assignment Types

New Vocabulary Introduced in this Unit

Term Definition
Floating Assignment |An assignment that allows different due dates for each student.

Assignment Bank A ProgressBook feature that saves assignments so a teacher can reuse
them. Each teacher only has access to his or her own Assignment Bank.

Software Answers, Inc. 29



Unit 2: Advanced Assignment Options

ProgressBook Training

2.1 Add Standards to Assignments

As with lesson plans, academic standards can be added to assignments to record how each standard is

reinforced. Standards can also be copied from a lesson plan that has already been created.

&

Jill would like to copy standards to an assignment from one of her lesson plans.

Action Result

1. From the Teacher Home Page, select the | Displays the Class Dashboard for the class.
Algebra 2:01 class.
Click Add An Assignment. Opens the Assignment Details screen.
Enter Algebra Challenge in the Describes the new assignment.
Description field.

4. Select Homework in the Assignment Displays the homework assignment type.
Type list.

5. Enter today’s date in the Date Assigned | Displays the date assigned for the assign-

field. ment.

6. Enter next Friday’s date in the Date Displays the date due for the assignment.

Due field.

7. Assign 50 points. Assigns the value to the assignment.

8. Verify that I displays in the Weight Assigns the weight value to the assignment.

field.

9. Click Save. Saves the assignment and updates the screen
to include Standards and Marks tabs.

10. Click the Standards tab. Displays the Assignment Standards screen.

11. Select Go over pages 1941 Displays the selected lesson plan in the list.

through1950 in the Copy Standards
from a lesson plan list.

12. Click Copy. Displays the copied standards from the les-
son plan on the Standards tab of the Assign-
ment Standards screen.

13. Click Dashboard. Returns to the Class Dashboard.

30
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Main

Algebra Challenge
Homework

Date Assigned:
5/5/2008

Date Due:
£/9/2008
Points:

50

Weight:

1

ogr%éBookﬁ
by Saltware Answers, In.

I Standards

Grade Book | Special Services | Help | Logout

Assignment Standards

v_

Algebra 2: 02 bl Period: 5/9 Algebra Challenge

Marks

There are no standards for this assignment.
Click Here to Add Standards

or

Copy Standards from a Lesson Plan: -

es5B

by Soltware Answers, Inc.

Dashboard / 5 Day / Grid

Main

Algebra Challenge
Homework

Date Assigned:
E/5/2008

Date Due:
5/8/2008
Points:

&0

Weight:

1

Post the marks to the
web?: No

Exclude from student
averages?: Mo

I tandards

Sook| Special Services | Help | Logout

Assignment Standards
W

Py g

Go over pages 2011 through 2020
Go over pages 2001 through 2010
Go over pages 1991 through 2000
g Go over pages 1981 through 1990
~ WESELE Go over pages 1971 through 1980
Go over pages 1961 through 1970
Go over pages 1951 through 1960
Go over pages 1941 through 1950
Go over pages 1931 through 1940
Go over pages 1921 through 1930
Go over pages 1911 through 1920
Go over pages 1901 through 1910
Go over pages 1891 through 1900
Go over pages 1881 through 1830
Go over pages 1871 through 1880
Go over pages 1861 through 1870
Go over pages 1851 through 1860
Go over pages 1841 through 1850
Go over pages 1831 through 1840
Go over pages 1821 through 1830
Go over pages 1811 through 1820
Go over pages 1801 through 1810 +

3 Algebra 2- 01

Marks

There are no stang

Click Her

Copy Standards from a Lesson Plan:

shboard / 5 Day / Grid

Main

Algebra Challenge
Homewaork

Date Assigned:
5/5/2008

Date Due:

5/8/2008

Points:

50

Weight:
1

Post the marks to the
web?: Mo

Exclude from student
averages?. Mo

Add an Assignment
Import an Assignment
Delete an Assignment
Copy an Assignment

ogressB
by Soffware Answers, Inc.

Standards

Grade Book | Special Services | Help | Logout

Assignment Standards

B Algebra 2- 01

5/8 Algebra Challenge ~
Marks
505. Data Analysis and Probability

D. Connect statistical techniques to applications in workplace and consumer situations. (11-12) L

09. Evaluate validity of results of a study based on characteristics of the study design, including sampling |
method, summary statistics and data analysis techniques._ (11)
11. Examine statements and decisions involving risk: e.g., insurance rates and medical decisions. (11) L]
Add Standards

Software Answers, Inc.
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2.2 Import Assignment Marks

You can import assignment marks from a third-party testing or scanning device for any assignment,
except for floating assignments, during any grading period except in the "+" grading period. The
marks file must be a .csv (comma separated values) file that contains the student's district ID and
assignment mark. Once you have imported the marks file, the assignment marks display on the
Assignment Mark Import screen next to the current assignment marks for you to review before sav-
ing. You also have the option to overwrite existing marks.

When performing the import, the marks will not be saved to the assignment until you click Save in
the banner. You can click Return to Assignment to go back to the assignment without saving the
marks. Upon saving on the Assignment Mark Import screen, the marks are saved in the system and it
1s not necessary to save again on the Assignment Marks screen unless you make changes.

Jill wants to import the assignment marks for the Chapter 7 Quiz.

Action Result

1. Onthe Class Dashboard, select Chapter | Displays the Assignment Marks screen.
7 Quiz on the Assignments tab.

2. Click the Import the Marks link. Displays the Assignment Mark Import
screen.
3. Click Browse. Opens the Choose file window.
Select the appropriate marks file and Indicates the path and file name in the Select
click Open. a CSV file to import field.
5. Click Import the marks. Displays the imported marks and status sym-
bol for each student in the class.
6. Click Save. Saves the imported assignment marks.
7. Click Dashboard. Returns to the Class Dashboard.
Grade Book | Special Services| Help | Logout
rogiesB
ﬁf;sah\wm Asies G m Assignment Mark Import
Dashboard Period 1 Algebra - Chapter 7 Quiz e ) Assignme!

Override existing marks?: @ Mo O Yes

Select a CSV file to import: |C-\Documents and Settings\SmithT\Desktop\Chapter7QuizMarks csv
First row contains headers?. & No O Yes ...import the marks |
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0gressB
by Soffware Answers, Inc

Override existing marks? @ o O Yes

Period 1 Algebra - Chapter 7 Quiz

Grade Book | Special Services| Help | Logout

Tip: IF THE FILE YOU ARE IMPORTING INCLUDES A HEADER ROW, YOU CAN SELECT
YES SO THE SYSTEM DOES NOT DISPLAY AN ERROR FOR THAT ROW. IF YOU DO NOT,

Select a GSV file to import: | |(Browse_
First row contains headers?: (®No O Yes
Review the marks, then click Save
‘Student Import Mark  Current Mark _ Status  Messages
Disti D Marks © | Errorl The student is not valid for this class.
McCartney, Megan 2 4
McCourry, Daniel 21 v
WcDonald, Loren 19 v
Meeks. Wiliam 25 I
Meese, Sally 23 4
Welick, Philip 24 v
Wehille, Stuart 18 v
20 © | Ermorl The student is not valid for this class.
Mesek, Adam 24 v
Mesnick, Sara 24 v
Meszaros, Christapher 20 4
Micale. Anne 22 v
Miceli, Mohab. B © | Eworl Mark is invalid for the ‘mark type.
Mcconnell, Margaret 24 v
WcRann, Danielle 23 v
Medina, Grace 25 I
Meisenbach, Kathryn 22 4
Mehiman, Divya 24 v
Wendozzi, Diane 23 v
Menken. Eric 21 I
Meritsky, Katelyn 20 4
WMesmer, Taylor 19 v
Wesser, Peter 23 v
Meyers. Grace 22 v

THE GRADES WILL STILL IMPORT PROPERLY.

Software Answers, Inc.
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2.3 Exclude Assignments from Grades

There will be times when a teacher decides to exclude an assignment from the students’ grades. It
could be due to everyone performing exceptionally poorly on an assignment or variables beyond the
control of either the teacher or the class.

Jill is ready to enter grades for the Algebra Challenge assignment. Due to unforeseen
circumstances, the class did not have the necessary information to complete the project on
time. Therefore, she decides that it should be excluded from the class grades.

Action Result

1. On the Class Dashboard, select the Displays the Assignment Marks screen.
Algebra Challenge assignment.

2.  Hover over the first student name and |Lists the current average for the student.
note the average.

3. Scroll to the bottom of the screen and Indicates the default mark for the project.
enter a default mark of 5.

Click Go. Displays the marks for all the students.
5. Hover over the first student name and |Lists the average after the project grade has
note the average. been added.

6. On the left side of the screen, click the |Indicates the mark will not be included in the
check box next to Exclude from stu- |average.
dent averages.

7. Click Save. Saves the information and does not include
this assignment in the student averages.

8. Hover over the first student name and |Returns the average to the percentage listed
note the average. prior to adding the project grade.

9. Click Grade Book. Returns to the Teacher Home Page.

Algebra Challenge Student Mark Missing Exclude?
Homework
Date Assigned: Adamczylk. Jennifer 5 O v
A/5/2008 MNader. Adelaide 5 F v
Date Due: Madig. Cheavg: 51,43 (B-) 383/470 DOB: 10/22/1999 District ID: b
5/8/2008 999729061 System ID; 1414 Grade Lewel, 09 Group: [
Pruc. Shar)@reen v
Points:

TIP: MARKS FOR AN ASSIGNMENT CAN BE EXCLUDED FROM INDIVIDUAL STUDENTS
BY SELECTING THE EXCLUDE COLUMN NEXT TO THE STUDENT’'S NAME. CLICKING
EXCLUDE ALL AT THE BOTTOM OF THE SCREEN WILL HAVE THE SAME AFFECT AS
SELECTING EXCLUDE FROM STUDENT AVERAGES AS DEMONSTRATED IN THE
EXERCISE.
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Algebra Challenge
Homework

Date Assigned:

B/R/2008
Date Due:
5812008

Points:
Weight:

Post the marks to the
web?: []

clude from student
2=

O

Adamczyk. Jennifer
Mader, Adelaide

O

Pruc. Shann{avg: 55.33 (B+) 3710420 DOB: 10§23(1939 District I0:
999729063 Syskem ID; 1415 @rade Level: 09 Group: Blue

Randjekovic. Christing ] ™

Madig. Cheridan

O

Reesey. Kathryn

Rencic. Carolyn
Retherford. Jonathon

Revall. Daniel

Reyes. Jacgueline

Ooofdaod

Robinson. Megan

Software Answers, Inc.
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2.4 Import Assignments from Assignment Bank

You can import assignments created in previous school years as well as those created in the current
school year from the Assignment Bank. Imported assignments maintain a link to the original assign-
ment and changes to the Description field are reflected in the Assignment Bank.

When importing an assignment into a class that uses the Custom Setup 2 grading scale option, you
must select the report card assessments for each of the imported assignments individually.

&

Jill would like to use an assignment for her English class that she created and used last year.

Action Result
1. From the Teacher Home Page, select the | Displays the Class Dashboard for the class.
English 11:02 class.
2. Click Import Assignments on the Opens the Import Assignment screen.
lower right side of the screen.
3. Select English Gr 11 in the Course list |Displays the assignments for the selected
and click Search. class.
4. Click ™ next to the first Description Displays the Assignment Details screen with
listed to import this assignment. the selected assignment. Today s date is
default for both Date Assigned and Date Due.
5. Verify the Date Due is today’s date. Updates the date due.
Click Save. Saves the assignment.
7. Click Import an Assignment listed on |Returns to the Import Assignment screen.
the left side of the screen.
8. Add tomorrow’s date to the 2nd Changes the due dates for the assignments
assignment and next Monday’s date to | when imported.
the 3rd assignment.
9. Click Import Assignments. Imports the two assignments for the class on
the assigned dates and displays them on the
Class Dashboard.
10. Verify the assignments have been added | Verifies the assignments have been imported.
to the Assignments tab on the Class
Dashboard.
11. Click Grade Book. Returns to the Teacher Home Page.

36
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& Assignment Import - Windows Internet Explorer, provided by Software Answers, Inc.

Course:  English Gr 11 v| Typet‘ v| Phrase: | ISearch}

To import an assignment, click on the icon to the left of its description.
To import multiple assignments, fill in the corresponding date fields and press the "Import Assignments” button.

[Type |Description Points [Taught Date
?CW Write a News Article & Present to Class 20 9/12/2004
tr [ow  [Wiite a News Article & Present to Cladg ) 20 lor12s2004
M [HW  [Write a formal letter to request |nformat\@ 20 9/17/2004
M |HW  |Write a formal letter to request information 20 9/17/2004
& [CW  [Write a journal entry for your last birthday 20 9/20/2004
®1 [CW  [Write a journal entry for your last birthday 20 9/20/2004

Import Assignments

Mote: Assignments followed by *** have academic standards attached.

TIP: YOU CAN USE THE TYPE AND PHRASE FIELDS TO SEARCH FOR A SPECIFIC
ASSIGNMENT.

TIiP: ASTERISKS (***) FOLLOWING AN ASSIGNMENT DENOTES THAT ACADEMIC
STANDARDS ARE ATTACHED AND WILL IMPORT ALONG WITH THE ASSIGNMENT.

Grade Book | Special Services | Help | Logout

by Scltware Answers, Inc. Class Dashboard
English Gr 11: 02 + Grading Pe
_ Classroom Administration Assignments T Float Assign.T Lessons ]
Adamczyk _Jennifer & Seating Chart Lunch Counts 5/6 HW Write a formal letter to req X
Sicari. Ryan W 7 Daily Attendance by Seating Chart 5/5 HW Write a formal letter to re x
Sladik. Jillian z Period Attendance by Seating Chart 5/8 CW Write a News Article & Prese X
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2.5 Copy Assignments

Assignments can be easily copied from one class to another so that you don’t have to enter them mul-
tiple times. When copying assignments between classes, the system defaults to the same assignment
type if it is used in the new class; otherwise a type must be selected. The copy option does not main-
tain a link to the original assignment and changes made to the copy will not affect the original assign-

ment.

Jill will copy the Algebra Challenge assignment from her Algebra 2:01 class to the Algebra

2:02 class.

Action

Result

1. From the Teacher Home Page, select the
Algebra 2:01 class.

Opens the Class Dashboard.

2.  From the list of assignments, select the
Algebra Challenge.

Opens the Assignment Marks screen.

3. Click Copy the Assignment in the
lower left corner.

Displays the Copy an Assignment screen.

4. Select the check box next to the Alge-
bra 2:02 class.

Indicates the class to which the assignment
will be copied.

5. Verify the type of assignment is Home-
work.

Indicates the assignment type to be used for
the copied assignment.

Click Copy the Assignment.

Displays the Success confirmation screen.

Click Close.

Returns to the Assignment Marks screen.

Click Dashboard.

Returns to the Class Dashboard.

©| »® N

Select the Algebra 2:02 in the Class list.

Verifies the new assignment has been copied
and displays on the Dashboard.

10. Click Grade Book.

Returns to the Teacher Home Page.

38
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Copy an Assignment

Select additional classes for the assignment.

Gr. 2 Reading Homewaork  +

English Gr 11: 01 hd

English Gr 11: 02 Homework

R

Homewark v

Homewark

Copy the Assignment

Copy Status

Grade Book | Special Services | Help | Logout

by Solfware Answers, Inc.

Class Dashboard

Adamczyk. Jennifer P Seating Chart Lunch Counts 6/3 HW Algebra Challenge x
Shannon, Brett [# Daily Attendance by Seating Chart 6/2 Q7 Chapter 10 & 11 Quiz X w
S\ca_ri Ry_ an w g Period Attendance by Seating Chart 5/26 QZ Chapter 11 Quiz X w

Software Answers, Inc. 39



Unit 2: Advanced Assignment Options ProgressBook Training

2.6 Add Floating Assignments

Floating assignments allow each student to have different assigned and/or due dates for the same
assignment. This option is often used in elementary grade levels when students work at their own
pace and allows the assignment to be included in one grading period for some students and another
grading period for others. Floating assignments display on the Float Assign. tab on the Class Dash-
board. Use the Sequence field to designate the order in which floating assignments should display.

F& Jill would like to add a Math assignment the students must successfully complete before they
can move on to the next unit.

Action Result

1. From the Teacher Home Page, select the | Displays the Class Dashboard for the class.
Algebra 2:01 class.

Click Add an Assignment. Opens the Assignment Details screen.

Type Addition Exploration in the Describes the new assignment.
Description field.

4. Select Homework in the Assignment Displays Homework as the assignment type.
Type list.

5. Enter 1 in the Sequence field. Indicates the assignment will display first on
the Float Assign. tab.

6. Enter today’s date in the Date Assigned |Displays the date assigned for the assign-

field. ment.
7. Delete the date in the Date Due field. Eliminates the due date for the assignment.
8. Type 10 in the Points field. Assigns the value to the assignment.
9. Verify I in the Weight field. Adds the weight value to the assignment.
10. Select Setup a floating assignment? |Indicates the assignment is floating.
11. Click Save. Saves the assignment.
12. Click the Marks tab. Opens the Assignment Marks screen.
13. Set the Date Due to next week for the |Indicates the date the assignment was com-
1st and 3rd students listed. pleted.

14. Enter marks of 10 and 9 respectively for | Indicates the marks earned.
the 15t and 3™ students.

15. Click Save. Saves the marks.

16. Click Dashboard. Returns to the Class Dashboard.

17. Click the Float Assign. tab on the right | Displays a list of Floating assignments.
side of the screen.

Y:

L]

Tip: ONCE A MARK IS ENTERED FOR A STUDENT, IT WILL BE INCLUDED IN THAT
STUDENT’S CALCULATED AVERAGE, BUT NOT IN THE AVERAGES FOR STUDENTS WHO
DO NOT HAVE A MARK ENTERED.
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ProgressBook Training

Term Definition

Special Services An application within the ProgressBook Suite that
allows schools to produce forms for various purposes
including Special Education IEPs, ETRs, and WEPs.

Standards Guidelines for teachers on what students should learn
at each grade level. Often these academic standards
are further broken down into components, such as
benchmarks, strands, indicators, assessments, etc.,
which provide measurable skills or knowledge associ-
ated with a specific grade level or band.

Student Progress by Assignment | Displays student averages by assignment type as well
Type Report as class attendance totals.
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