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About Classrooms

The curriculum management component of Schoolnet’s suite of data-driven education software offers teachers a
quick, easy-to-use instructional tool that conveniently delivers informative views of student assessment data, class
rosters, standards-aligned curriculum, and comprehensive student profiles to the teacher’s desktop. Classrooms
enables districts to efficiently deploy a standards-aligned, district-wide curriculum and scope-and-sequence
through centralized creation, management, and dissemination tools.

About this Guide

This training guide will equip teachers and administrators to access and view district curriculum. Step-by-step
instructions are provided to:
e Create resources, lesson plans, instructional units, curricular units, and curriculum
Publish instructional materials for access school or district-wide
View district curriculum online and search for lesson plans and related instructional materials.
Save favorite materials for future use in the “My Materials” bank.
Submit lesson plans for approval to foster the sharing of best practices

Because the IMS is highly customizable by school district, screenshots in this document may differ from your own
view depending on the configuration and the specific roles and operations assigned to you. The data shown here
is for demonstration purposes only.

Last updated on 01/31/2013

Copyright © 2011 Schoolnet, Inc.
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Hierarchy of Instructional Materials

This chart explains the relationship among the educational materials that can be added. Curriculum and curricular
units can only be created in the Curriculum Manager Desktop application (CMD) by district curriculum staff; all
other types may be created in Classrooms or CMD.

Curriculum: Essentially a syllabus covering an entire course.

Curricular Unit Curricular Unit Curricular Unit Resource

Curricular Unit: How the curriculum is broken up. This is typically a
‘bucket’ of time such as a marking period or month.

Instructional Instructional
Unit Unit \ Assessment /
\

Instructional Unit: A more granular component of a
curricular unit which typically lasts about a week.

@ Resource \ Assessment /

Lesson

I Resource |

esource: Instructional
support items such as
handouts, maps and
images.

Assessment: A test or rubric.
This might be a unit test or quiz
depending on the level it is
aligned to. Not related to tests
created in Assessment Admin,
although you could attach
PDFs of test booklets created
there to this material type.




View Curriculum

Classrooms allows users to view any course curriculum that has been loaded into the system. The curriculum
provides teachers with the scope and sequence, underlying units, and may also include instructional materials. The
curriculum available varies by grade level and subject.

Scenario: Your curriculum binder is really heavy and you don’t want to lug it home. You’d prefer to review the
suggested curriculum at home later online.

Access Curriculum from My Schoolnet (Home)
A quick way for way for teachers to access curriculum is in the My Schoolnet tab.

T
Show Me Section: | English Periee3— vJ
R . www
\\/ Ui Q e 4
Reports Planner Cutric%ljum Assessments Website
—

View Curriculum for a Class You Teach
If set up by the district, teachers have easy access to their curriculum on the Classrooms home page.

To view your curriculum:

Classrooms

Rosters, Reports, Planners

1. Click the o tab.

2. Select the desired section. Administrators can
filter by teacher

Section Chooser et N
e
Course/Section: | Homeroom: 5th Grade - (16) ANDREW Vl

3. Click the curriculum title (more than one may be available). If the link is not there, the curriculum has either
not been loaded or mapped to the selected section.

‘_.lﬂ View Past Year Sections

Biology - Grade 10

4. The curriculum is displayed. Take time to explore the tabs and various links. Note the
on the top right - this prints the displayed page (not linked content).

Overview | Scope and Sequence || Aszzessments and Resources || Standards | Co

A= Create PDF link

Scope and Sequence Standards
Homeroom 1.1.5 - Learning to Read
= Core Curriculum Appendix and Independently
Glossary
1.2.5 - Reading Critically In All Content
) Areas
Literacy

m st SixWeek Cycle: Literacy
m 2nd Six Week Cycle: Literacy
a2 SivWeelk Curle- | iteracy

1.3.5 - Reading, Analyzing and
Interpreting Literature




Questions for Understanding
e What does it mean if the curriculum link is not visible?
e What curriculum components are available? (teacher handbooks, lesson plans, sample test questions,
rubrics, etc.)

Practice
e  Explore several units and also review the list of standards.

Search for Curriculum for a Class You Do Not Teach
To view curriculum for a class that you do not teach, use the method described in this section.

To search for curriculum:

1. First select Curriculum from the drop down

Find Materials -

Materials
Standards

Curriculum

lick to re Courses
|

2. You can search by keyword anywhere within Classrooms.

science ﬁ

[Search for materials, standards, curriculum and courses)

3. Click the desired title.

TITLE GRADE RANGE SUBJECT

Science - Grade One Grl Life and Physica

Science - Grade Kindergarten Gr K Life and Physica

Questions for Understanding

e If applicable, review the content that is available for next week. What online resources are available to help
you?

e If applicable, review the curriculum of a class your students take, but you do not teach. Are there
opportunities to team teach?

e Review the curriculum of a course your students will take next year.



Locate Instructional Materials

In Classrooms, you can search for any units, lesson plans, resources and assessments (i.e., educational materials)
that have been made public by your school or district in the Materials Bank.

Quick Keyword Search

Sometimes you need to find a lesson on a very specific topic; e.g., pronouns, Canterbury Tales or circuits. In
Classrooms you can enter a keyword to find matching materials (if any) in the Materials Bank.

To search by keyword:
1. Goto the Classrooms tab.

Classrooms

Rosters, Reports, Planners

2. Inthe top right corner of the screen, enter a keyword and click Go.

Materials Search: frﬂﬂiﬂﬂSl jEl |

3. Click the title of the matching material (if any).

kP Problem Solving - Addition and Subtraction of Fracqt*,;-ﬂns
PREVIEW

P PR W Y | = i 1 L Lo

Practice
e Locate a material by keyword.

Browse for Instructional Materials

In Classrooms, you can use a wide variety of criteria to locate any units, lesson plans, resources and assessments
(i.e., educational materials) that have been made public by your school or district in the Materials Bank.

To search:
1. Goto Classrooms > Instructional Materials.

QOutreach School & District Data Classrooms Assessment Admin Interventions Educator Develog
Collaboration Reports & Indicators Rosters, Reports, Planners Creste & Monitor Plans & Reports Geals, Performance|
- - - -
Student Performance Student Groups Lesson Planner Instructional Materials
Analyze by test, standard, For differentiated instruction Schedulz lessons, units and Find s lards, curriculuny/
saction and skill matearials cosgges and resources




2. By default, all the subjects and grades you teach are selected. If desired, you can narrow or widen these
options. A keyword is also optional. Click Search.

Select a Subject ~ X Select a Grade -

Find Materials ~ math Search

3. Materials (if any) that meet your search criteria are displayed.

Refine Your Search
Click to reset all filters

Filter by Material
Type

w» Material Types
Curricular Units (3}

nstructional Units (24)
Lesson Flans [0}
Asse_srﬁents (o)

Resources (208)

4. You can save items to My Materials to make them easier to locate later.

08. ACT: Template to Examine Assignments for Rigor and Jat
Relevance in Mathematics Save to My Materials
PREWIEW

Mathematics, 09-12

A tool to analyze assignments for rigor and relevance, and, if

necessary, improve them. ACT's Quality Core contains flexible

5. You can refine your search in the left column. Toggle filters open and closed

Refine Your Search
Click to reset all filters

» Material Types
Curricular Units (3}
nstructional Units (24)
Lesson Plans [0}
Assessrﬁents )]

Resources (208)




Access additional filter options: You can filter by level of approval. In some districts you will
have the option to view

w» Institution

State (46)

District Bank (2}
Region Bank [0}
l--1-,'E:hcc Bank [0)

My Materials [0)

» Advanced Search

Questions for Understanding
o What is an advantage of adding an item to My Materials?
o  What material types are searchable?

Practice
e Search for all lesson plans across grade levels for a particular subject.

e Save aresource to My Materials.



Search for Materials by Standard
You can search for standards and view materials aligned to them.

To search for materials by standard:
1. In Classrooms > Standards Search, click .

2. Use the filters and keyword field to narrow your search as desired.

3. Select the desired level of the standards hierarchy you wish to search.
w Standards

All Kentucky Standards -
Standard ID

Standard -
Standard

Domain{Math) f Strand(ELA)
Cluster

Level 4 ECK Cccepl
Level 5 12 Pearson Edu
Level 6
Level 7

4. Atable showing matching standard(s) is displayed with the number of materials by type tagged to each.
Click on a number to view the corresponding related materials.

ol AddStandard B Map Standards

Previous Page Sort by] Subject % | Results11-200f 264  lext Page

LCCSSMALK-12.5MP.3: Construct viable arguments and critigue the

reasoning of others,

I ) . 0 1] 1] o 1] 0
Subject: Mathematics  Grade: Kindergarten-Gr 12
Schedule Standards Coverage

5. If desired, place the material in your My Materials list by clicking Save to My Materials.

Question for Understanding
e Can you search across all levels of the standards hierarchy at once, e.g., standard and sub-standard?

Practice
e  Search for a lesson by standard.

Navigate in My Materials

If you have either created materials or added them from the Materials Bank, your My Materials section will contain
a list of those units, lesson, resources and/or assessments for easy access later.

To find a material in My Materials:
1. Goto Classrooms > Instructional Materials.

Outreach School & District Data Classrooms Assessment Admin Interventions Educator Develog

Collaboration Reports & Indicators Rosters, Reports, Planners to Plans & Reporis Goals, Performance
- - -

u'l -

Student Performance Student Groups Lesson Planner nstructional Material®
Analyze by test, standard, For differentiated instruction Schedulz lessons, units and Find s lards, curriculum,
saction and skill matearials oursas and resources




2. Click Go to My Materials.

W Go to My Materials

3. By default, any materials that you have created, or public ones saved to My Materials are listed. There are a

4,

variety of sort options available.

Sort by: | Publisher sults 1 -12 of 12

g "Broken Chain" Assessment Instruction Sheets Edit

Subject: English Language Arts  Grade Level: Gr &

Auther: ABC Public Schools  Publisher: ABC Public Schools  Bank:
Private

Resources linked to Lessons for Grade &: Broken Chain

If the list is very long you may wish to add filters.

Refine Your Search [ . ]
) Reset filters
Click to reset a >

w Material Types

Curricular Units [1)

Both no checks and all checks include resultsm
all items. Filter on one or more by checking as
desired. To add additional subjects/grades click
the Materials Search button on the navigation bar
at the top and reset with the filters:

nstructional Units (1)
Lesson Plans [0)
Asse_srﬁents (O}

Hescurces [25)

Life and Physical Sciences~  Multiple grades selected

iy,

w Subject

5. Materials that meet your criteria are displayed with selected tools available. To access material details and

addifionafeptionsyclick{he fitles A rt= (15

F

Subject: English Language and Literature  Grade Level: 06-08

Students will participate in responding to open ended questions by
playing the "The Question Game"

@e & Express @ 1 recommendat

My Materials

The tools you see will vary on the material type, its source and your user permissions:
e Schedule - Schedule a lesson or instructional unit to your planner.
e Recommend - Endorse a material.

11




Submit for Approval - If an approval process is in place in your district, submit a material for inclusion
in the school or district materials bank.

Edit - Change the content of a private material (or a public one that you have rights to)
Copy - Create a local, editable copy of a material.

View Related Materials - View materials alighed to the same standards.

Remove - Remove a public material from your My Materials list.

Questions for Understanding

What are the two ways a material gets into My Materials?

o Name one of the sorting options and a situation in which it would be helpful.

Practice

e  Experiment with the filters and keyword search.

e Remove a public material from My Materials.

12



Materials Search and My Materials Quick Reference

Materials Search and My Materials are graphic-rich. Use this table for reference until you become familiar with the

available functionality.

Feature Description
Use Search with the keyword field or to access the filter
BB e M Mt oo To access My Materials, click the link in the top of the
w130 o Wy Viatenals Materials Search section.

Cregte | Instructional Unit | I:I

Click the Materials Search link to access the drop-down to
create a lesson plan, instructional unit, resource or
assessment. Note that assessment creation in Classrooms
is for tests that will be scored outside of Schoolnet and is
not integrated with Assessment Admin
benchmark/classroom tests.

Today's Suggested Materials

Suggestions are based on sections and aligned standards
for upcoming scheduled materials, upcoming assessments
and low mastery rates on standards from recent
assessment results. If there are no sections assigned or
there are no suggestions available, ‘Most Popular’
materials appear.

IMathematics *  Multiple grades selected ~

When you first go to Materials Search, subject and grade
“pre-filters” are set to match the courses you teach (if any).
You can edit these and click Search to view revised results.

MNress

Access the material detail page.

Iress

ve Languag

Roll your cursor over the Preview link to view highlights in a
pop-up window.

Find Materials ~

Access materials meeting the search/filter criteria.
Then filter on Material Types

Ll
45}

3

3
1

(18]
£l
o

In Materials Search, click the Search button. The Pending
Materials link is below the orange bar in the Materials tab.

Find Standards =~

Access standards meeting the search/filter criteria. View
the number of materials aligned to each standard.
Schedule standards coverage. Curriculum administrators
have additional links to add and map standards.

Find Curriculum -

Access curriculum meeting the search/filter criteria. The
tab number represents the number of courses using the
curriculum, not the actual number of curricula. View by
course what curriculum, if any, is mapped.

# Advanced Search

Click the Search button to access advanced search criteria
in the left filter column.

13




Sorting is available on a variety of criteria in both Materials Search and My
Sort by | Title L Materials. Most Popular refers to the number of times users have scheduled or
saved the material to My Materials

Highest Ranked

Inetitntinn Hanl

The Schedule link appears in materials search results. There is a mini pop up-

Schedule
calendar for selecting a date.

i - E Bookmark the material for easier access later.
Save to My Materials

Edit The Edit link appears if you have permission to modify the material.
di

: You can recommend a material and view the number of current
) Bethefirst to recommend | | recommendations. You cannot “unrecommend” a material.

2 recommendations

Copy this Lesson Plan The Copy link allows you to make a local copy of the material.

The View Related Materials link allows you to view public and personal materials

View Related Materials aligned to the same standards.

. If you have been permissioned to create tests in Assessment Admin, build an
® Build an Express Test express test using the same standards covered in the material.

The PDF link is the best way to print a material.

Create a Resource

You can easily create resources in Classrooms. These may be submitted for approval for inclusion in the Materials
Bank, linked to Lesson Plans or Instructional Units, or just kept for reference in your Materials Bank. The procedure
for creating a lesson plan, instructional unit, resource or assessment is virtually the same. In this exercise you can
either create a ‘real’ resource or just mock one up that can be deleted later.

To create a lesson:
1. Goto Classrooms > Instructional Materials.

Outreach School & District Data Classrooms Assessment Admin Interventions Educator Develog
Collaboration Reports & Indicators Rosters, Reports, Planners Creste & Monitor Plans & Reports Goals, Performance
- - - -
U" =
Student Performance Student Groups Lesson Planner nstructional Material®
Analyze by test, standard, For differentiated instruction Schedulz lessons, units and Find s lards, curriculum,
saction and skill materials ourses and resources

2. Inthe Create menu, ‘Lesson Plan’ is selected by default. Click Go.

Create Resource - I:I

14



3. The Resource template is divided into tabs. Enter the following information into the first tab: Define
Properties (* required fields).

Section 1 (required

@Prop grties

Section 3 (recommended)
Create Content

Section 2 (recommended)
Align Standards

Field Input Description

*Title Enter a descriptive title for the resource to make it easy to locate later.

*Subject Select a subject from the drop-down menu. Choose the best fit if more than one applies.
*Grade Select the grade range that the resource is appropriate for.

Range

*Description

Include a synopsis of what the resource is meant to accomplish. This field will appear in
search results (if the lesson is made public).

Duration Only whole numbers may be entered in this field. Also select the appropriate unit of time:
minute, hour, day or week.

Format Select the format from the drop-down menu.

For Students | Select “Yes” to make the resource being created or edited available for assignment to
Students

Author Your name appears. You can change if appropriate.

Publisher If applicable, enter the name of the publisher. You may also click

View Additional Properiies o add additional source information.

5. In Section 2: Align Standards, check off the standards covered by the resource. If desired, you can also

S

fectstandards for other subjects and/or grade e
SECTION 1 (REQUIRED)

DEFINE PROPERTIES

Find and select standards from PA Standards in Core Curmculum to align to this lesson plan:

=226

bet- | Mathematics

nd All Collapse All

[12.1.6: Number, Number Systems and Numfe

VEIS.
CTION 3 (RECOMMENDED)
ALIGN STANDARDS

SECTION 4 (OPTIONAL)
LINK RELATED MATERIALS

SECTION 5 (OPTIOHAL
IDENTIFY ORGANIZERS)

SECTION 2 (RECOMMENDED)
CREATE CONTENT

Grade Level: | B v

Tip: Clicking text will
automatically select

Align to any level(s)

all lower level

Can add standards

plying the urdg DfQDErStiDHS.
ivide different kinds and forms of rational numbers RBIDIHARIRGSI fraction

bonrnnar fraction

15




6. For Section 3: Create Content, select one of the three methods of entering content.

(*) District Template - Use the recommended template by entering content in the fields below.
() File - Lpload content from another file, such as a Microsoft Word document.
() URL - Enter a link to content on a different website, such as hitp:ifwww. pbs.org.

e District Template: Place your cursor in the window and start typing to enter content. You can also
paste content into the window. For detail on the formatting options in the HTML Editor, refer to
pg. 29.

Resource Materials

Paragraph |~ FontFamiy ~ FontSze ~ |B 7 U A-W-|E= == E = 1S v )
& 3 @ | |V | 1T & A H
|

e File: Browse to locate the document and click Upload.

The content of this resource is located in a pre-existing file or document.
Upload it using the form below.

Attach File: C:\Users\kzollo\Desktop'| Browse.. || Upload

e URL: enter the website URL.

URL:  http://pbs.org

(example: http:/ fwww yoursite.com)

7. Scroll down and click m

8. Click View Material to view the completed resource.

=

9. Your resource can now be found in your My Materials bank.

Assign Content to Students

An assignment process was introduced that enables teacher users to assign content to students in one

or more of their sections. A Assign link will display in the toolbox on the search results page and on the material
details page for Resources that have content, e.g., HTML content, an attachment link, or a URL link, and that have
been designated as For Students.

The Assign link will not display for Resources that do not have content or that have not been designated as For
Students

Assign

Save

Practice
e Create aresource.
e  Find your resource

scheduke

16



Create a Lesson Plan

You can easily create lessons in Classrooms. These may be submitted for approval for inclusion in the Materials
Bank, scheduled on your Lesson Planner or just kept for reference in your Materials Bank. The procedure for
creating an instructional unit, resource or assessment is virtually the same. Some advantages of creating a lesson
in Classrooms are that by easily aligning to standards you can track skills coverage, compare mastery to times
taught and locate other related materials. In this exercise you can either create a ‘real’ lesson or just mock one up
that can be deleted later.

To create a lesson:
1. Goto Classrooms > Instructional Materials.

Outreach School & District Data Classrooms Assessment Admin Interventions Educator Develog

Collaboration Reports & Indicators Rosters, Reports, Planners Creste & Monitor Plans & Reports Goals, Performance

~r e N -

Ry

“" B 4

Student Performance Student Groups Lesson Planner nstructional Material®
Analyze by test, standard, For differentiated instruction Schedulz lessons, units and Find s lards, curriculum,
saction and skill materials ourses and resources

2. Inthe Create menu, ‘Lesson Plan’ is selected by default. Click Go.

Create Leszon Plan -

3. The lesson plan template is divided into tabs. Enter the following information into the first tab: Define
Properties (* required fields).

Section 1 (required) Section 2 (recommended) Section 3 (recommended) Section 4 (optional) Section 5 (optional)
Define Properties Align Standards Create Content Link Related Materials Identify Organizers
Field Input Description
*Title Enter a descriptive title for the lesson to make it easy to locate later.
*Subject Select a subject from the drop-down menu. Choose the best fit if more than one applies.
*Grade Select the grade range that the lesson is appropriate for.

Range
*Description Include a synopsis of what the lesson is meant to accomplish. This field will appear in
search results (if the lesson is made public).

Duration Only whole numbers may be entered in this field. Also select the appropriate unit of time:
minute, hour, day or week.

Author Your name appears. You can change if appropriate.

Publisher If applicable, enter the name of the publisher. You may also click

View Additional Properties o add additional source information.

17



5. In Section 2: Align Standards, check off the standards covered in the lesson. If desired, you can also select

standards for other subjects and or grade levels.

Section 1 (required) Section 2 (recommended) Section 3 (recommended) Section 4 (optional) Section 5 (optional)
Define Properties Align standards Create Content Link Related Materials dentify Organizers
Eing and select standards from All Kentucky Standards to align to this lesson plan:
Can toggle
¢ ! ct: Mathematics - L . Grade Level: 03 -
C%rl?anc:eé)pen or Tip: Clicking text will
P d All_ Collapse Al automatically select
Can add standards
[0 3: Grade 2 Introduction all Ior\:ve:ilevel for other grad
[0 3.10A: Operations and Algebraic Thinking oro e. grades
B C3.2n8 . and subjects
EID.32 Align to any level(s) | o _ ) R — —
. ties of tions to perf ti-digit arit tic. (Note: f ithms may
of the standards and properties of operations to perform multi-digit arithmetic. (Note: A range of algorithms may
hlerarChy g to round whole numbers to the nearest 10 or 100.
o Within 1000 using strategies and algorithms based on place value, properties of operations, and/or
the relationship between addition and subtraction.

6. After selecting all applicable standards, click .

7. For Section 3: Create Content, use the default ‘District Template’ or select the option to upload an existing

file or link to the content on another website. Note that only one selection is possible.

(+) District Template - Use the recornmended template by entering content in the fields below.
() File - Lpload content from another file, such as a Microsoft Word document.
() URL - Enter a link to content on a different website, such as hitp:/fwww.pbs.org.

District Template: The State has customized Classrooms with recommended lesson plan fields to
support all grade levels and subjects. You can omit fields that don’t apply; empty fields will note
appear on the printed lesson plan. Place your cursor in the window and start typing to enter
content in the first field. Then click another field name to enter content in the window for that

field. Continue to toggle through the fields until all content is entered. For detail on the formatting
options in the HTML Editor, refer to pg 29.

Plan | [Essential/Guiding Questions|| Learning

Paragraph ~| Font Famity = Font Size x | B 57 U

A-®. =E===:
Xa@Am 9 o |¥F| 1T d A |

1. What do all mammals have in common?|

e File: Browse to locate the document and click Upload.

The content of this lesson plan is located in a pre-existing file or document.
Upload it using the form below.

Attach File: C:\Users\kzollo\Desktop'| Browse.. ” Upload ]

e URL: enter the website URL.

URL:  http://pbs.org

(example: http:/ fwww yoursite.com)
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8. After creating content, click .

9. |If applicable, you can use Section 4 to associate one or more resources and/or assessments with the

lesson, including file attachments. The resource might be a map, picture, description of a related video, etc.
The assessment might be a rubric or quiz. Read this description of the three available options:

Tab

Description

Create and Link
New Materials

Create a resource ‘on the fly’ to align to your lesson. It will live as a separate
material in My Materials that you can later edit to add standards, etc. It will
then be available to link to other lessons if applicable.

Search in My
Materials

Locate a resource or assessment that you have previously added to My
Materials.

Search in Public
Materials Bank

Locate a resource or assessment in the Materials Bank.

10. Stay in the Create and Link New Materials tab. Enter details for a resource related to the lesson.

Title:’

Subject;’

Description:’

Duration:
Format:*

Attach File:

Grade Range:

Create and Link New Materials Search in My Materials Search in Public Materials Banks

How to use this feature:
Type in a brief description for your new resource in the field below and upload any
desired files. Click the "Create and Link" button to add the resource to your material.

Fractions Worksheet

hathematics Tip: Recycle

04 » |05 v
10 items on using fractions in everyday life. units, curricular units, and

be added quickly from the
Search in My Materials.

14 Minute(s) ¥ | b-=--=-==------------—-—-

Wiorkshest v

C:hDocuments and Setting| Browse... Upload

Resources can be aligned to
multiple lessons, instructional

curricula. The next time you
create a lesson this resource can

12. The new resource is now available in My Materials and is aligned to this lesson.

Resource(s):

mind, click X to delete

x Fractions Worksheet Ff you change your j

(Mathematics,
created by ANDREW JEHHIFER‘|

13. Click to move on to Section 5.
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14. In Section 5: Identify Organizers, check the appropriate items (yours may vary from the screenshot below).

Teaching Methods

Advanced organizers

¥ Brainstorming

| Computer assisted instruction

%Hands-on learning
nterdisciplinary

o Integrated instruction

O Project-hased learning
[l auestioning technigues
O Role-playing

15. Scroll down and click m

16. Scroll down and click View Material.
"Jiewiaterial
7

Questions for Understanding
e Does your district have a rubric for creating lesson plans?

Can you reuse the resource you created for the lesson?
e How can you add a file attachment to a lesson?

Practice

Locate a good lesson on the Web. Add it using the URL template.
Add a lesson that exists in Word or as a PDF using the ‘File’ option.
Add a resource. Then create a lesson created with the ‘Recommended Template’ to link this resource

Create a lesson with a resource aligned that you locate in My Materials or the Materials Bank.
e Edit a material you created earlier

Copy a material you find in the Materials Bank and make modifications to it.
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Create an Instructional Unit
An instructional unit divides a curricular unit into smaller topics. Each curricular unit can include as many or as
few instructional units as are appropriate.

To create an instructional unit:
1. Goto Classrooms > Instructional Materials.

Outreach School & District Data Classrooms Assessment Admin Interventions Educator Develog

Collaboration Reports & Indicators Rosters, Reports, Planners Creste & Monitor Plans & Reporis Goals, Performance

4 e N4 -

"l Ml

Student Performance Student Groups Lesson Planner nstructional Material®
Analyze by test, standard, For differentiated instruction Schedulz lessons, units and Find s lards, curriculum,
saction and skill materials ourses and resources

2. Inthe Create menu, select Instructional Unit. Click Go.

Create Instructional Unit -

3. The instructional unit template is divided into tabs. Enter the following information into the first tab: Define
Properties (* required fields).

Section 1 (required) Section 2 (recommended) Section 3 (recommended) Section 4 (optional) Section 5 (optional)
Define Properties Align Standards Create Content Link Related Materials Identify Organizers
Field Input Description
*Title Enter a descriptive title for the instructional unit to make it easy to locate later.
*Subject Select a subject from the drop-down menu.
*Grade Select the grade range that the instructional unit is appropriate for.

Range
*Description Include a synopsis of what the instructional unit is meant to accomplish. This field will
appear in search results when the instructional unit is made public

Duration Only whole numbers may be entered in this field. Also select the appropriate unit of time:
minute, hour, day or week.

Author Your name appears. You can change if appropriate.

Publisher If applicable, enter the name of the publisher. You may also click

View Additional Properties o add additional source information.
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5. In Section 2: Align Standards, check off the standards covered in the instructional unit. If desired, you can
also select standards for other subjects and or grade levels.

Section 1 (required)

Section 2 (recommended)
Define Properties

Section 3 (recommended)
Align Standards

Section 4 (optional)
Create Content

Section 5 (optional)
Link Related Materials

dentify Organizers

Eingd and select standards from All Kentucky Standards to align to this lesson plan:

Can toggle
‘branch’ open or
collapsed

ct: Mathematics

i icki i Grade Level: 03 -
Tip: Clicking text will rade Leve
automatically select
all lower level

d_d

d All Collapse All

. Can add standards
[0 3: Grade 3 Introduction

for other grades
and subjects

and properties of operations to perform multi-digit arithmetic. (Note: A range of algorithms may

[ 2.104: Operations and Algebraic Thinking

Align to any level(s)
of the standards
hierarchy

g to round whole numbers to the nearest 10 or 100.

o Within 1000 using strategies and algorithms based on place value, properties of operations, and/or
the relationship between addition and subtraction.

6. After selecting all applicable standards, click .

7. For Section 3: Create Content, use the default ‘District Template’ or select the option to upload an existing
file or link to the content on another website. Note that only one selection is possible.

(%) District Template - Use the recommended template by entering content in the fields below.
) File - Upload content from another file, such as a Microsoft Word document.

() URL - Enter a link to content on a different website, such as hitp:/fwww.pbs.org.

e District Template: The State has customized Classrooms with recommended instructional unit
fields to support all grade levels and subjects. You can omit fields that don’t apply; empty fields
will not appear on the printed instructional unit. Place your cursor in the window and start typing
to enter content in the first field. Then click another field name to enter content in the window for

that field. Continue to toggle through the fields until all content is entered. For detail on the
formatting options in the HTML Editor, refer to pg. 29.

Pacing Guide || Curriculum Map
Paragraph = | Font Family -

A 3@ & | | ¥

Font Size

7|

1B 7 U A2

1T Q™|

e File: Browse to locate the document and click Upload.
The content of this instructional unit is located in a pre-existing file or document.
Upload it using the form below.
Attach File: C:\Users\kzollo\Deskiop'| Browse.. || Upload

]

URL: enter the website URL.

URL:  http://pbs_org

{example: http://fwww yoursite.com)
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8. After creating content, click .

9. |If applicable, you can use Section 4 to associate one or more lesson plans, resources, and/or assessments
with the instructional unit, including file attachments. Read this description of the three available options:

Tab

Description

Create and Link
New Materials

Create a resource ‘on the fly’ to align to your instructional unit. It will live as a
separate material in My Materials that you can later edit to add standards, etc.
It will then be available to link to other instructional materials if applicable.

Search in My
Materials

Locate a lesson plan, resource, or assessment that you have previously added

to My Materials.

Search in Public
Materials Bank

Locate a lesson plan, resource, or assessment in the Materials Bank.

10. Stay in the Create and Link New Materials tab. Enter details for a resource related to the instructional unit.

Title:’

Subject;’

Description:’

Duration:
Format:*

Attach File:

Grade Range:’

Create and Link New Materials

How to use this feature:
Type in a brief description for your new resource in the field below and upload any
desired files. Click the "Create and Link" button to add the resource to your material.

Fractions Worksheet
Mathematics

04 = 4o 08

10 iterns on using fractions in everyday life.

15
Wiorkshest

Search in My Materialz Search in Public Materials Banks

Tip: Recycle

1
1
1
Resources can be aligned to :
multiple lessons, instructional 1
units, or curricular units. The :
next time you create one of thse :
materials, this resource can be 1
added quickly from the Search in :
My Materials. :

1

1

Minute(s) + e et T

W

C:hDocuments and Setting| Browse... Upload

12. The new material is now available in My Materials and is aligned to this instructional unit.

Resource(s):

X Fractions Warksheet

(Mathematics,
created by ANDREW, JENNIFER|

ﬁyou change your
mind, click X to delete

13. Click to move on to Section 5.
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14. In Section 5: Identify Organizers, check the appropriate items (yours may vary from the screenshot below).
Teaching Methods
[] advanced arganizers

%Hands-on learning O Project-hased learning
¥l Brainstarming nterdisciplinary [ questioning technigues
DCDmputerassisted instruction Dlntegrated instruction DRDIe-playing

15. Scroll down and click m

16. Scroll down and click View Material.

View Material
A
-

Questions for Understanding
[ ]

Does your district have a rubric for creating instructional units?
[ ]

Can you reuse the resource you created for the instructional unit?

e How can you add a file attachment to an instructional unit?

Practice

Create an instructional unit
[ ]

Add a lesson that exists in Word or as a PDF using the ‘File’ option.
Add a resource.
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Create a Curriculuar Unit

Curricular units are designed to reflect the way the school year is broken out at each level. This can differ by school
type (Elementary, Middle, and High School) and/or subject area. For example, elementary schools may divide the
year into nine-week cycles, middle schools may operate on six-week cycles, and high schools may segment the
year into semesters.

To create a curricular unit:
1. Go to Classrooms > Instructional Materials.

Outreach School & District Data Classrooms Assessment Admin Interventions Educator Develog

Collaboration Reports & Indicators Rosters, Reports, Planners Creste & Monitor Plans & Reports Goals, Performance

Re 4 -

Student Performance Student Groups Lesson Planner nstructional Material®
Analyze by test, standard, For differentiated instruction Schedulz lessons, units and Find s lards, curriculum,
saction and skill materials ourses and resources

2. In the Create menu, select Curricular Unit. Click Go.

Create Curricular Unit - I:I

3. The curricular unit template is divided into tabs. Enter the following information into the first tab: Define
Properties (* required fields).

Section 1 (required) Section 2 (optional) Section 3 (optional)
Define Properties Link Related Materials Identify Organizers
Field Input Description
*Title Enter a descriptive title for the curricular unit to make it easy to locate later.
*Subject Select a subject from the drop-down menu.
*Grade Select the grade range that the curricular unit is appropriate for.

Range

*Description Include a synopsis of what the curricular unit is meant to accomplish. This field will appear
in search results when the instructional unit is made public

Duration Only whole numbers may be entered in this field. Also select the appropriate unit of time:
minute, hour, day or week.

Author Your name appears. You can change if appropriate.

Publisher If applicable, enter the name of the publisher. You may also click

View Additional Properties o add additional source information.
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5. Use Section 2: Link Related Materials, to associate instructional units, resources, and/or assessments with
the curricular unit. Read this description of the three available options:

Tab

Description

Create and Link
New Materials

Create a resource ‘on the fly’ to align to your curricular unit. It will live as a
separate material in My Materials that you can later edit to add standards, etc.
It will then be available to link to other instructional materials if applicable.

Search in My
Materials

Locate an instructional unit, resource, or assessment that you have previously
added to My Materials.

Search in Public
Materials Bank

Locate an instructional unit, resource, or assessment in the Materials Bank.

6. Stayin the Create and Link New Materials tab. Enter details for a resource related to the curricular unit.

Title:’

Subject;’

Description:’

Duration:
Format:*

Attach File:

Grade Range:

Create and Link New Materials Search in My Materials Search in Public Materials Banks

How to use this feature:
Type in a brief description for your new resource in the field below and upload any
desired files. Click the "Create and Link" button to add the resource to your material.

Fractions Worksheet

Mathematics Tip: Recycle

04 = 1|08 Resources can be aligned to

10 iterns on using fractions in everyday life. units, curricular units, or
curricula. The next time you

create one of thse materials,

15 Minute(s) +

e

Wiorkshest v

C:hDocuments and Setting| Browse... Upload

multiple lessons, instructional

resource can be added quickly
from the Search in My Materials.

8. The new material is now available in My Materials and is aligned to this instructional unit.

Resource(s):

X Fractions Worksheet ﬁyou change your j

(Mathematics mind, click X to delete

created by ANDREW JEHHIFEF{|

9. Click to move on to Section 3.
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10. In Section 3: Identify Organizers, check the appropriate items (yours may vary from the screenshot below).

Teaching Methods

[ advanced organizers %Hands-on learning ClpProjecthased learning
i¥iBrainstorming nterdisciplinany O Guestioning techniques
[ computer assisted instruction Ointegrated instruction CRole-plaving

11. Scroll down and click m

12. Scroll down and click View Material.

View Material

Questions for Understanding
e Does your district have a rubric for creating curricular units?
e (Can you reuse the resource you created for the curricular unit?
e How can you link an instructional unit to a curricular unit?

Practice
o  Create acurricular unit.
e Add an instructional unit
e Add aresource.

Create Curriculum

Curriculum in Schoolnet is the equivalent of a syllabus covering an ENTIRE course (e.g., year or semester) that is
relevant to one subject and grade level. Curriculum durations can, and often do, differ. For instance, 5t Grade
Science likely lasts the entire year (36 weeks). However, in high school, elective can last just one semester, or
even a matter of 6-12 weeks, depending upon the course.

To create curriculum:
1. Goto Classrooms > Instructional Materials.

QOutreach School & District Data Classrooms Assessment Admin Interventions Educator Develog

Collaboration Reports & Indicators Rosters, Reports, Planners Cresate & Monitor Plans & Re Goals, Performance

4 . N4 -

l'l —

Student Performance Student Groups Lesson Planner nstructional Material®
Analyze by test, standard, For differentiated instruction Schedulz lessons, units and Find s lards, curriculum,
saction and skill matearials ourses and resources

2. Inthe Create menu, select curriculum. Click Go.

Create Curriculum - I:I
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3. The curriculum template is divided into tabs. Enter the following information into the first tab: Define
Properties (* required fields).

Section 1 (required)
Define Properties

Section 2 (optional)
Link Related Materials

Section 3 (optional)
dentify Organizers

Field Input Description

*Title Enter a descriptive title for the curriculum to make it easy to locate later.
*Subject Select a subject from the drop-down menu.

*Grade Select the grade range that the curriculum is appropriate for.

Range

*Description

Include a synopsis of what the curriculum is meant to accomplish. This field will appear in
search results when the instructional unit is made public

Duration Only whole numbers may be entered in this field. Also select the appropriate unit of time:
minute, hour, day or week.

Author Your name appears. You can change if appropriate.

Publisher If applicable, enter the name of the publisher. You may also click

View Additional Properiies o add additional source information.

5.
select standards fo

In Section 2: Align Standards, check off the standards covered in the curriculum. If desired, you can also

r other subjects and or grade levels.

Section 1 (required)
Define Properties

N

Section 3 (optional)
Link Related Materials

Section 2 (recommended)
Align Standards

Eind and select standards from All Kentucky Standards to align to this curriculum:

Can toggle
‘branch’ open or
collapsed

nd All Collapse

[[3.104: 0

[ENY
the

ect: Mathematics

[[1 3: Grade 3 Introduction

Align to any level(s)
of the standards
hierarchy

Grade Level: 03 -

/Tip: Clicking text will
automatically select

Z\all lower level
d d

inking

Al
Can add standards
for other grades
and subjects

erations and Algebraic Th

g and properties of operations to perform multi-digit arithmetic. [Note: Arange of algorithms may

ing to round whole numbers to the nearest 10 or 100.

2 and subfract within 1000 using strategies and algorithms based on place value, properties of operations, and/or
relationship between addition and subtraction.

6. Use Section 3: Link

Related Materials, to associate curricular units, resources, and/or assessments with

the curriculum. Read this description of the three available options:

Tab

Description

Create and Link
New Materials

Create a resource ‘on the fly’ to align to your curricum. It will live as a separate
material in My Materials that you can later edit to add standards, etc. It will
then be available to link to other instructional materials if applicable.

Search in My
Materials

Locate a curricular unit, resource, or assessment that you have previously
added to My Materials.

Search in Public
Materials Bank

Locate an curricular unit, resource, or assessment in the Materials Bank.
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7. Stay in the Create and Link New Materials tab. Enter details for a resource related to the curriculum.

J Create and Link New Materials Search in My Materials Search in Public Materials Banks
How to use this feature:
Type in a brief description for your new resource in the field below and upload any
desired files. Click the "Create and Link" button to add the resource to your material.
Title:' |Fra|:ti|:|ns YWorksheet
_— -
Subject:’ | Mathematics ! Tip: Recycle
1
Grade Range:* |III4 b ‘tn | (s V| 1 Resources can be aligned to
S : multiple lessons, instructional
Description: 10 items on using fractions in everyday lifes units, curricular units, or
1
1 curricula. The next time you
! create one of thse materials, this
: resource can be added quickly
1 from the Search in My Materials.
1
Duration: |15 | | Minute(s) V| R
Format:* | YWorksheet b |
Attach File: |C:1Ducuments and Settind[ Browse.. | [ Ypload

9. The new material is now available in My Materials and is aligned to this curriculum

Resource(s): |
x Fractions Worksheet GYOU change your j

(Mathematics mind, click X to delete

created by ANDREW JEMI\JIFER‘|

10. Scroll down and click m

11. Scroll down and click View Material.

View Maternial

-

Questions for Understanding
e Does your district have a rubric for creating curriculum?
e Can you reuse the resource you created for the curriculum?
e How can you link a curricular unit to curriculum?

Practice
e  Create curriculum.
e Add a curricular unit
e Add aresource.
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HTML Editor Quick Reference

What if you want to include tables, images or equations in a lesson? The HTML Editor is the toolbar that provides
formatting options when creating lessons and other educational materials. In some fields only a subset of the
options shown here are available. The design of the drop-downs and icons may vary.

e
wer
I

Paragraph - DefaultFont - Sze~ |B 7 U A-W . =E = == &£ iE

&—élﬁlﬁqp‘?‘fﬁﬂigzrﬂsl j:ﬂ:u:,""-:f :i-l"f"

Basic Editing Options

Icon Purpose

Paragraph Choose a style, such as Heading 1, Normal, etc.

Choose a font type, such as Times New Roman, Arial, etc.
- Default Font -

Size W Choose a font size, such as 10, 12, etc.

B Make your text bold.

I Italicize your text.

u Make your text underlined. Be judicious in underlining text as most users recognize
— it as a hyperlink.

A Choose a font color if the default (black) is not desired.
[ |

aby . Choose a color for highlighting your text, if desired, for emphasis.

Align your text to the left, center, right, or make it justified.

Indent your text in or move it out.

.— Add numerals or bullets in front of your text.

Using Editing Shortcut Tools

The following tools are useful shortcuts for editing your work.

Icon Purpose
o Use to undo your most recent edit or to redo/repeat your most recent edit.
s Check the spelling of selected text or all text.
Clean up your HTML work. Applies only if you use the HTML view (link is at bottom of
window).
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Cutting, Copying and Pasting Content

You can copy and paste content to/from your editing window or a Word document.

Icon Purpose

dﬂ Cut copy from your editing window.

Copy text within your editing window.

Paste copy into your editing window.

|| ¥ | i

Paste copy from a Word document into your editing window.

Inserting Hyperlinks, Graphics and Special Characters

Place the cursor where the graphic or special character should display and click the corresponding icon from the
toolbar.

Icon Purpose

Enter the text that should be linked, highlight it, and click the link icon. Enter the url
and save.

i

Click to remove a hypertext link.

G2
Access a pop-up Equation Editor to insert a math or sciece equation. Select the

Z appropriate equation elements from the samples in input area on the left, and input
your equation. Clicking on the equation type images populates the code window
above, and the preview window with your equation in real-time. A preview of your
equation is displayed in the preview area on the right. Click Save to save your work,
and return to the content editing window.

I:ﬂ Insert an image. See page 31 for details.

0 Insert special character, such as for math or a foreign language.

j Insert a table.

Controlling Font Size

There is syntax in the Equation Editor that can be added to an equation to render the text smaller or larger,
depending on your needs. To change the size of the equation you have a number of different choices that are listed
in Table 5.2 of the Equation Editor online help screen.
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Include Images in Materials

You can include images in fields that use the HTML Editor. You cannot copy and paste directly from Word or PDF;
the images must be saved first as image files in jpeg, png or gif format.

To insert an image:
1. Inthe HTML Editor window, insert your cursor where the image should appear.

2. Click k.

3. If you have been instructed to use a specific folder, double-click it. It may be more than one ‘layer’ deep.

|_3 luser_images
I:runtmg II}DIder]

4. Click Browse.

Upload a new image:

Browse.

5. Browse to the desired image on your local or network drive.

o

Click Upload Image.

Upload a new image:

: etting [ Browse... ]
< Upload Image

7. The image will appear. Enter a tag in the Alternative text field and click Use Image.
o‘:‘sd, F

" The Image Bank (which is
] Wsers will get thistedl instead of the image. shared with other modules)
I requires something in this

field
Use Iroage J ncel J[ Delete ] N
LN

Question for Understanding
e How will you organize and name your images in order to facilitate the process of adding images to lessons?

Practice
e Add an image to a lesson.
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Share Material with Other Teachers by Submitting for Approval

Any Instructional Materials you create have an initial status of Private, and may only be used by you. If you are
ready to make an instructional material public for all teachers in your school or district, you can submit it for review.
Once approved by a Materials Approver, it becomes available in the Materials Bank at your school (if you are
school-based) and can be submitted by the approver for release to the district-wide Materials Bank. If you are
district-based, materials you submit for approval are available district-wide, once approved.

To submit your material:
1. Go to Classrooms > Instructional Materials.

2. Click the Go to My Materials link.

5. A dialog box appears indicating that you are about to submit material for review. If approved, the item’s
status will change from Private to Public. Click OK.

By submitking this ikem For approval, you are sending it to be reviewed by a Materials Reviewer
who will approve ar return it for revisions, When approved, the status will change from ‘pending'
ko 'public', and the item will be available in the Materials Bank to other keachers in wour institution.
Click 'OK' ko continue, or 'Cancel' ko keep the lesson private,

I ook | [ Cancel

6. After the Materials Reviewer reviews your material, you will receive an email indicating that the material is
now:

o Public and available to others in the Materials Bank
o Still Private and may require revisions. You can access it in My Materials.

Questions for Understanding
e s an approval process in place for your school and district?
e Who can see your material?
e What happens if your material is not approved?

Practice
e  Submit a material for approval.
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Approve Pending Materials

When a user creates a lesson or other material it is only available to that user. In order to be shared with other
users at the institution it must be submitted for approval. This section explains how to approve submitted

instructional materials, i.e., curriculum, curricular units, instructional units, lessons, resources, and assessments.

You may only approve materials submitted to your default institution. You must have the Materials Approver role
and some submitted materials. For practice, submit your own materials.

If someone at your institution has submitted material for approval it will show up in the list of pending materials.

To approve pending materials:
1. Go to Classrooms > Instructional Materials.

2. Click Pending Materials.

W Go io My Materials Pending 'v-‘latE-b
3. All materials that have been submitted to your primary institution are listed. If there are enough materials in
the list, practice sorting by column and filtering.
Filter:
Type v Filter if
Subject listis long
Grade -
laterial Bank v Click col
ick column
EIEE header to sort
O echanisme of Evolutio 41472010 10:24:00 AW Durkin
B Equivae To approve without G A 5/20/2010 12:08:00 PM Schooln
reviewing, check
O ack's & bOX(eS) & click Approve G HIA, 422010 11:25:00 AM Schooln
4,
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6. You can enter a comment to the author if desired. Click Approved or Not Approved. Either way, the author
will receive an email with your comments. If approved, you will see a confirmation message letting you know
that the lesson is now public at the school materials bank. If Not Approved, the material will revert to a
status of private in the author’'s My Materials and may be edited for resubmission.

R Equivalent Fraction Go Fish Instruction Sheets
Approve this Resource

Comments: This is a great way to engage students!

Submitter's Email: pponnam@cchs.edu

e R

Questions for Understanding

e Does your school or district have a rubric used to evaluate various types of instructional materials?
o How will you split up items for approval (by subject, grade level, etc.)?

Practice

e Create and submit two lessons or other types of instructional materials. Approve one and reject the other
one, include comments on both. Check your email to view the comments you sent yourself.

o  Working with a partner, submit materials to each other. Try both approving and rejecting.

e When you are finished, be sure to delete all unwanted materials.

34



