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About OnCourse Lesson Planner

The OnCourse Lesson Planner is a time-saving website that facilitates lesson planning and homework posting for teachers
and helps administrators readily review and supervise lesson plans and track state curriculum standards. OnCourse

provides:

Teacher Web-based Lesson Plan Book- Teachers can create and archive lesson plans, link them to state
standards, and then submit them to administrators instantly. A website editor allows teachers to personalize
web pages where homework assignments are published automatically from their lesson plans each night.
Teachers can also post syllabi, and resource pages for students, parents, and colleagues.

Administrator Lesson Plan Manager- Administrators can review, comment on, and print out lesson plans
for their entire school from one organized and easy to navigate interface. Administrators can also monitor
teacher websites and school calendars from this management center.

State Standards Analysis Tools - The OnCourse Reporting Suite allows administrators and teachers the
ability to track the extent to which each content area of the curriculum addresses state standards for any
given week, month, or year. Users can then drill down and see, for example, which lessons focus on reading
standards, how often reading standards are linked to lesson plans, and even what percentage of lesson plans
are geared toward reading standards.

Teacher Websites - Teachers can easily create websites that communicate homework, classroom
procedures, contact information and times, calendar events, classroom resources such as link to other
websites, documents (field trip permissions, science fair instructions, fund-raiser information, etc.) and
current classroom project.

Document Storage- Teachers can easily upload and store documents for use 24/7. These documents can
be attached to their lesson plans for yearly accessibility.

Minimum System Requirements

PCs — Access to the Internet using Internet Explorer 7.0 or higher or Mozilla FireFox 3.0 or higher
MACs — OS 10.0 or higher and access to the Internet using Netscape 7.2 or higher, or Mozilla FireFox 3.0 or higher.
Adobe Acrobat Reader — Required to download, view, and print user guides that are posted online.

Pop-up Blockers — OnCourse requires that a variety of dialog boxes open. Pop-up blockers should be turned off

because they can prevent these dialog boxes from opening properly.
ActiveX Plugin — The reports feature on the administrative component requires a free download from the Internet.

System Fonts — Set the system fonts to medium in order to achieve a maximum display for the OnCourse screens.
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Getting Into OnCourse Lesson Planner

Step 1. Logon to OnCourse

1. Open your Internet browser and go to <Your school’s
Home Page> where a weblink to OnCourse site could be
located.
OR

Type www.oncoursesystems.com on the URL address line.

(If desired, add this site to your favorites in order to open
the site quickly.)

2. Click “Go” or hit the “Enter” key.
3. Logon to OnCourse with the username and password that

has been assigned to you, then click “Login” or hit the
Enter key. r

httpy//www.oncoursesystems.com/

test Headlines | CRM

OnCourse Systems for Ed... X

home products about us get started blog

Robust web-based solutions for K-12 schools

£

*Your username is your full email address. An example of a
username would be jsmith@schools.k12.la.us. If this is the first
time to use OnCourse, your password is oncourse.

If you can’t remember your password, click on Retrieve

Password (top right). Once you enter your email address and
answer a few security questions, you will be able to change
your password.

Step 2: Opening the Lesson Plan Screen
(My Planner)

1. Click “My Planner” on the opening screen.

Grade Book & Discipline Lesson Planner & Student Stats Stude}
Parent Portal Tracking Staff Websites Data Analysis Tool Sy
‘ .-II -" . --Il‘ -'A ‘ .—Il 0 ' ‘ .-II ‘,<a
OnCourse lmranet OnCourse Systems For Ed... X
! 2 g " o

Narmw

5 Werkspaces - I

Tasks - Tk
My Phanser - O
My Grade Book -



http://www.oncoursesystems.com/
mailto:jsmith@schools.k12.la.us

Navigating In “My Planner”

The lesson plan screen opens to the current week’s lesson plan, which includes a panel down the left side of the screen
(which will now be referred to as the “Navigation Tree”). From this “tree”, you will access most of the features OnCourse has
to offer. Each feature will be covered in depth in another section of this manual. Refer to the Table of Contents for page

numbers. o :
The following is an example of the opening screen for “My Planner.”

8 OnCourse Systers For Education - Windows [+fermet B

File Edit Wiew Favorites Tools Help

Calendar. This section allows you to use B : : ; -
the Calendar to move backward to previously ' _ID:ac\lnmesS ;.F :‘en l?a;ecﬁtudenthmr.. 6 Louisiana Public Schools - @ Login - aftnet Yahoo! & ’: e D»- e - o o :
. ourse Systems For Education WYl MR~ Page~ Safcty~ Tools~ g~
written lesson plans and forward to work on : T35 Setonions 35 Ao @B Filomem
upcoming lesson plans. The current week’s . e S| M e | 0 T
. | 08/ 16/2010 Unk Parng ‘= comimests By
lesson plan remains open as well as any P e e s T L T
additional lesson plan weeks. Note: Lesson P2 a 46 6 7
plans are archived by OnCourse for your use. e i x
2 23 24 2B W 7 W | g
Click on << or >> to move backward or forward one year. = Bkl I -
Click on < or > to move backward or forward one month. L — ‘
Click on any week in the monthly calendar to move to the S N i|
lesson plans for that week. B s E
gi.if:u—.r-‘nrwl
Py
8| .Sﬁ.unc.lilule Fians 140 _ ¥
|I 4 @ Internet | Protected Mode: On 1358,
Navigation Tree. This section allows you to
havigate between all the features of OnCourse Open Tabs. Tabs are displayed for all open lesson plan
Lesson Planner. Each feature will be covered in weeks as well as for all other features opened from the

depth in other sections of this manual. “Navigation Tree” (unit plans, documents, calendar,

comments, searched plans, reports, shared plans, and
templates). The tab for your current week’s lesson plan will
contain the date. This tab will never close. To navigate

between tabs, simply click on the tab you want to display.
Click on the X to close any of the tabs that you no longer

need. S



Navigating in “My Planner”

A. Copy Page Icon. Clicking on this icon will
copy the whole page thus allowing you to paste it
on Pages 2, 3, etc. (Copy Weekly Plans) Copies
entire week’s lesson plans (all blocks) including
text, homework, standards, document

— The Lesson Plan Toolbar

F. Load Template. Repetitive entries can be saved in a lesson plan template. Careful
planning and design of your template will reduce the amount of repetitive typing necessary
in each week’s lesson plans. Click v at the right side of the box to load the template you
previously designed or a master template your district or school has upload for your use.

attachments, etc

D E
B. Paste Page Icon. .
Clicking on this icon shaa)

pastes a whole page.
Pastes entire week’s
lesson plans (all blocks)
including text,
homework, standards,
document attachments,

A | |Page 1

v | Weekly View |w || |Load from ten

For more information on templates, refer to pages 8 -13.
|

\//

“ Seftings (=) Print Preview | [ post Plans

58 My Planner Classic..

-~

Mon 816

etc. This icon will be
extremely helpful when
you are copying from
one week to another or
when you are copying a
co-worker’s plans. For

Lesson plans
appear in these
blocks.

i

Tue A7

more information on
lesson plan sharing,
refer to pages 19 — 23.

C. Delete Page Icon . Allows you to delete a whole
page at atime. Be careful because when you answer
the prompt YES, there is no UNDO feature.

D. Page Box. By default, four periods are displayed per screen
(page). In OnCourse, five pages are available for lesson planning.
Although not realistic, up to 20 periods are available for lesson
planning. Click « on the right side of the box to choose the next

page (set of four periods) to be displayed in the lesson plan grid.

E. View Box. Lesson plans may be displayed in “Weekly View “,
“Weekly Rotated View, or “Daily View.” Click on the v at the right side
of the box to change the view. New is the ability to rotate the lesson
planner so that the days of the week appear across the top.

G. Settings Button. Click here to adjust the width of the four columns
displayed on the screen and to turn off/on the days of the week, Unit Plan
Names, Document Names and the Class Names..

H. Print Preview. Click this button to print the lesson plans currently
displayed on the screen. Each page must be printed separately.

|. Post Plans Checkbox. Click this checkbox to release the lesson
plans to your administrator. Until this box is checked, no one, other
than the teacher, can access the plans for that week.

J. My Planner Classic. Click this icon to use the Classic Original
Lesson Planner version. This version will always be available to those
users who wish not to use the newest version of the Lesson Planner.




Navigating in “My Planner” — The Main Menu and Moving Toolbars

Main Menu Tabs. Each tab takes you to a different screen and activity:

Other Main Tools (top right corner)

Home —returns to the opening screen of OnCourse.

My Planner —allows access to your online lesson planning tools. * My Account — displays the user’s personal
Calendars — allows access to your calendar. information such as password.
My Website — allows easy access to create and manage your

*  Help — provides User manuals, FAQs,

website. How-to videos, and Contact Support.

Curriculum Portal — allows easy access to district/school documents
that correlate to the curriculum. (Optional use by district /school.)
Documents — allows uploading and accessing your documents.

Reporting - allows viewing, printing and exporting reports. # My Account @ Help (53 Logout
w ,l;g,w Home @ My Planner =| Calendars || @ | My Website ﬂ Cuirriculum Porta 3 Documents J IR
4 4 August2010Y P > | 08/16/2010
S M T W T F S [ X Paget |v WeekyView |wv | Loadfromtemplate . |v || 4P Setiir

Moving Toolbar.

As you move the cursor into each of the individual blocks of the lesson plan display screen, four icons will appear in
the upper right corner of the block as shown in illustration below. Each of the icons carries out a function for that
individual block of the lesson plan. Hovering over each icon briefly will define its purpose.

Double Pages Icon: (Top Left) Copies the entire contents of the block including
text, homework, and standards
Double Pages With Flag Icon: (Top Right) Copies the standards linked to that
particular lesson plan block
Hha Clipboard Icon: (Bottom Left) Pastes the copied information into the selected
& x block

Red X Icon: (Bottom Right) Clears (deletes) the contents of the block.

=] oB/16/2010

[Q _J 3 | |Page1 v | Weekly Viev

flon 816

Using these tools can speed the insertion of information as well as the removal of information that is no longer needed in
the individual blocks of the lesson plan screen. 7



Adding New Templates

OnCourse allows you to create multiple templates if Step 2: Click on “Add New”.
needed; for example, some teachers have an A week o

and a B week that will require different templates. =l 3 Templates
[+] Add New
[T]My

Step 1: Click on Templates from the “Navigation Treg”: Template

Home _W Py Wb Site Docurent

07,31, 2006

8 S o [Fooe Step 3 Enter the name of the new template in

the window that opens. To start customizing the
template right away, see pages 7-11 for detailed

14 15 16 17 12
Z1 2z 23 =4 ZE

zg 29 30 3 = ) :
=lE Instructions.
=
= 2 Karen Doga la
@ Unit Plans New Template %
I Documents - Please enter the template name
—i Ealendarts % MNew Template
omments =
r,? Search Plans Ly o a—
g_s Repc_\rts
SE romptes Note: You can always rename your template.

\4

+ ILJ) 2006 Plans
+ ILJ) 2005 Plans

:g 2004 plans To re-name your template, click on the “Re-Name”
button.

Wednesday

‘hursday

To delete a template, click the “Delete” button.

[ic] 3rd grade classes *!| [i7] Substitute Plans 1st Semester %] [iT] Substipe

You can always make it your Default Template too.

[ v |Weekly View |~ || #®settings (S)Print Preview | [i0i Rename [igDelete | [ | Defautt Tempiate

After creating your new template, it will appear in the “Navigation Tree” in the “Templates” folder. After
your new template is created, it is ready for use in your lesson plans. See page 12 for instructions on
loading your template.



Getting Started — Setting up My Template

Information that will be repeated each time in a new week’s lesson plan should be included in your template. A great deal of
time can be saved if your template is set up properly. Some examples of information (or settings) that should be included in
your template include: the number of columns, column labels, and the components of your lesson plan (Bell
Ringer/Anticipatory Set, Objectives, Procedures, Resources, Evaluations, Use of Technology, and Content
Standards/Benchmarks/GLES).

Hormne My Flanner | My wveb Site Docurments Reporting

NOTE: If your district or school has a special template, it can be uploaded i 0712006
into the Lesson Planner by your System Administrator. TR B [Peoe 1 ol Tveeken i Thoad Tor
28 5 0 = ENER)
Opening Your Template =2 @
= 2 Karen Doga =
) . « - Unit: Plans
1. Click on the + sign to the left of “Templates” in % Dacuments |
. . y B  Calendars ]
the “Navigation Tree. o] Comments £
@ roprns
- a8 Sharing E
2. After clicking on “Templates”, you will see two options: =il |
# |2) 2005 Plans 2
# ) z004 Plans
“Add New” and “My Template.” Click on “My Template.” # 2 2003 Plans z
7
3. Ablank “My Template” tab will open. == @ My vizbsit= || [ Curricuium portal || (B Documents || §=] Reporting

5/2010 || [i] My Template '*
!:.J ‘_'I 3 | Page1t w  Wekkly View v “ Settings @Print Preview | [piRename [1dDelete _ Default Template
Period 1- Algebra |

G|

B X

bdan

Note: “My Template” is the default name assigned to your
template. To change the name, click on the “Re-name” button.
Also, click on “Default Template” if this is the one you will use every
week. It will automatically open.



Getting Started — Setting up My Template (Step 1)

Now you are ready to begin setting up your template with all the information that needs to be repeated each week.

Step 1. Setting up Your Columns

When a template is first opened, it will display Page 1 with four columns showing. Each week of lesson plans has 5 available
pages, with four columns maximum per page. You may decide how many columns you’d like to see on each page (see
illustrations below). For example, if you teach six classes, you may decide to have three columns on page 1 and three columns
on page 2, or you may decide to have four columns on page 1 and two columns on page 2. If you are teaching three classes in a
block schedule, you may choose to have two columns on page 1 and one column on page 2, or you may decide to have one
column on each of 3 pages. The organization of the lesson plan template is strictly up to you.

(@' My Vyebsit= || BB Curricuium Portsl 8] Documents i— Reporting

(2010 || [i] My Template * I

0 [ % |[Paget x| Weekly View | v || 4P settings (2 Print Preview

Click on the “Settings” button on the main
toolbar of the “My Template” tab. A
window will pop-up which will allow you to [ G
adjust your columns. The percentages :
typed under each column number must
add up to 100%

Ig___i Rename |L£ Delete I_| Default Template

Period 1- Algebra |

bdan

For One Column:

3 http:/ /beta.schoolworksite.col

Al (0l . .
= In the Planner Setting window, be sure to

_J‘? Planner Settings ¥

Global Settings

Show Unit Plan Names: Show Class Names:

Adjust Columns

Change the parcentages below to adjust your calumn
sizes. (Note: Columns must add up to 100%.)

[ 1 2 3 4 |
100 efn af0 af0 o,

select the other information you wish to

show from the 4 choices:
 Unit Plan names

Show Document Mames: Show Day Mames: +
* Document Names
flosest cormns viens \ For Two Columns: - Class Names
1 2 3 4 2 http:/ /beta.schoolworksite.col A8 -[8] x| ° Day Names
25% 25% 25% 25% —
Adjust Columns
Change the parcantages balowte adjust your column & _
sizes. (Note: Calumns must add up to 100% ) & Planner Settings
i = 2 £ Global Settings
50 A %|u 95(0] % &
oK Cancel Show Unit Plan Mames: Show Class Mames:

All settings are per page. If you need more
columns, switch to a new page using the
page drop-down box.

Repeat the directions above to set the
number of columns for your new page.

For Three Columns:

a http:/ /beta.schoolworksite.co

g ] S ]

Adjust Columns

Change the percentages below to adjust your column
sizes. (Note: Columns must add up to 100% )

1 2 3 4

| 1 2 3 4 |
|33 %|33 94[33 %II]| 17y

Show Docurnent Mames: Show Day Nameas:

10



Getting Started — Creating Your Template (Step 2)

Step 2: Setting Up Your Column Headers

| 08/09/2010

1.  Click on the black triangle, in the header row ([ % Paget1 |~ weeky View
above each column (between the blue toolbar

ht Load from template -

-
»

-

' set

and the Monday block). @l Edit Period Name
[ copy Column

Mon 80

2. Click “Edit Period Name”. Type in the name of
your subject in the Edit Period Header box. You
may decide to name each column by the period
or the block (or any combination). Click OK and
repeat for each column. If you have multiple
pages, repeat for each page.

Edit Period Header

Na

L4 Copy Column Standards

|'“.J
'l

£ Delete Column

b4

[ oK J L Cancel

Examples of Course Headers:

02152010 L Elementary Template '*

O[5 3 Peoe1 o |WeekyView w| JPcciings ChPrintFreview | [iiRename [idDeicte | [ | Defaut Tempiate
Math T:55 - 8:45 AM Math RT18:45 - 0:15 AM ELA Reading §:15 - 10:05 Al
0 M
= Ex
[ % |Paget x| WeekyView |w || Foatngs [ShPrintPreview | [i{Rasems (igDelets Defaut Terplate
Period 1- Algebra | Period 2 - Geometry Honers
L5 L
= B X
£

= uy

Speiling 10:05 - 16:25 AN

Period 3 - Algebra | Honors

11



Getting Started — Setting Up My Template (Step 3)

| Calendars’ || @ |My Website || i Curriculum Paris ™ Documents || §=|Repa
| =] 0af16/2010 || [T] My Template *

Step 3: Setting Up Your Lesson Plan Block

9 [ X |[Page 1 v |Weekly View | v || 4P Settings (] Print Previey

1. Place your mouse pointer over the block you wish
to edit. Single-click the block, and the Lesson Plan
Editor window will open as shown in the figure

Period 1- Algebra |

- X
]
=

Edit Lesson Plan (=13

Day: | Monday v Perio\: Period 1- Algebra | . Save Close Save & Close

&7 Edit Plans/Homeworl\ || [B Attach Units || (g Attach Documents || £31 LA Adult Education | &) LA Content Stds || 620+

Enter Lesson Plan Here

Edit Lesson Plan [=1iE

Day: | Monday ~  Period: Period 1- Algebra | > Save Close Save&Close——

&7 Edit Plans{Homework || [B Attach Units || [ Attach Documents || £31 LA Adult Education | &3 LA Content Stds || &2 [+

tha X @@ | |
Fontfamily = Fontsize | B\ O |EEEE |££ = §E\év2v|&ﬂf‘7vmm o

Enter Lesson Plan Here

thad X G2 @ @@ | |22 x. =0 & |H | | | |
Font family -~ Fontsize - B I UO0|E=E=EE|E = §E\é'2'|&ﬂ?'""ﬂl e g

Note: This upper textbox is for your lesson plans. While
preparing your template, only the information that needs to be
repeated every week should be typed at this time. Variable

Enter Homework Here ¥ information is typed in this box after your template is loaded in
0 % G R %, % =0 & 2% 2= w preparation of your weekly planning. See page 13 for instructions
Fontfamily  ~ Fontsize ~|B I UO|E=S=EE|E EiE|A- - | g H T - on Creatmg a Weekly Lesson Plan
Enter Homework Here ¥
. . . . A K G @ X, X -0 e || ; [

2. Click in the top portion of the Lesson Plan Editor to Footfaniy |- Fontsze  +[|B 7 U |[EEEE[F == (A-%- (2 H Prum
b?gln enterlr.]g your lesson plan. components. (Be” Note: This lower box is for homework information. While preparing your
Ringer/Anticipatory Set, Objectives, Procedures, template, you may choose to enter the name of your subject or period.
Resources, Evaluations, Use of Technology, and Anything typed in this box will be automatically copied to the homework

section of your website and to your calendar.

Content Standards/Benchmarks/GLES).

3.  When complete, click “Save & Close.”
12



Getting Started — Setting Up My Template (Step 3 Continued)

Step 3: Setting Up Your Lesson Plan Block — continued.

You now need to populate the remaining lesson plan blocks.

If all the information that you typed in Monday’s block can
be applied throughout all blocks, you can use the copy and

paste buttons on the moving toolbar.

i@l Home || [§ My Planner

buisi
4 ¥

S L i w T F 5

# 2 @ 3 & 8T
8 9 10 11 12 13 14
5[ 16 48 19|[ 20| 21
22 23 24 25 26 27 28
25 30 3

Man

Today.
Change user.. ¥

4 2 Karen Doga -
@ Unit Plans
@ (2 Standards Taught Report|
.| Comments
-4, Search Plans
£ Sharing Z
\gg Curr Portal
=l =5 Templates
i) Add New Template

*

m

|=] 08/18/2010 | iT] My Template *

[u_l ’_1'| #K | |Page1 » | Weekly View | w _}i"Set'tlngs LE_?]Print Previghy

@ | My Website B Curricuium Portsi ':3| s || I=| Repor

Period 1- Algebra |

Bellringer/Anticipatory Set: Ll |
Objectives: B x
Procedures:

Please key in or check tabs to indicate the following:
Resources:

Evaluation:

Use of Technology:

Content Standards/Benchmarks/GLEs:

Accommodations and Modifications:

g

Note: If you cannot populate all blocks
with the same information as you did on
Monday, click on the box that needs to
contain different information. Type the
information in the Lesson Plan Editor.
You can use the “Copy” and “Paste”
buttons in the lesson plan blocks if this
information can be repeated in another
block. The last information copied
using the copy button will be the
information that is pasted when the
paste button is selected — “copy
once, paste many.”

To copy the block, click the copy button in Monday’s

block. Move to another block. The moving toolbar will

move with

you.

Click the paste button in the new block. Repeat for all

period:

|! LR August2010 > b b

5 M E w

2 3 4
8 9 M0 1
5[ 16 18
2 23 24 35
23 30 M

Today
Change user
4 & Karen Doga
Unit Plans

T F =

5 6 7
12 13 14
19 || 20 21
26 27 28

# L) Standards Taught Report

_ | Comments

,, Search Plans
g Sharing
= Curr Portal

] High School Math

m

2010-11

blocks if applicable.

If you have entered information in the Homework
section, paste your Monday’s information down the
column for the rest of the week. Example: Algebra | — 15t

= 08/16/2010 | [] My Template *

[ [ % ||Paget v |Weekly View ||| $®settings (= PrinfPreviev

Period 1- Algebra |

Bellringer/Anticipatory Set:
Objectives:
Procedures:

¢ Please key in or check fabs to indicate the following:

o
= Resources:

Tue

Evaluation:

Use of Technology:
Content Standards/Benchmarks/GLEs:
Accommodations and Modifications:

&

few v || 7 Settings (=)Print Preview | [ Rename [1d Delete | || Default Template

Remember to M the option, Default Template
once you have finished setting it up.

13



Step 1. Selecting the Appropriate Week

1.

Creating A Weekly Lesson Plan

After logging into OnCourse and clicking the Lesson Planner tab, OnCourse will display the current week’s plans, and will

identify the date in a tab at the top of the Lesson Plan grid.

If you are preparing lesson plans for the current week which

opened as the default (Date), skip to step 2. To create lesson 1
plans for a different week, click on the calendar to change the _-* B o o o
week for which you want to create lesson plans.

A new tab will open with the date of the week you selected.

(Monday’s date of that week.)

Step 2: Load Your Template

1.

Before entering any plans, you must first load all the
repetitive information you saved in your template. If you
omit this step, begin typing your plans, and later choose
to load a template, you will lose all information typed.

To load your template, click the ¥ of the “Load Template”
drop-down box. Select the appropriate template from the

list.

You will now see the columns, column headings, and all
information typed in your lesson plan block when you

designed your template.

Note: All settings are PER PAGE. If you have more
than one page of lesson plans, you will have to repeat

the above step for each page!

OnCourse Systems For Education

i@ Home E My Planner || [&] Calendars

4 44  September2010 v » =] o

Mon 906

09 [ € ||Page v

1
5| 6] Z| & 9% 1
c

2. 13 4 a6 i

19 20 21 22 23 24 25 | &
&
26 27 28 23 30 c
=
Today
a
B My Plomner: || 5] coendsrs || @ )My vebsit= || @) &
0 September 2010 ¥ 031620 =| b9 /06/2010 *
MW e Ty | e 1 o {Weekly View  » | | Load from template
£ L2 3 4 =
Pariod 1- Algebra |
Vel Flloail e 1

o4 oE e 1T 18 Bellringer/Anticipatory Set:
20 21 22 23 24 25 Objectives:
; n FProcedures:
'E Heas roor phack fa ndleate
Z Resources:
5 :
£ Evaluation:

Todey Use of Technology:

N8 LEAr... ~ Content Standards/Benchmarks/GLEs:
Accommodations and Modifications:

£ Waren Doga |

& it Plans =

@ | My Website

S M T w T F 5 ([ X | Pae1 v
4

D:. :

=| 03/18/2010 || [=] 09/06/2010 *

Weekly View | »

[ Curiculum Partal || ) Bocun

=| 09/06/2010 '*

Weekly View |w

& Documerts || =] Reparting

17| g Settin
Chris Template
Elementary Template
Guidance Lesson Plan Te...
Homebound Teachers
My Template
SPED Sample Lesson Plan

Heatings (Syprint Sraview | [ Fost Pene
Periad 2 - Geometry Honors

Bellringer/Anticipatory Set:
Objectives:

Hleass ey in ¢
Resources:
Evaluation:

Use of Technology:

Content Standards/Benchmarks/GLEs:
Accommodations and Modifications:

L0
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Creating A Weekly Lesson Plan

Step 3: Entering Your Plans

1.

Click anywhere in the white block of the
day and subject in which you want to
begin. Note: Your mouse pointer will be
a hand.

The Lesson Plan Editor will open.

|=] 0306/ 2010 =
75 % 3 |Paoc1 o |Woeky View || Lond From semplat
Peried 1- Algebra |
Bellringer/Anticipatory Set: g

Objectives:
Procedures:

2 Resources:
5 %
= Evaluation:
Use of Technology:
Content Standards/Benchmarks/GLEs:
Accommodations and Modifications:

]

Edit Lesson Plan

o) X

| Day: Monday v | Perind; | Period 1- Algebra | v Save Close Save & Close

NOtICe the “Ed |t P|anS/H0meWO rku tab |S —_’T—_’ Edit Plans /Homework @, Attach Units || [gg Attach Documents :;_E, LA Adult Education :‘_;'i LA Content Stds :‘E‘I + 1

active. The information you entered

while preparing your template appears in

the top portion of the editor. Click in the
box wherever you want to begin typing.

Type homework in the lower portion of
the window. Note: Homework is posted
on your website automatically when the
assignment date becomes the current
date.

Click on the appropriate tab to attach
unit plans and documents (if applicable)
and to link the GLEs and the
Comprehensive Curriculum for your
lesson plan. Each of these features is
highlighted in this manual. Refer to the
Table of Contents for page numbers.
Scroll to the right to see other tabs.

Click “Save” and change to a different
day and/or subject (column header) by
using the “Change Day/Period” drop-
down boxes or click “Save & Close” to
save changes and exit the editor.

JI2E S X 2@ E| | e x,

Enter Lesson Plan Here - (3523 Characters Remaining)

= I R |#e %, x's2¢f =0 @ |H |
Font family |+ Font size - ; FAR |

Bellringer/Anticipatory Set:
Objectives:
Procedures:
Flease key in or check tabs fo indicate the followjeg”
Resources:
Evaluation:

n| Use of Technology:
Content Standards/Benchm GLEs:
Accommeodations and

| £= =

(A~ | % | T m

Enter Homework Here - (1970 Characters Remaining)

2

=0 2 |H | | |
: S|A-w- |2 HP-m

o

Font family = Fontsize - B I O |
Algebra I - 1st Pariod:

| 2=

Type Homework Here

Note: Icons will appear in the lesson plan block for items
linked to your lesson:

“‘House” - homework assigned to the lesson

hon 906

‘Flag” — Standards / GLEs linked to lesson

“Paper Clip” - documents attached to lesson | S

“‘Book” — unit plan attached to lesson.

.

%«

Bellringer/Anticip
Objectives:
Procedures:
Please key in or cf
Resources:
Evaluation:

Use of Technolog
Content Standarc
Accommodations

REjE s
15
0



The Lesson Plan Editor

Weekly lesson plans can be entered into the Lesson Plan Editor without closing after each day/subject by using the “Change
Period/Day” drop-down boxes and the “Tabbed Windows”. More information can be found regarding the contents of each tab.

Refer to the Table of Contents for page numbers.

“Tabbed Windows” - allow you to enter/edit your plans, attach unit plans,
attach documents, and link GLEs and the Comprehensive Curriculum.

Edit Lesson Plan A ]S

Day: | Menday Wﬂd‘l—»‘«lgebral w Save Close
—1e < Edit Plans/Homework Attach Units || [gg Attach Documents || 31 LA Adult Education || B3 LA Content Stds || B2 T %

Enter Lesson Plan Here

“Change Period/Day” drop-down boxes

bh S W Ha @ @ | | 4me x, x* = 0G| | |3 |
Word-processing Tool Bars Fontfamy </ Fontsze < |B 7 U |[EE == (E =S = (A |8 B % o
If you are not sure what an icon does,
hover over the icon with your mouse
pointer. A “tool tip” box will tell you
what will happen if you click the icon.
Copying your plans from Microsoft
Office?
Try using either of the following icons
to paste your lesson plans from e =
Microsoft Word or from another word e : :
SRS X B @ E | o =0 S| H | ‘ | |
processor. Font family = Font size ~|BFU|=E=E=EE|E = iz |&' a7 . | & H F -

Paste (clipboard) — This icon will paste your text just as it was copied from the original source.

Paste from Word (clipboard with W) — This icon will paste your text with Microsoft Word formatting included.

Paste as plain text (clipboard with T) — This icon will only paste your text without any formatting. 5
1



Submitting Your Weekly Lesson Plan To Your Administrator

Once you have completed your weekly lesson plan, you are ready to post for administrative review.

Step 1. Posting Your Plans

| = 08/16/2010 || [=] 09/06/2010 *|| [§ UnitPlans [

O [y X || Paget

Period 1- Algebra |

w | Weekly View | || |Load from template

7 _":Settings hE,.']PrintPn:-‘\.fiev\.I + | Post Plans

Period 2 - metry Honors
Bellringer/Anticipatory Set:

1. Click the “Post Plans” box. A

Bellringer/Anticipatory Set: Objectives:
f ObfeTtves: ProTEduTES!
Procedures: Flease key in or check tabs to indicate the following
£ Please key in or check tabs fo indicate the following: Resources:
%’ Resources: Evaluation:
=

check mark will appear in the
box. (This box must be checked
in order for your administrator to

gain access to your lesson
plans.)
Post Plans
2. Click “Yes” to the question, 9

“Make plans available to your

L
-

Evaluation:

Use of Technology:

Content Standards/Benchmarks/GLEs:
Accommodations and Modifications:

@

*

Make plans available to your administrator?

administrator?”

Note: Administrator’s have
“view & print” access only. They
cannot edit your lessons.

To Revoke Access:

1. Uncheck the “Post Plans” box.

2. Click “Yes” to the question, “Revoke

»
»

Yes Mo
Unpost Plans %
] Revoke access to plans?

-
—

access to plans?”

Note: Your administrator no longer
has access to your plans.

> Yes Mo

Use of Technology:
Content Standards/Benchmarks/GLEs:
Accommeodations and Modifications:

o=

*

NOTE: You have not turned in
your lesson plans until you make
this selection!

Made a change to your lesson plan?

After submitting your plans, any changes
made will automatically copy over for
administrative review.

You may choose to revoke plans first, make
the changes and then repost. However, this
IS not necessary.

17



Printing Your Lesson Plans

Lesson plans may be printed with or without homework and standards. You also have a choice whether or not you want
to include the names of unit plans and/or documents linked to your lessons.

Step 1: Click the “Print/Export” button on

the Main Toolbar.
Step 2: Select Printing Options:

| 0B/16/2010 =

iR 2 |Page1

w  Weekly Rotated

Load Trom

template ¥

o Seltings () Prinj

Check the boxes at the top of the screen
to attach items to the print job, such
as:

Homework: This will print all homework.

Standards/Other — This will print all GLE
numbers and Comprehensive
Curriculum unit titles linked to each
lesson.

Unit Plan Name(s) — This will print the
unit plan name(s) linked to each
lesson

Document Name(s) — A check in this box
will print the document name(s)
linked to each lesson.

To rotate your printed page, or to switch to
a Daily View, click the Options button
and adjust the print job

Step 3: Click “Print Page” button

Step 4: To print other pages of your lesson, change to

the desired page and repeat steps 1-3.

] |i_| Export Planner
L

s Options Homework ™ Standards ! Unit Plans (| Documents ~Pages:

v to 1 ~

{Export | V' Post Plans

(=) Print 55

Lesson Plans for Nic Rey Jr. for the week of 08/16/2010 (Page 1)

O X
]

Excel ¥ Word |

tp

social issues that led up
to the war

the movement of

the armies of the
Morth and Souith

role-play tht;. North

| will assess each

/ Meon B-16 Tue B-17 Wed B-18 Thu 8-18 /Fri 8-20 / UJ
¥

Objectives Objectives Objectives Objectives Objectjves
Learn the causes of the | Learn about the Learn the causes |Learn the causes of the |Learn fhe causes of th
American Civil War and | major battles of the American civil war and important civil war and infiportant
identify important fought in the Civil War and historical figures of the historlcal figufes of the
historical figures of the American Civil identify important | time period time pperiod

2. time pericd War (e.g., historical figures of

eh Antietam, the time period Chapters

E Chapters Vicksburg, 1-2 of An American American

o 1-2 of America Through | Gettysburg) Chapters Empire

" | the Centuries 1-2 of America

Chapters Through the Activities

Activities 2-3 of America Centuries Read the homework eay the homework
Share the conclusions Through the assignment aloud; divide | assfgnment aloud; div
drawn from last night's Centuries Activities the classroom into the the classroom into the |
homework assignment; Share the North and the South and rth and the South ar !
role-play the North and Activities conclusions drawn | have a mock debate on ave a mock debate o1
South and discuss the Use the map on from last night's social issues social issues
political, economic, and | the board to show | h NO

| will assess each

and Snuth and

studante nraen an the /

ctudente araen nn tha 7
3 4k

. ]

/

Exporting Your Plans to Microsoft Word or Excel

Clicking one of these two buttons will allow you to

for more formatting/page control.

export your plans to either Word or Excel. This allows

18



Viewing Administrator Comments

After reviewing your lesson plans, your administrator may choose to send you a comment regarding your submission. To

view your comment, follow the steps below.

___Step 1:
The first time you log on to OnCourse after an
administrator sends you a comment, you will see
a “Post-It Note” over your lesson planner screen
notifying you of the comment. To view the
comment, click Yes button.

Your lesson plan for Algebra I for this week is perfect

il My Planper

Step 2:

The “Comments” tab will open. The “Post-It Note” for the
new message will be blinking. Click on the blinking note to
view your comment.

4 X MW F MW

& ]
Administrator Comments X = Comments
' You have new comments from your administrator. Sy
. Do you want to view them now? Uizt ay Period ested Message
Dopa Laadmin, J1 8182010 General [} BT ‘Your kezson plan for Algebra | for this waek & perfect for Uni 1 of the Comorshensive Curriculum. Cant watto va
/ Yes No
Il = [l 1y Plasner | 7 (7]
M R W T T % [P snawir
From fan Dav Pariod
Step 3: | Comment From: Doga Laadmin, Jill » “ 2 : :a 4; 2; 2:

for Unit 1 of the Comprehensive Curriculum. Can't wait
to visit and see the students practicing their integer
facts with playing cards. Keep up the good work!

A window will open with
the administrator’s
comment.

To archive a
comment, click on the
Archive Comment
button after reading \ ]
your Comment Archive Comment Close
/

Note: You can not

delete comments. o ) .
Clicking “Close” will close the window;
however, your comment will remain in the
Comments list.

Note: To view old (archived)
comments, click on the Comments
icon in the Navigation tree (to the
left).
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Lesson Plan Sharing

Steps To Sharing Your Lesson Plan STEP 2: The Sharing tab will open. Click the “Add
Teacher” button. Enter the sharing ID number of the
STEP 1- 2010 person that you want to grant access to your plans.

= < Cur = ==

C|iCk on Mo Tu We Th Fr
“Sharing”
from the
“Navigation
Tree.”

can view my lesson plang: ) Sharing Help

J Add Teacher | My Sharing ID #: 10893

Your Sharing ID. In
x| order for someone to

Please enter the Teacher's Sharing ID# .

| give you access to
{ — J his/her lesson plan,
you must give him/her
& E‘:E‘(‘" Plans your sharing ID

y number.

(.Add Teacher

Teachers whose lesson plans I can view:

@ Curr Portal e - = ——
= Templates € Sharing Please give the Sharing ID # above to those teachers
l.j 2011 Plans | Teachers who can view my lesson plans: whose plans you would like access to. They will need to

grant you access to their plans by following the
instructions above inside oftheir account. Security Notice:

I 2010 Plans

How To Allow Ancther Tescher to View My Plans:

N . R y al 1]
2009 Planﬁ 1. Ask the teacher for their Sharing ID #. ¥

hj 2. Enter ther Sharing ID # in the box below . 0
[+ i .\=| NE Dlans 2. Click the "Add Teacher” button.

4, Upon succes ful completion you s hould s =& the other teacher's name listed in

Pleas e Note: Another teacher w ill only be able to view and copy from your plan

Note: Sharing ID #:

2 83 12, guest AI t f .
Once a co-worker grants 3 8 berto (Temcnar) Ancres ISt OT everyone can view your
access to you, you will see X 8 arson. soroan lesson plans.
. . X 8 Hebert, Bridget /
his/her name (if you select 3 83 rronteis TXTEACHER, Kely
the down arrow) in the ﬁﬁm
WILD, MARJORIE
drop-down box under the _
calendar called, [Teachers whose lesson plans | can view: A list of everyone who has granted
My Sharing ID #: 10893 H H
“-Change User-” Fleas & give the Sharing ID # above to those teachers w hog ns you would | you aCCeSS to Vlew thelr plans

their plans - it doas not sllow othars 1o giva thems sl
€ S FONTENOT, HEATHER

€ 88 vevert, Brigget

o€ 83 wip, marioREE 20

Scess to your plans




Lesson Plan Sharing

Accessing Another Teacher’s Lesson Plans
Step 1:
Click on the “Change User” drop-down box. A list of all co- Step 2:
workers who have granted you access to their plans will appear. —
Select the person whose plans

08/16/2010 M_)maﬁ/ you would like to view.

M= B 0 |Page 1 |w| Weekly View || Load Temefate

Once you have selected another’s plans to view,
the main “Navigation Tree” will change to that
person. Think of it as being logged on into his/her
filing cabinet. You have the ability to access and
search the Unit Plans, Templates, and all weekly
Lesson Plans. You will not have access to his/her
Document Library, Calendar, Comments, Sharing,

h -
/2 Search Plans E and Reporting.
8 charing Lon
|@| Curr Portal 'E IEI Home My Planner |.,_-=| Calendars || @ | My Websfe Curriculum Portal ,E Documents 35 Reporting

[ﬁ Templates
E*:‘l Fage 1 [w||Weekly View ] | Print Preview

) 2011 Plns

el 13 4 5 &
3 2010 Plns 3 s 1w ou 2 B Calendar Math Phonological
g 13 M B % T Bell Ringer: Review Days of the week, identify the current  Bell Ringer: Apples and |
(2 2009 pians = oo day. Objectives: TLW listen att
) 2008 Plans f —Change Lser—  [w]| |Objectives: TLW analyze and predict patterns, knowthe  long /o/ words. See pages 21-22
# 1 7007 Dlane order of the days of the week, count with 1:1 . .
= 3ai"ARJ°RIEWILD correspondence, develop number sense, see number Procedures: Segmenting for instructions on
Unit Plans . r
= patterns, group and count by tens, fives, ones, understand  Materials:Songs and Rhy .
:_'_5 Search Plans place value, read the minute hand. cards 13, 27, 47, 57, 73, € Copylng and
@ curr Portal Procedures: Participate in marking calendar, counting tape, H
M) Templates Z [ten grids, hundreds chart, and clock. Discuss concepts Evaluation: Teacher obsen paStIng from a
= g pt
2 2010 pians ¢ |and defend answers based on mathematical reasoning. Resources: K-PPA Card 4 h r | n
HD May £ Materials: Everyday Counts Calendar Math displays and Technology:cd sha ed esson.
H D apri manipulative pieces. Homelearning:none
® 53 March Evaluation: Teacher observation
H D) February Resources: Everyday Counts Calendar Math Grade 1
1) 1enuany Teacher's Guide
7 lo1j25/2014 Technology:MNA
J18];
% z;i;ziz Arached 1 Plans: Swdy Guide Jan. 25-28.doc _
 o1/o4/201d ) ]
& 2008 pians Bell Ringer: Review Days of the week, identify the current  Bell Ringer: Name long /i
= 2nne nlaa- dav hetwaan nnset and rima
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Lesson Plan Sharing

Navigating Around in a Shared Lesson Plan

Example:

Upon selecting another’s weekly lessons, a new
tab will open with the shared plans being
displayed.

Notice that the name of the individual and the
date appear on the tab of the shared plans.

The moving toolbar allows you to

1) copy an entire lesson including homework,

standards, and attachments

2)

copy standards only _;'=_.'-| _:_.'-I

1

Note: You can’t edit another person’s lesson plans.

To edit your plans or to get access to your plans, unit
plans, documents, calendar, comments, searching
capabilities, reporting, sharing, and templates, you
MUST go to the “Change User” drop-down box
(under the calendar) and select yourself as the user.
You can only view and copy another’s plans.

3 w11 12 13
€ 17 18 15 M
3 ¥ B ¥ 7
L

= 2 MARIORIE WILD
Zﬂ Unit Plans

4~ Search Plans

@ curr Portal
H [ Templates
=D 2010 Plans

H D May

H D) April

) March

# ) February

=D January

A o1/18/2014
B o1/11/2014
A otjo4/z014
# D) 2009 Plans
# ) 2008 Plans
H D) 2007 Plans
# ) 2006 Plans
# L2 2005 Plans

Bell Ringer: Review DA

day.

e and predict patterns, kn
order of the days of the week, count with 1:1
correspondence, develop number sense, see number

of the weelk, identify thelcu =

=263

patterns, group and count by tens, fives, ones, understgad

place value, read the minute hand.

Procedures: Participate in marking calendar, counting t
ten grids, hundreds chart, and clock. Discuss concepty
and defend answers based on mathematical reasoning.
Materials: Everyday Counts Calendar Math displays an

Monday

manipulative pieces.

Evaluation: Teacher observation
Resources: Everyday Counts Calendar Math Grade 1

Teacher's Guide

Amached o Plans: Swdy Guide Jan. 25-29.doc

o=

Bell Ringer: Review Days of the week, identify the current

day.

Objectives: TLW analyze and predict patterns, know the
order of the days of the week, count with 1:1
correspondence, develop number sense, see number
patterns, group and count by tens, fives, ones, understand
place value, read the minute hand.
& |Procedures: Participate in marking calendar, counting tape, cards 13, 27, 47, 57, 73, 87, 9
E ten grids, hundreds chart, and clock. Discuss concepts

4

pe,

Phonological | Pho
I Ringer: Apples and Ban:

bjectives: TLW listen attentiv
ng /o/ words.

Procedures: Segmenting Ons
Materials:Songs and Rhymes
cards 13, 27, 47, 567,73, 87. 9

Evaluation: Teacher observatio
Resources: K-PPA Card 48 frc
Technology:cd
Homelearning:none

1=

Bell Ringer: Mame long /o pi
between onset and rime.
Objectives: TLW listen attentiv
long {0/ words.

Procedures: Segmenting Ons
Materials:Songs and Rhymes
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Lesson Plan Sharing
Copying and Pasting From a Shared Lesson Plan
5 Ways of Copying:

1. Copying Entire Week
2. Copylng One Lesson from a Lesson Plan ] Home || [@ My Planner | [ My Planner - BETA || [ Calendars | @] My Website || [li} Curriculum Portal || (&
Block “ 4 August 2010 ¥ » 08/09/2010 Comments */| |z WILD, MARJORIE - 10/26/2009 *
3. Copying Only Standards from a Lesson S M T W T F S |[7 Page1 v weekyview v | (ZPrint Preview
S .
Plan Block 2 o 3 4 5 & B . .CalendarMath . . Phonolo.glcalf.Phone
. . Bell Ringer: Review Days of the weeb'r' "i:-‘"' Bell Ringer: Rime time
4. Copying Entire Column 8| 9 112 13| 14 the current day. - =9 Objectives: TLW identify ¢
15 16 17 18 19 20 21 Objectives: TLW analyze and predict patterns, _et; orally blend onsets ar
H ; know the order of the days of the week, count words.
5. Copying Entire Column Standards. 22 23 24 25 26 27 28 with 11 correspondence, develop number
20 30 31 sense, see number patterns, group and count Procedures: Identifying a
by tens, fives, ones, understand place value,  and the rime _et.
Today read the minute hand. Materials: Pocket chart, ¢
& Procedures: Participate in marking calendar, pet, vet, wet.
TO CO py Entire Week- WIIP, MARJORIE v | | 2@ counting tape, ten grids, hundreds chart, and
' MARJORIE WILD c glockd Discu?ﬁ con(t:_eplts and defend answers Evaluation: Teacher obse
« ” a ~ = based on mathematical reasoning. Resources: K-PPA Card
1. Go to the Change User drop-down box [ unit Plans I'E:J!at?rials; Edveryday ??unts Calendar Math  Technology:na
and select the person from whom you want Search Plans ISpiays and manipuative pieces.
i Evaluation: Teacher observation
to copy. See page 19 for directions on = Gl Curr Portal = Resources: Everyday Counts Calendar Math
changing to another user 4[] Templates Grade 1 Teacher's Guide
. ——em — Toacrhnalamme KA
2. On the lesson plan tab (with the person’s
H H E m Portas 'q Bocuments i Repaorting
name and date), click the Copy page icon. _
len WILD, MARIORIE - 01/25/2010 *|| || 08/30/2010 '*
3. Click on your weekly tab (the tab to which Page 1 | |Weeky View |v rom tempiate... || P Settin
you want to paste the plans). — Paste Page
. . . . 8 9 0 G
4. Click Paste page icon (you will not see this ” o1e o2 21 g %
icon if you are in another person’s planner).’ N Z
Also notice that there is just a DATE on this | © */*
page — not another person’s name. That’s e
. D . K w
how you know you are in YOUR lesson D; i
4 Karen Doga e
p|anS @ Unit Plans %

23



Lesson Plan Sharing
Copying and Pasting From a Shared Lesson Plan

To Copy ONE Lesson Plan Block: o osasano [ovasiaoto o, warioRe
Mo Tu_We Th _Fr Q*:‘n Page 1 [¥]|Weekly View [¥]
1. Go to the “Change User” drop-down box and s owonon oo e Phomological/ Pho
15 17 18 15 20
Select the person from Whom you want to i; ;1 3 % 7 Bell Ringer: Review Days of the week, identify the _II R_inger: App!es and Elar_ﬁ
. . day. gjectives: TLW listen attentiv
copy. (See page 19 for information on —Change User—  [#]|  |Objectives: TLW analyze and predict patterns, know #e  long /o/ words.
. order of the days of the week, count with 1:1
Changlng to another User.) 5 & mARIORIEWILD correspondence, develop number sense, see numberEI Procedures: Segmenting Ons
@ unt pians patterns, group and count by tens, fives, ones, underdtand  Materials:Songs and Rhymes
HY 4~ SearchPlans place value, read the minute hand. cards 13, 27, 47, 57, 73, 87, 9
2' POS't'On your mouse over the bIOCk you want @) Curr Portal Procedures: Participate in marking calendar, countingftape,
to Copy_ B Templates & |ten grids, hundreds chart, and clock. Discuss concepts Evaluation: Teacher observatio
2D 2010 Plans g and defend answers based on mathematical reasonin4‘_ Resources: K-PPA Card 48 frc
. vy . D Ma = Materials: Everyday Counts Calendar Math displays apd Technology:cd
3. On the moving toolbar within that bIOCk, click 2 p,p:| manipulative pieces. Homeleamning:none
on the “copy,, button 1 H ) March Evaluation: Teacher observation ; .
. ) e, ot —— S ol aibdibinle 0 U il ' il rﬂJ
) ) B0 1anuary Teacher's G_UIEIE
4. Click on your weekly tab (the tab to which o lavmeisard | 1echnology:NA
you want to paste).
5. Position your mouse in the block of your
planner where you want to paste the lesson [ [ [E] C8/16/2010 | [ FONTENOT, HEATHER - 08/16/2010
copied. On the moving toolbar within that % K [Poaet | eeky Vew || et Prevew |
block, click the “paste” button. Freparin o fea M —

To Copy Entire Column or Column Standards:

1.
2.
3.

To Copy Standards ONLY (from one lesson plan block to another:
1.

2.

Bell Ringer/Anticipatory Set: hagu

b - |:|;| Copy Column r.
introduce themselves to ¢ ates; discuss wh

L_|_,| Copy Column Standards B
T, FIOency

ants, blending, 2. Reading

1age, and dictation. 3. Handing Off

Move your cursor to the top right corner of a column heading.

Procedures:
1. Phonics £ Resources: SRA Teache

Click on the black triangle to display two choices. Ad (GS2) Story 1, students’ books

Click on the “copy” button for either the COLUMN or COLUMN
STANDARDS. Choose the lesson plan tab to which you want to paste.
Click the “paste” button.

Move your cursor to the top right corner of a SINGLE lesson plan box. On the moving toolbar within /Iq:r%'j
that block, click on the copy standards button. b 4

Repeat steps 4 and 5 from above. 24



Uploading and Attaching Documents

Note: To link a document to a lesson plan block, you must first upload the document into your “document
library.” After your document is in your library, you may attach to a day’s lesson, to a homework assignment, or both.

Step 1 — Click on Documents tab

gl Home | @ My Planner | ] Calendars | W | My Webst B Cursicatum Portat ([ [ Docaments || 1%/ Reportin

=1 08/16/2010

M Pagel > |Weekly View | | Load from temyplate (7| & Serings (ipe

102 03 4 5 6§ 7
§ 910 11 12 13 14
15 16 (17 [18] 19 20/ 2t

22 23 24 25 26 27 28

Mon BilG

18 30 31

Step 3- Click on Add File(s), then navigate to your
computer’s location of the file(s) you wish to upload.
Click on the file. (If you have more than one, hold
down the CTRL key and select multiple files.) Then
click OPEN.

L ploa x EEH
Add Fie(s) @ Clear Quene i
Fiienamy taius Progess L
341
o T
Select file(s) to upload by wwlv.oncoursesystems.com 25
e Videos - @32 b

“i»

Recent Places

%

Beklap Wildlife

Step 5 — Once the document in the document library, click

in the lesson plan block in which you would like to attach the
document. Click on the “Attach Documents” tab, find the

document and select the box as to where it is to be attached.

Click Save & Close.

li8 Homs
© Refresh - Expand/Collapse Al % Delete b Cut L[] Copy [EiPaste | |2
My Documents Name l S
Doga, Karen

Step 2 - Click on the Add Document button to upload a
document into the Document Library.

@ My Planner wt| Calendar @ | My Website B Cuormiet\gm Portal

" Documents || 15 Reporting
ddor || 3 Views ~

| Add Document | Type
% 4th grade Math GLEs during 1st 9 wks of NaN ME currmap File
™ Allen- Fairview High?2 xls 20 KB Microsoft Excel Sm
# bridges.doc 173 KB Microsoft Word Do

Step 4- Click on Upload File(s). The Progress bar
to the right of each file will increase until all have

reached 100%. The time to upload will depend on the
size of your file(s).

& Upload your files X
& Add File(s) i Upload File(s) @ Clear Queue
Filename Size Status Progess
Wildiife wmv 25 MB Queued [ 0% ]

& Upload your files X
& Add File(s) A Cancel Upload
Filename Size Status Togess
Wildiife wmy 25MB  Uploading.. [ 8% ]

Edit Lesson Plan =1
Day (Monday || Pesiod: Period 1 e Save Close Save & Close
+” Edic PansHomework | B Arch Units | & Attach Documents | 52 LA Aduk Edncation | S8 LA Conten: S

Folders %' Attach Te Lesst Attach To Homew Name

Dopa, Earen —> Ca L o brndges doc

B Cityd02 jpg
E nuc 5748 ine
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Accessing the Standards or Grade Level Expectations

The Grade Level Expectations can be accessed via the Lesson Plan Editor. To access and link the GLEs into your lesson,
follow the steps below.
Step 2:. Scroll to the right and click on the

Step 1: Getinto the Lesson Plan Editor by clicking inside a tab labeled with the standards you are

lesson plan block. Pay attention to the day of the week and looking for OR click on the double-headed
the subject area for which you are planning. arrow and select the standards frqm the
listing provided.
[rm— [ [T — ] YR [ | Shudet Stmts | 8 Btimcarce || B | @
AdFIE A0 Y Edir Lesson Flan T
S M T W T F S [E K [Page1 | WeekyVew wll|Lood momtemalate o ||| g setings | SPrint preview | 1 roatiana|H8 My Planner clsssic. Bl '“"f'd"‘-" ek Morning 5 ".EI_T“ ___'_._ — s > B —
+| & Edit PlansHomenork | 2 itz | g Antach Documents || g Chass Linkng | 88 CCC s
~— R, S Worming Setting n Reading Phanics | Word Work atn - B Attach Trits
= [ Monday 8:00-2:10 HMonday 8:30.9:15 Monday 3:159 50 Monday|10:00-10:30 | t Enter Lesson Plan Here - (3360 Characters Remaining) o
A R READING PHOMICS | WORD |1 TH: i e 5 i | & Attach Docqments
15 (48 47|[38] 18| 23] =t ARRIVAL: hindsrs lunch B x by B e e =nald) i B Class Liking
33 23 1M 25 28 X 2% shcks, attendanceflunch count Lesson Lesson Lesson: Foot family " Fontsize " |[B U [E SRS |(IRFEE A-E 20T = -
. l= Monday 8:00.8:10 w CCCS for Students with ..
o - Monday 8:10-8:15 | " | % Commea Core State Sran
o g PRAYER ! PLEDGE / ARRIVAL: binders, lunch sticks, attendance Tunch count o2 T Ad
hange Lss «| = SCHOOL ANNOUNCEMENTS

Monday 8:10-8:15

Monday B:15.8:30

T LA Extended Standards
PEAYER ! PLEDGE / SCHOOL ANNOUNCEMENTS

W iLEs
DAILY FOLDER P L
H Monday 8:15-8:30

% LA Standards Ssrvinz 4

008 -00.9:45 - ¥ ; % 1 2 -
] Tuesday 8:00-8:10 Tuesday 9:00-%:45 Tuesday 9:45-10:00 Tuesday 10:00 - 10:30 DAILY FOLDER - %l NF Core Ciar
& shanng ) BEADING: PHONICS / WORD WORK: MATH: i 545 PraSetioal
17 cass Vaidenancs E ARRIVAL: bindars. lunch Enter Homework Here - (1360 Characters Remaining) :
(@ Curr Parin sticks, attendancedunch count Lezson Lesaan: Lesson: T T R =0 || W NI Standards Chifica...
3£ Templtes - - m—— I R e e e e o 1 i raT
¢ || Foot famity ~ Fontsize 1+ B X U |[EE=SS|(E TS A-%- E0TF-m R
i 5 AaM

Step 3: Click on your Content Area. ! il

T st SeategiesMerhods

« LUndo Changes

0l

Edit Lesson Plan
Save Close Save & Close

% Step 4: Select

Extended Standards || 3 LAGLEs || G LAT= %
dult Education || G2 LA ContentStds || £ LA you r g rad e | evel

Day: | Monday ¥ | Period: | Period 4
+ | Common Core State Standards 1"2, L5

Content Areas

Grade Level: | = from the drop-
Name Prekindergarten (2004) down ||St
LA English Language, Kindergarten {2004)
LA WMathematics Grade 1(2004)
LA Physical Education Grade 2 (2004)
LA Science Grade 3 (2004)
L& Social Studies Grade 4 (2004)

Grade 5 (2004)
Grade 6 (2004)

Femdn T FACNAY
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Inserting the Standards Into Your Lesson Plan

Edit Lesson Plan =P

Day: Monday | Peripd; Period 4 w

Save Close Save & Close

+ |, Common Core State Standards || & LA Adult Education || £ LA Content Stds || &) LA Extended Standards || 3 LAGLEs || G LA = |3

Mathematics

Step 1- C“Ck the l,_\_-':l next to the €3 Back To Content Areas | 4 Search «— Grade Level: Grade 4 (2004) hé
standard/GLE(s) that you want to
link to your lesson.

MA.4. - Number and Number Relations &

N
|-~ J 0x MA.4.1 - Read and write place value in word, standard, and expanded form through 1,000,000

m

Instead of
scrolling
through all
standards/GLEs
, use the
“Search” feature
to find GLEs
related to a

particular topic.

J 0x MA.4.2 - Read, write, compare, and crder whole numbers using place value concepts, standard netation, and medels through 1,000,000
- 0% MA.4.3 - llustrate with manipulatives when a number is divisible by 2, 3, 5, or 10
. u) 0x MA.4.4 - Know all basic facts for multiplication and division through 12 x 12 and 144 = 12, and recognize factors of composite numbers le
Note: The number next to the than 0
button Wl” dISplay the number Of \_,) 0x MA.4.5 - Read, write, and relate decimals through hundredths and connect them with corresponding decimal fractions
. | k d h . u) 0x MA.4.6 - Model, read, write, compare, order, and represent fractions with denominators through twelfths using region and set models
tlmes you In e t at Item J 0x MA.A.T - Give decimal eguivalents of halveg, fourthe, and tenths
th I’OUghOUt the year I:I:I: J 0x MA.4.5 - Use common equivalent reference points for percents (ie., ¥, %2, %%, and 1 whole)
J 0= MA.4.9 - Estimate fractional amounts through twelfths, using pictures, models, and diagrams -
4 I 3

The standard/GLE selected will
appear in the window below. = g o
@ 0x

@ 0x
To “unlink” the GLE from

Standards Linked To This Lesson Plan

Standard Set Content Area Name:

MA.4.6 - Model, read, write, compare, order, and reprezent fractions with denominators through twelfths using region and set modelz
MA 4.7 - Give decimal equivalents of halveg, fourthe, and tenths
MA.4.8 - Use commen eguivalent reference points for percents (ie., %, ¥3 34, and 1 whole)

MA.4.9 - Estimate fractional amounts through twelfths, using pictures, models, and diagrams

“%

Note: A flag icon will be
placed at the bottom of
the lesson plan block
symbolizing that

@ 0x

4

your lesson, click the @

L

Standard Set

Grade Level

@ Grade LevelExp... Mathematics

Step 2: When you have finished
adding standards/GLEs, click
“‘Save & Close at the top right of
this window.

Standards Linked To This Lesson Plan

Exp...

i ,  standards/GLEs were
linked to the lesson.

£

Content Area Name

Morning Settling In
Monday 8:00-8:10

Mathematics Read, write, and relate decimals through hundredths and connect them with correspending decimal...

Read, write, compare, and order whole numbers uzing place value concepts, standard notation, an..

s, lunch sticks, attendance/lun
Monday 8:10-8:15

PRAYER / PLEDGE / SCHOOL ANNOUNCEM

hon S

Monday 8:15-8:30

DAILY FOLDER
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Inserting Power Standards Into Your Lesson Plans

Some districts / schools have

chosen to mark or indicate which £ S —_—
Standards ShOUld be em phaSized _ O Day: Monday |¥ | Period:  Reading N _ Save Close Save & Close
these are Ca"ed POWGI’ Stan d al’d s * \nts || & Class Linking & CCCS for Students with Severe Disabilities (NT) % Common Core State Standar » ¥
ti College- and Career-Readiness Standards and K-12 English Language Arts
@Back To Content Areas » Search Grade Level: | College- and Carger-Read | v
These Power Stan d ard S W|” be Power Standa.rdi‘:’;w]ezr St:ldarIis: Disl:;i:; E:jlltire Year hd Show Only Flagged Items
. . . AK-12. - Key Ideas and Details Pl
Ind Icated by d Ifferent CO|Ored i = ) 0x LAK-12.R.CCR.1 - Read closely to determine what the text says explicitly and to make logichl inferences
flag to the |8ft Of eaCh Standar \ from it; cite specific textual evidence when writing or speaking to support conclusions drawyl from the text.
&) 0x LAK-12.R.CCR.2 - Determine central ideas or themes of a text and analvze their developglent; summarize
The colors indicate the level of key supporting details and ideas.
importance set by the SChOOI or & 0x {1);21;—;12-.1{.(3(:1{.3 - Analyze how and why individuals, events, and ideas develop and inferact over the cow
district personnel. _ LAK-12. - Craft and Structure
. bf &f ) 0x LAK-12.R.CCR.4 - Interpret words and phrases as they are used in a text, includigfe determining technical
Link these standards the same 1 connotative. and figurative meanings. and analvze how specific word choices shapg meaning or tone. h
way you did the others, by ‘ i '
CIiCking on the “Link th|S Standards Linked To This Lesson Plan ¥
Standard” button ,H_\__.;:l | Standard Set Content Area Name

1 ® Common Core § College- and Car Interpret words and phrases as they are used in a text/including determining technica

¥ © Common Core & College- and Car Read closely to determine what the text says explicitffy and to make logical inferences

To “unlink” the Power
Standard, click on the red

circle icon to the left of Finally, when you have finished
each Power Standard adding Power Standards , click
shown in the bottom @ “Save & Close at the top right of
section. this window.
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Inserting other Data Sets Into Your Lesson Plan

" Edit Lesson Plan SEXE
l'- Day: Monday |~ Period: | Morning Settling In & Save Close Save & Clo ih 1
oy Brodents Witk fevece Desties (T | Com TR e TR 3 1 2 ol & Edii PlansHomework Oncourse has the ablllty to prOVIde
‘or Students with Severs Disabilitics (NT) || 88 Comman Core Siate Standardsggia T A Aduit Tducaias —

B Avcn vats other data sets for tracking.

I;i Enter Lesson Plan Here - (4000 Characters Remaining)
« Attach Documents

B I N [eme %, x' =0 2 |H ; | i Be

—————— = i " = Class Linking . .
Fomtmly ~ Fomsize - |B Z U SESESS(ECEE|A-Y- 2 H T = Some include;
Monday 8:00-3:10 =5 CCCS for Smdents with. -

| & Common Core State Stan. .

1 ARRIVAL: hinders, lunch sticks, attendance/ Tunch count ® AccommOdationS and MOdiﬁC&tiOI’lS

& LA Adult Fducation
Monday 8:10-8:15 & LA Contont Stds

52 LA Extened Standards
& 1A GLEs

Resources / Materials / Technology
Used in lessons

PRAYER / PLEDGE / SCHOOL ANNOUNCEMENTS

HiMonday 8:15-8:30 % LA Standards Servina 4., T A N
| DAILY FOLDER - 7 N7 Core Curr ypes or Assessments
7 vork Here - {2 sk sis Fecmmiitin 5 NJ PreSchog) . . i
b maehle G v e =k Learning Strategies
G I R | 22 %, =’ = 3 |E | -
|| Fort family - | Fomisize - |B Z U [ EE=S(E === |A-W- 2§ F-m %MT
l i NOTE: A district or school can

o s submit a data set for OnCourse
g " D Uno Changss SUPPORT to upload and
— distribute to specific accounts

Parameters ! Leseon Plan Repors = Orher References Correlated o Lesson Mans ..

_ (] Lo e — T Wiaey 5 oS OR your System Administrator
et ; P can handle this process.

Data Set A For Teacher: Doga, Karen

Acromodatons & Modificatons i L Lif Date Range: 08/11:2006 - 03/18/2010

s;hhlo:_" Ay = _-xlfcémtod.llio.ns & Modifications . i

e TR District and School

e _ Administrators can run reports
pametd . R on any data set to track how
View. t| - .

often these items are being

taught or used in the classroom.
(Sample report on
Accommodations &
Modifications shown to the left.)

Relerence Count % of Total
Ermronment GO0 3574
TestQuizees 430 25.2%

[nsfmuctina 231 13 3%

ore 29




Searching for Lesson plans

lid] Home || @ My Planner

Your individual lesson plans are archived e N

continually making them available at all 12

times, if you have an active account. 5.6 8 9

12 13 14 13 16

. 9 20 21 22 23

You can locate them by: — .
* Using the SEARCH PLANS feature, also o

located to the left in the Navigational tree,
4 & Karen Doga

[F Unit Plans

# 42 Standards Taught Report

OR | Comments
s+ Search Plans
& Sharing
\&l Curr Portal
*Using the Navigation Tree to the left and @ (3 Temglates

click on the appropriate year/month/week (12011 Plans

to locate your plans, 292010 Plans
® ] September

23 August
=108/30/2010
=108/23/2010
=1 08/16/2010
1 08/09/2010

NOTE:

You can use the same steps
to search your “sharing”
colleagues lesson plans
also. Just the Change user
first.

highlighted.

m

%| Calendars || @] My Website || ) Curriculum Portal
LS (| =] 09/06/2010 » Search Plans ~
E S Search Text: equations
3 4
wl 1 Date riod
17 18 Mon, Aug 23, 2( Petiod 1- Algebra I
24 25
e
-

Mon, Aug 29, 2( 4th Grade Math: 8:15 -9

To use the Search Plans feature:
* Type in a keyword in the Search Text window and click Search.
* Any lesson plan with that keyword will appear with the keyword

= Documents || = Reporting

» Search
Notes

Bellringer/Anticipatory Set: 1)Answer questions |
2) LEAP 21 practice set # 20--22

Objectives: TLW represent the relationship in a si
Procedures:

1) Enter bellringer data in spreadsheet using prese
2) Class discussion-- establish patterns to develog
3) Guided & independent practice--worksheet wi
4) Introduce creating equations using real-life exa
5) Small group work--create equations to express
Resources: Teacher generated activity sheet, 4th
Evaluation: Teacher observation, rubric for small
Use of Technology: Presentation system; spreads
Content Standards/Benchmarks/GLEs:
OnCourse: use LA GLEs tab

Handwritten: list GLE numbers: 10,1439 44

Bellringer/Anticipatory Set: 1)Answer questions {
2) LEAP 21 practice set # 20--23

Objectives: TLW represent the relationship in a si
Procedures:

1) Enter bellringer data in spreadsheet using prese
2) Class discussion-- establish patterns to develog
3) Guided & independent practice--worksheet wi
4) Introduce creating equations using real-life exa
-create equations fo express
Resources: Teaclfr generated activity sheet, 4th
Evaluation: TeaCher observation, rubric for small

Hafttwritten- list GLE numhers- 10 14 30 44

* Click on that lesson and the original lesson plan window will appear.
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To run areport:

Step 1: Click on “Reporting” Tab.—

The “Reporting” window will
open.

Step 2: Select Type of Report.

Reporting

The reporting feature allows you to run your own personal reports to see what standards you have taught and how often.

lid rome || [ My Plannes

Category Title

Lesson Plan Reports (2 Reporty)
H  Administrative Lesson Plan Comments

&l Standards

Parameters
@BackTo Report List
Teacher:
Karen Doga
Option:
[only Show Me Standards I Have Linked

Only Show Me Standards I Have Linked
Show Me All Standards - (Including ones not linked)

End Date:
08/18/2010 |

View Report

Standards Correlated to Lesson Plans

Step 3: Select which
Standards you want in the
report:

“Only Show Me Standards | Have
Linked” Report - displays all GLEs
linked and the number of occurrences.

“‘Show Me All Standards” Report —
displays all GLEs for that subject/grade
level. The GLEs linked and the
frequency are highlighted in bold print.
GLEs not linked are grayed out.

|=| o8/16/2010
T X |[Page
1 2 3 4 L] ¥
8 9 10 11 12 13 14
15 [ 18 _1? 19 20 21 %
2 23 24 25 26 2T 28 c
29 30 3 =
Today
v
A&KarenDoga E
@Unﬂplans 22
) Lz} Standards Taught Report =
.| Comments

» | Weekly View |» ||| Load from template

Parameters #
@BackTo Report List

Teacher:

Karen Doga b

Option:

Show Me All Standards - (Including ones not linked)

Start Date:
08/18/2010 |

End Date:
09/30/2010 &3

A
Step 4: Select

start and end
dates. You can
either use the
calendar icons
or type in the
MM/DD/YY
format.

Step 5: Click “View Report” button.
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Reporting

Another way to access your own personal reports to see what standards you have taught and how often is using the
Standards Taught Report, which is located in the Navigation Tree (to the left of the Lesson Planner view.

To run this report:

Step 1:

Click on Standards Taught Report; then click on Add
Report. (This allows you to create a report and s
OnCourse saves the parameters so you can access the

report quickly in the future.)

Step 2: The setup has 5 steps. The first is to

give your report a name that will easily be
recognized in the future. Then click NEXT.

Getting Started

®

Please choose a name for the report.

4th zrade Math GLEs during 15t 9 wks of 2010-11

omE @ My Planner

4 44 L1

August 2010

[ w 2Ji F S

1 2 3 4 5 & 7
1011 12 13 14
17 19 20| 21
24 25 26 27 28
29 30 3

Today

nge User v

F] &. Karen Doga
@ Unit Plans

# Lz} Standards Taught Report
.| Comments

Genting Started

Step 3: Select
the way you
wish to see your
data — by the
Day, Week,
Month, or Year.
Click NEXT.

End Date:

|&¥| Calendars

@My Website || [l Curniculum Portz

|=| o8/16/2010

O [ % |[Peset

hlon M6

Tue 517

» | Weekly View |» ||| Load from template b

Please enter the date range and format you would bke to see in the data

Data Formar
/ Start Dale:

Day
Week
Month
Year

& Settin
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Reporting

Step 4: Enter the date o
range of your report. You

may type in the

MM/DD/YYYY format o

Please enter the date range and format you would like to see in the data.

use the calendar to the Date Format | Day
right of each field. Start Date: 08/12/2010
End Date: 09/30/2010

Step 5: From the drop-down  Getting Started
fields, you are to choose :

@

(1) Your State,
(2) A Data set (these are Please choose a standard set to add to the report. (You can add more later)
specific to your state.)

State: LA
(3) A Subject Set: I

Subject: ANO Grade Level Expectations
(4) A Grade'level /Year Grade/Vear- Adult Education Content Standards

e Content Standards
Click N EXT. Extended Standards
Grade Level Expectations

Standards for Programs Serving Four-Year-Old Children

Step 6: Choose your
name and then CIiCk NEXT. Please choose a standard set to add to the report. (You can add meore later)
Lastly click FINISH.

State: LA
Set: Grade Level Expectations
Subject: Mathematics

Grade/Vear: Grade 4 (2004)




Reporting

‘alendars || @ | My Website B Curricutum Portal || (™ Documents || I= Reporting

NOt|Ce' the _Standards (Or = 08/16/2010 || &F Scope/Sequence Add 4 4th grade Math GLEs during 1st 9 wks of 2010-11
GLEs in this case) are in

i Standards Staff and Classes Edit Settings
two different colors:

Staff & Classes
Gray : these haven’t been
taught or linked yet.

¥ LA Grade Level Expectations > Mathematics > Grade 4(2004)
A.4.} Number and Number Relations

To the right, the

BlaCk: These have been lace value in word, standard, and expanded form through 1 Standards that
. . and order whole numbers using place value concepts, standard notation, h b
taught / linked. ave been
es when a number is divisible by 2, 3, 5, or 10 taught are

{\IA 4. 4} Know all basic facts for mlﬂnphcanon and division through 12 x 12 and 144 = 12, and recognize
factors of composite numbers less than 50

indicated on the
FREDERICK, DENSE " M HMuMMMS  date(s) they

Only show standards not referenci

{MA.4.5} Read, write, and relate decimals through hundredths and connect them with corresponding
decimal were taught.
% {MA.4.6} Model, read, write, compare, order, and represent fractions with denominators through twelfths
The plaramett)ersc?{ tZebreplprlt(. NOTE: Don’t forget to click on You can also change which
canﬂ? W?ys € editec hytc IcKIng SAVE CHANGES, if you do standards are shown in the
on the step(s) you wish to make any. report. (top right side of report.)
al B Documen =r
Filter Standards: | Show All v || ¥ Delete Report
A2 4th grade Math GLEs during 3 Show Afl 1E

Standards Staff and Classes Edit Seftings B
Only show standards referenced

Staff & Classes

¥ LA Grade Level Expectations > Mathematics > Grade 4(2004)

¥ {MA.4.} Number and Number Relations If needed, you can always

DELETE the report.
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| Edit Lessom Plan
O Day: Monday |> Perind | Morming Settling In N

* \dards Clarification | 52 & AgM || B Unified Arts Fss

& Created On
& 081820101113 4 )

ARRIVAL: bmders, anch sticks. attendance/Tunch count

PRAYER / PLEDGE / SCHOOL ANNOUNCEMENTS

Monday §:15-830

DAILY FOLDER
& 03182010 0957 &

d Mondav B:00-3:10

ARRIVAL- binders, lunch sficks, attendancedunch count

Monday 8:10-8:15

PRAYER / PLEDGE / SCHOOL ANNOUNCEMENTS

Monday B:13-8:30

DALY FOLDER
2 08182010 0057 &' Objective:

Asseasment

Unit Plans

Teachers can create Unit Plans
which may span several class
periods or weeks. These need to
be entered as a Unit Plan and not
as a Daily Lesson Plan.

Step 1: Click on the Unit Plans
icon in the Navigation Tree.

&2 Inze Stratzag

hodz | & Undo Changes

Other Features

afx

Save Close Save & Close

Homework

Undo Changes
$=—— Oncourse has an Undo Changes feature. Inthe

. Edit Lesson Plan view, click the ‘Undo Changes’
tab and a list of the last changed versions will
display. Select the version you would like to
restore and click on the restore link. Remember
to click Save & Close.

1l

Step 2: Click on Add
Unit Plans button.

Step 3: Type in the Unit name,
Group/Category, and choose a preloaded
/ District or School template if provided from

|im] Hame @ My Planner E Lesson Piagh

the Load Template drop-down window.

- PNy Account @ Help (Lo

@ | My Websit= _'E Domuments .]"-= Reporting || 58 System Manage

g

| Unit Plans '*

5 Add Unit Plan =

| Add Unit Plan ol%
] / Unit Plan Revisions
8 9 Wk A 420 3 04
15 18 [17] 18 19 20 2 Name: Inteper Unit
22 |23 || 24 || 25|| 26| 27| 28 | Category: Algebra 1
23 30 3
= Load Template: e

Today » v, . Rayvile High School Unit Plan Template
) %ha X gy e
Fontfamly  + Fontsize B r U EEEE|EEEZE AW | EH T R

4 _': Jill Doga

| Templates

2010 Pans

the unit plan.

Step 4: Typein
the specifics for
your unit here in
the main part of

Step 5: Click SAVE then CLOSE.

Step 6: The Unit still needs to
be attached to the Daily lesson
Plans inside the Lesson Plan
editor.
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Calendars

Use of the “Calendars” feature can prove to be a valuable organizational tool. All homework assigned will appear in
BOTH the My calendar and on the homework calendar on your website. You also have the ability to add “private”
information to your My calendar without posting it to the website.

Step 1: Click on
the “Calendars”
tab next to My
Planner.

Step 2: Click on
either My
Calendar
(which is the
one published
to your website)
or

click on the +
sign to the left
of your
school’s name
to see all the
different
calendars
available at your
school. Choose
a calendar.

i8] Home

5

1

8

@ My Planner

2 3 1 & e Y
LU T G S 1 e 1

"4 August 2010 ~ L

Wk. 8 M

34

T W T F 8§

L2 3 4| 36| 7
8 9|10 11|12 13| 14

3 15/(16 (17 18]/ 19 20| 21

22)123|(24|125|| 2627 |28

352930 31

Calendars

= Church Point High

= Church Point High School C
| My Calendar

1 0811612010
M T W T F §I|F

X | Pape 1

My Calendar

© Add Event €

v | Weekly View

Calendars

You can add Notice you can View Public

""" events, delete view your Calendar, Print,
events and calendar by 1 or navigate
refresh calendar  day, 5 days, 7 through other
here. days, or Month. months here.

‘ €3 August, 2010 G_a‘

v Calendar

=) Add Event & Delete Events & Refresh =/ 1 Day =2l SDays =| 7 Days | Month S Print () View Public Calsndar
Eun Mon Tog Wead Thu Fri Sat
30 Auzl 2 3 4 2 i
31 g E 10 I 1z 1
4= Homework 4 Homework 4 Bomework 4% Homework £ Homework
i ***Ticher 4 ***Teacher 4 ***First Day of’
i Trawtng Sehool
32 BE] 16 17 18 15 20
| &Cookic Dough | o CookicDough o/ CockicDough | CaokicDough | Cookit Dough o) Cookic Daugh
Fund Raizer Fund Raizer Fund Raiser Fond Raiser Fund Raiser Fund Raiser
33 22 23 24 25 26 mors 27
o CookisDough . Cookie Dough . Cookie Dough i CookieDough i Cookie Dough ) Coolkie Dough
Fund Ranser. Fuoad Raser Fund Rasser Fund Raser Fund Raser Fund Rawer
4i» Homework 4% Homewerk #» Homework 4 Homework { Homewerk
£00pm - Dr. APPT.
34 22 3 3 Sep 1 2 3

Notice some of the events are
District (red), school-wide (orange
and green) ,class (Homework), and
even personal (blue). You choose
the colors to use to highlight the
event.
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Adding Events to Your Calendar

Step 3: Click the “Add Event” button.

Add Event Delete Events Refresh 1 Day 5 Days T Days

Sun Mon

Aug 1 "5 Add Event

Properties || Descriptior

Subject:

Step 4: The Add Event window will appear. Type a
title or subject for your event, a location (optional), a
web link (optional), and a start date/time and end date/
time if the event spans over several days (optional).

If it is an ALL day event,
check the box provided.

Step 5: Select a color to highlight
your event on your published
calendar from the drop-down field.

Location:

‘Website Link:

(£

Homework

End Time: Wed 8/18/2010

Color:

= L | | Male available on teacher website

appear on your public website
calendar if you check the “Make

Cookie Douy
Publish On:

|| o
i

Cookiz Dough Fund Raiser Cookie Douy

Homawnrl

Teacher Tip: Your calendar can also be a
great personal organizational tool. You can
include notes and reminders to yourself that
only you will see. Examples include faculty
meetings, scheduled professional
development workshops, the date of your
formal observation, due dates, reminders to
make copies, etc.

Start Time: Wed 8/18/2010 [

3:00 PM ™ |[C] All day event

[ | 4:00 PM e

Step 6: The above information will

available on teacher website” box
and select the date you want it to
publish. If you leave this box
unchecked, only you will see this
event on your calendar.

[ ok ][ Close |

Step 7: Click OK to save this event.
Click Close if you wish to cancel the
entry.
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