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Preface

Thank you for purchasing Instruction Planner™ of Collaborative Learning Inc.™ This manual contains
instructions for setting up and using your new web-based productivity program.

Tip - Itisimportant to remember that after logging in to Instruction Planner™ one is no longer browsing
the Internet, but interacting with software located online. For this reason, it is imperative to use the
navigation tools of Instruction Planner, not the Internet Explorer or Firefox, or other browser toolbars.

Collaborative Learning Inc., founded in 1999, is the leading company in productivity software enabling schools
to plan, monitor, and analyze instruction and curriculum with targets, benchmarks, and standards.

From our roots in curriculum mapping (Curriculum Mapper) to the July 2009 release of the “next generation,”
Curriculum Improvement Studio — an integrated suite of programs — we remain dedicated to outcomes-based
planning of instruction, the refinement and publishing of curricula, and the analyzing of student performance,
all web-based, in real-time.

Used by thousands of schools and over one million educators, we guarantee successful implementation for
every school, with a team of professional development consultants who are experts in curriculum, mapping,
instructional planning, and assessment. They have highly valued academic and real-world classroom
experience to work with you to reach your achievement goals.

Research has shown that the variance in student learning is directly related to curriculum and instruction that
is aligned, or misaligned, to desired outcomes and standards. We strive to produce programs that provide
quality tools necessary to the critical decisions that improve student performance, making schools, teachers,
students, and communities more successful.
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Preface

About this manual

About this manual

This manual is designed to help you get started using Instruction Planner. It contains the following:

. Customer service information

. Introduction to Instruction Planner

. Detailed directions for setting up the system

. Detailed instructions for creating, revising, and using your plans and sending them to Curriculum Mapper

. Administrative Functions of Instruction Planner

Logging into the System
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Preface

Logging into the System

1 Use an approved Internet browser to navigate to the website — login.clihome.com

2 Enter the User ID (Universal ID) and Password provided. (All passwords are case sensitive)
3 Click Log In.
4 Enter primary email address, either school or personal.

5 Change Password. (Passwords are case sensitive; must be 6-12 characters in length, and
include only letters and numbers.)

6 Accept the terms and agreement when requested.

7 Click Continue.

8 The Personal Profile Page will appear.

9 Complete the Personal Profile Page and SAVE the profile

10 The Product Selection Page will appear

1 A Confirmation Link will be sent from Collaborative Learning to your email address. This is
the “Confirmation” step. Click on the Link provided within the email.

2 Clicking this link confirms your email address and you will see a pop-up window notification
that your email address is now confirmed. This means that you can now use your email
address as your User ID.

3 Close out of the email once completed.

Tip - Should you not confirm your email within 72 hours, when you attempt to log in to the program, you
again will be asked for your email, which will generate a second confirmation email to which you must
respond.

Collaborative Learning Inc. Instruction Planner™ User Manual vil
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Creating Your Profile

1 Go to www.clihome.com and click on Login at the top of the page.

2 Enter your new User Name (your email address) and new Password (if you changed it).
3 Click Log In.

4 The Product Selection Page will appear.

5 Click on Instruction Planner

Tip * Keep in mind:
 For future logins, the Universal ID or primary email may serve as the user name
- Confirmation of the email address must occur in order to use your email.

« Until confirmation occurs, the User ID (Universal ID) may be used.

Users have the ability to provide information that will customize their program and help Collaborative
Learning communicate information relevant to their grade, subject or interest.

Your Profile may be accessed from any page by clicking on My Account.
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Select Instruction Planner to Begin...

Select Instruction Planner to Begin...
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Getting assistance

Collaborative Learning, Inc is committed to assisting our customers. The Help system is simple. The system is
designed to provide you a variety of tools for finding answers to your questions using a variety of resources:

. Call: 800.318.4555 and speak with an Account Manager

« Email: support@clihome.com

« Call our Tech Support Hotline at 630.282.1646 — we are available from 8 am to 10 pm Eastern time

. Contact your Sales associate

. Grab a variety of resources from our online help indicated by a ) on most pages

. Download complete manuals and Quick Guides from our Resource and Help menus.
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Preface

Conventions

Some or all of the following conventions appear in this guide:

Bold anewterm ...called a source object.

Alternate color (online only) hotlinked cross-references to other sections in this ..see Chapter 3, Data Migration.
guide; if you are viewing this guide online in PDF format, you can click
the cross-reference to jump directly to its location

Italic words that are emphasized ..the entry after the current entry...
the titles of other documents PLATINUM General Facilities Reference Guide
syntax variables COPY filename

Monospace directories, file names, command names, computer code &HIGHLVLSRCLIB

computer screen text, system responses, command line commands  Copy file? Y/N

Monospace bold what a user types ...enter RUN APP.EXE in the Application field
4 choosing a command from a cascading menu File » Import » Object
Highlighted Screen Text used to callout screen text on character- based screen captures. Dataset....
(When viewed online, the screen text will be blue.) Pmd‘:‘;----
Pamlib...
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Step-by-Step to Get Started:

Step Description

1 Welcome to Instruction Planner
2 Set Up Classes: Assign a name for each class or course
3 Build A Unit: Create a Unit of Study using a template

« Includes naming the unit, determining class/subject, etc.

« Includes choosing the classes to which you plan to teach the unit

4 Select Standards: Attach from list for each unit developed
. Includes 215t Century Technology Skills
« Includes State Standards (based on your individual state)
5 Add Lesson Details: Type your intended lesson details into each block
« Includes Objectives, Focused Questions, etc.
« Includes all Instructional Elements you choose for your unit
6 Add Reflections: After the unit is taught—to update any changes or notes
« Includes Reality Check feature

. Includes Notes in Reflections element

Collaborative Learning Inc. Instruction Planner™ User Manual 11
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Step 1: Welcome To Instruction Planner

Step 1: Welcome To Instruction Planner

b 0] ol
Instruction Planner

Dashboard My Plans Reports Resources « Setup ~ Support -

. Dashboard-shows an overview of available plans, messages from Collaborative Learning
Inc. ™, important dates and reports, as well as helpful information on program features.

. My Plans-is directly connected to the list of plans a teacher has in Instruction Planner™.
. Reports-lists a variety of reports available to gather information from plans.
. Resources-links to a document library and this Teacher Guide

. Setup-allows teachers to select the classes and sections, calendar, and templates (if
permission is given by the administrator) for the current school year, as well as facilitates
copying units from one school year to the next school year.

. Support-provides a link to help with the program.

Your Dashboard

When users log into the Instruction Planner program from the Login page they will navigate to
their Dashboard. This page is divided into a variety of sections, which display content from the
User’s Instruction Planner™ program. Users can see Daily Plans with associated Standards and
Instructional elements along with report results, message boards and access to webinar
events. Users will navigate into the Instruction Planner™ program via the menu bar located at
the top of the screen.

Today’s Overview allows teachers to select from plans available for each day. The courses
are listed in alphabetical order and can be accessed by clicking on the back and forward
arrows. The Previous Day and Next Day arrows navigate to other days. If items are checked off
in the daily plans for the day, the information will appear in the columns of the Overview.

Today's Overview: Monday, May 30, 2011 Previous Day | Next Day

Grade 3 Math: Ms. Ramirez (Get Ready For Fractions)

My Daily Plan Standards Instructional Elements
Problem Solving NT_21st Century Skills - 21st Instructional Strategies
Century Student Outcomes o _ ;
(2008) - entitying Similarities &

Content SMICES

k1,234567891011,12
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Step 2: Set Up Classes

. My Reports shows the Assessment Types that have been checked off in the current plan.

. Message Board displays Announcements and Product Updates from Collaborative
Learning Inc.™

. Collaboration Station provides quick informational videos on various aspects of
Instruction Planner.

. Countdowns are set from the Administrators Calendar and indicate the number of days
or weeks remaining in the school year and the number of days or weeks remaining until
important testing dates.

. To Do List provides a place for teachers and administrators to record, track, or edit
important dates. Past due items are shown in red.

« My Curriculum Maps shows the maps available in Curriculum Mapper™ for any
particular course. These maps can be accessed by clicking on the month below the course
title.

Step 2: Set Up Classes

Important « Classes or courses must be set up prior to creating any lesson plans or units of
study. Your school Administrator may have completed this before your initial login. To be
prepared, select the classes with which you plan to work and have that information
available when you start working with the program.

1 Classes must be established prior to creating units. If units will be created for a variety of
classes, it is suggested that all classes be entered at this time.

2 Under the tab Setup choose Class.
3 Confirm the school year from the drop-down menu in the top left corner.

4 In the top right corner, click +Add New Class. Select the class from the drop-down list. A
section name is also required. The section name can be the class period, section number,
and/or teacher name. For example, 15t period or Mrs. Johnson’s class.

5 Click Add Class.

Class Setup « A Vorwr Class. Copy Cans
ABG Seisnce Add New Class At Bestien Dabels
I S e .

secson [roc o €01 Deer

- Add Section
AR Beecn

e B | oo tane s D
Grada & Sclence +hiid Section | ABG Susece |
‘Seion  SuedasSoos O S |

Add Class
ABLE Science I’E Cancal OF o
o [Boogy £
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Step 2: Set Up Classes

6 Multiple sections/periods can be added by clicking Add Section. As many sections/periods
can be added as needed.

Important dates can be entered into the calendar. The District or School Coordinator will also
enter dates that affect the whole school.

1 From Setup choose Calendar.

2 Click +Add New Events.

3 Select the start and end date of the event.

4 Click Submit Dates.

5 Select the Event Type from the drop-down list.

6 Type the description that will appear under Description in the list of events.

7 Click in the box next to Blocked Dates? if the dates should not be used for a daily plan.
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Step 3: Build a Unit of Study

Note * Your school or district should have already created Unit Templates for building
Units of Study. If no templates appear, please check with you district administrator to have
templates created.

1 From the menu bar, click My Plans.

2 Across from Unit Plan List, click +Add New Unit.

Graghing

Grachs 3 Motk -

¥Ms Ry

Hurter Template = 2010-2011 Calendar | =
Start Date End Date

d-d-11 FERL]

Shane Wolngk
plCt Teacherns

i | Add Usat

3 Enter the Title for the unit.
4 Select the Class from the drop-down list.

« All sections are pre-selected but may be de-selected if the unit does not apply to a
section.

5 Select the Template to be used for the unit from the drop down menu:

6 Select the school Calendar year.

Collaborative Learning Inc. Instruction Planner™ User Manual 15
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Step 3: Build a Unit of Study

16

7 To select unit start and end dates, click the calendar. In the next window, select the start
date and end date of the unit. Click Submit Dates.

o | M Teachues

8 If the teacher plans to Share Unit With other teachers, click on Select Teacher, select the
School, Course and mark the checkbox to the left of a teacher’s name. Click Add Teachers.

9 Click Add Unit.

Unit Titles — All daily lessons are created within a unit. This can be a unit of time (April 20 —
April 24), a book unit (Chapter 4: The American Revolution), or a concept/content unit (Rocks
and Minerals). A unit can be as short as one day or last as long as you choose. However, a unit
must be given a start date and an end date.

Note « The title of the unit will not be sent into Curriculum Mapper®.

Templates — The Administrative account creates templates that can be used by all teachers in
a school. A template must be selected when adding a new unit. Once a unit has been added,
it is not possible to select a different template for that unit. If a different template is desired,
a new unit must be added, in which case a different template can be selected and the older
unit can be deleted (depending on unit deletion permissions set by the Administrative
account). A Blank Template will allow a user to only include Standards and Content, Skills,
Assessment blocks.

Blocked Dates — Some days may be blocked by the Administrative account. Blocked dates may
be marked on the calendar as a holiday (Labor Day), term start and/or end dates, or special
school dates (Parent/Teacher Conferences). Teachers will have a choice to cancel or use the
blocked date in the unit.

Collaborative Learning Inc. Instruction Planner™ User Manual
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Step 3: Build a Unit of Study

Share Unit — The Share Unit option allows teachers to share the design of an instructional unit
within a grade level, department, or across subject areas for interdisciplinary connections.
Units can be shared within one building or across multiple buildings in a district. If the choice
is made to share the unit development with other teachers, those teachers have real-time
access in order to collectively build the unit. Once the Unit Plan is built, each teacher involved
in the development will copy the unit into his or her own Unit Plan List. That allows each
teacher to make revisions and modifications based on the needs of the students in his or her
classroom for his or her own Daily Plan, without disrupting or changing the basic plan. When
sharing a unit, it may be wise to develop a plan for the team’s work since the last person to
make changes and save the unit may overwrite the work of other collaborators. The teacher
who originated the unit will see a “P” under the shared heading to represent Primary author,
and those who are sharing the unit will see an “S” under the shared heading.

Un]'t Plan List + Add New Unit + Add New Unit From Plan Library  View Timeline
2010-2011 Calendar 18] | AllClasies 18] | Display All Units ) Sho Inactive Uinits
Dates. Units Shared Class & Sections
10-01-10 80 10-08-10 Wihale Numbers and Patterns Grade 3 Math / Ma. Ramirez
06-20-11 10 07-01-11 Get Ready For Fractions P Grade 3 Math / Ms. Ramirez

Shifting Units — Whole units or parts of units can be shifted forward or backward. This feature
is useful when a unit is longer or shorter than anticipated. Shift the unit forward to establish
a new start date. If school is cancelled for a day, any part of a unit not yet taught can be moved
to show that no teaching occurred on that date. Click on the day on the left calendar and then
specify the number of days to shift earlier or later. This can be done at any time during the
unit.

(l) Deactivate .3 Edit 3 Copy ™ Shit X Delete 4 Add ToPlan Library TT] POF

Edit - edit a unit title, start and end dates, as well as Share Unit With selections
Copy - copy current unit

1 Select Copy from the Unit Menu.

2 Enter the New Unit Title.

3 Select the school year.

4 Select the class from the drop-down list.

» All sections are pre-selected but may be de-selected if the unit does not apply to a
section.
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Step 3: Build a Unit of Study

5 Select whether to Copy Unit Plan with Daily Plans or Copy Only Unit Plan.
6 Select unit start date by clicking on the calendar.

7 Click Copy Unit.

8 In order to share the unit with other teachers, select Edit in the Actions drop-down to
select the teachers with whom to share.

Copy Unit Plan
Original Unit Tie: Waather

* Herwr Lot Thie [CRange o8 desived)
Weatrer

Salect Schosl Calendar * Maw Clasa
2001-2017 Calencar 18] ARC Scinncn

* Sectionit]
' Saction 1
+ pction 2

Copy Opiiees
B Copy Un Plan with Daly Plans Cogry Only Linkt Plan

* Select Daies for New Unk Plan
Siari Date
B-15-2011 =

* . Paguired Flsld Cancel v | Copy Unit

Shift Unit/Daily Plan — adjust the start and/or end date of the Unit/Daily Plans to lengthen or
shorten the unit

Shift Unit & Daily Plans

Shifting allows you to add or remowe days from the middle of a unit plan

2-8-12 to 2-17-12 2-13-12 10 2-2212
¢ February 2012 ¥ ] Fabruary 2012 ¥
Bu Ms Tu We Th Fr Ba Bu Mo T We Th Fr Ba
¥
i 4 18 WoT CRRTRRTRRT AR
=B H B
1. Bk el veiin plaes i Shift Praview of arifed plan

2 Erbar rumber of danys b hift:
: | Cwys Earbeer =) Laer

Canced G | Shift Unit
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Step 3: Build a Unit of Study

Delete — delete an entire unit (function may be disabled by the Administrative account.)

Note * A unit cannot be deleted if its start date is before the current date. A solution is to
shift the unit to a future start date, return to My Plans, open the unit, and select Delete
from the Action drop-down.

* Aunit cannot be deleted if data has already been selected or entered on any Daily Plan.
Individual Daily Plans would need to be deleted first.

 Individual Daily Plans need to be deleted prior to a Unit Plan.

« AShared unit can only be deleted by the primary author.

Deactivate — make unit inactive for the school year
Convert to PDF — Converts Unit or Daily Plans to PDF.

Add to Plan Library — Include unit as a plan for other teachers to use.

Tip * Units can be shared between teachers.

If a unit is to be developed collaboratively, it must be shared with other teachers during
the unit-planning phase.

Teachers can be added from other school buildings to enable sharing across a district.

1 Select Edit from the Unit Menu.
2 To share, click Share Unit With.

3 In the next window, select the School and Course from the drop-down lists to locate the
teacher(s) with whom to share.

4 Select the teacher(s) then click Add to add names from the left Teachers box, to the right
Selected Teachers box.

5 To add teachers from a different school, select the school from the School drop-down list
and continue steps 8a and 8b.

6 To remove teachers from sharing, select the teacher(s) then click Remove.

Collaborative Learning Inc. Instruction Planner™ User Manual 19
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Step 3: Build a Unit of Study

7 When complete, click Add Teachers.

Select Teachers To Share Unit With

School
[ Marsh Elementary School =]

Courss

Teachers

] (Check A

| Kimniberly Brungawick
| Seve MoGlumply
| Cades Orta

(] Sroo Palopu

] Janat Pummal

) Ty SohoolTown
o

] Burah Tullui

Khushbu Shah

Selocted Teachors
Cl iChack Al
[ Tina Huggirs
|Add > biri
1 L Amit Karsagra

] Seatt MeBurnay
= Remove

Canesl Or | Add Teachers |
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Step 4: Select Standards

Step 4: Select Standards

This process adds standards to the Unit Plan, allowing the standards to be attached to the
Content, Skills, or Assessment areas in the Unit and Daily Plans. Follow these steps:

1 Click Add Standards in the Standards section.
2 Select the Set, Subject, and Level from the drop-down menus.

3 Use Search to isolate standards containing a word or word part.

AddRemeve Standard:

CE_Commen Core_State S 2 Mathemarics 20100 :l Grade 3 ol
Ll

] ‘Domain 3 0A Opeations and Aigetra Thinking
] Caumter Ensement fagriment are mohve probiiem inveihving Sulglaton and dhvisen.
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) For geampie. desorbe 2 contest in which 3 50tal rumber of objects (0 be eprmsedas § T
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Clupier Fabament Soive problem involving the four opersiions., and identily snd sxplain patierrs in arShmetic .

Enarciar 3 048 Sotvn e gtan wietl probie Uty the four cpentions. Rupesent ese protiers using equations with & lefter sanding for The Lnivtow Quirtty. Assess e reasonasieness of Srwers usng

Cancel Or | Add/Remave Standands

4 Place a check in the box (es) next to the desired standard(s).
5 Click Add Standards to add selected standards to the unit.
6 Repeat steps 1-5 to add standards from another Set, Subject, and/or Level.

7 To remove standards, select the Set, Subject, and Level; click in the box(es) to remove the
check. Click Add Standards.

8 The Standards Box can be collapsed by clicking Hide and expanded by clicking Show.

Important Considerations

Standards are added to units to set priorities regarding what students need to know and be
able to do. Unit and Daily Plans should be developed with the standards in mind. It is necessary
to add standards to the Unit Plan or Daily Plan in order to attach standards to Content, Skills,
and/or Assessment. Standards cannot be tracked unless they are attached to Content, Skills,
and/or Assessment.
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Step 5: Add Unit Details

Tip « This Step includes typing in the information about what you plan to teach. Itinvolves
adding this information to both the C/S/A blocks and Instructional Element blocks.

5A. Customized Your Unit by Adding Information to Instructional Element Blocks:
| To add information into any Element, click Edit.

2 The toolbar can perform a variety of functions for customizing the content of an Element.

i | iy

dle zu|:'r 9

éﬁlH

Save and Close Hyperlink Manager

3 Hyperlinks may be added to any text box Element:

« Click Hyperlink Manager icon— %

»  Type or copy the URL
* In Link Text, enter a name associated with the link
«  Click OK

4 The Element box may be collapsed by clicking Hide and expanded by clicking Show.

Activities Hide
Insiructipnal Sirategies. Sl Aaditional Rescurces Tl AssignmantsHomareor Rt | Hide
) ity Sarvslares & Difarancis. Winather wekaite: wws walther.com » Weather Game
D Susmanzing & Note-Taking
£ Rmirfiorcing Efor & Providing Recogndion
[ Homewosk & Praciice
[ Nenlrguistie: Represartation
| Ceperatve Lnarming

® CDigud Toentificaton Worktheet

[ Seming Otjectves & Providing Fesdtack
(] Generating & Tasting Mypotheses
[ Quastions, Cuss, and Advarcs Dganzers

AscommeodatensMediications COUlH Parermance Tasks, Projects il | Hide
 Clou antification wirkshest can ba pupslemanied with the | C1U0 (G worksheat s & 048 and paste actiy. GrouEs Wi Gt ot
Choud romsward puzzie, 20U Ry O MAQRTF, CRANNS B “GUET" o TN Dedrs. GRoUR

wll G LTI B TR MBIV I FTRCE it DR
* e eeather.com webaite ressunces can be provided i print
fareral far thode mithout internet resouree.

» Small grouss
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Important Considerations

Instructional Elements are components of a school/district template that allows teachers and
administrators to track, monitor, and analyze various instructional elements within the Daily
Plans. Instructional Elements may be placed in the Unit Plan, but only the Daily Plan data
generates reports.

Monitored and Analyzed Tracked and Analyzed

Text Checkbox

List Drop-down List

1 There may be any number of Instructional Elements in a Unit Plan or Daily Plan.

2 Theinformation entered into Instructional Elements in the Unit Plan reflects aspects of the
overall unit.

3 The information entered into Instructional Elements in the Daily Plan reflects aspect of
each day’s instruction. The Daily Plan data generates reports.

Note « Instructional Elements are not transported to Curriculum Mapper®.

5B. Customize Your Unit by Adding Information to Content, Skills, and Assessment
Blocks:

1 Locate Content, Skills, Assessment section. Click Add New Block.

2 Choose a title for the block.

3 Click in Content to begin entering content statements.

4 Hit the Enter key for the next letter in the outline (A, B, C, etc).

5 Hit the Tab key for the next level in the outline, if desired (1, 2, 3, etc).

6 Hit the Shift and Tab keys to return to the previous level in the outline.
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7 The Block Editing Toolbar also allows a user to format the Content, Skills, Assessment
section.

Decrease Indent Increase Indent

ﬁﬁf

Saveand Close Select Standards

nig
mw
w¥
]

Tip * The outline structure of the Content and Skills columns is pre-determined:

Content: 1 Level; Skills: 2 Levels Content: 2 Levels; Skills: 3 Levels
Content Skills Content Skills
A. Level 1 A Level 1 A. Level 1 A. Level 1
1. Level 2 1. Level 2 1. Level 2
a. Level 3

Below is an example -- Content: 2 Levels; Skills: 3 Levels.

Content, Skills, Assessment +Add New Block | Hide

Tite:  Tithe of the Block Edit Block | Delete Block | Hide
H%k x & &4

A. Content Infarmation * Add Assastment

1. Sub-cutlining feature for content

fining feature for content Name
A. =kill statement 1
b. skill statement 2

2. Sub-outlining feature for content 2. Sub-outhining feature for content
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Important Considerations

Guidelines for writing Content, Skills, and Assessments:

Content Skills Assessment

—  Express as descriptive nouns or —  Express as seeable and measurable — Express as defined nouns that
noun phrases verbs (Bloom's Taxonomy) clearly describe the

—  Write in phrases rather than —  Use precise and exhibit active assessment tool: product or
sentences demonstrations of learning performance

—  Avoid use of chapter headings, — Focus on the skills students learn —  Write in measurable and
page numbers, acronyms, and rather than activities recordable terms
abbreviations — Write in the language of skills, nota | — Include the tools used to

— Use enough detail to inform restatement of the standards provide evidence of learning
others; yet limit to two outline — Format to match skills
levels

The content being taught, the skills students are learning, and the assessments used to
determine mastery of the skills are all entered in blocks under the heading of Content, Skills,
and Assessment. Blocks are used to segment instruction, identify areas of emphasis, or place
instruction within a specific timeframe. A unit can be placed within one or multiple blocks
depending on preference. Blocks can be named for easy reference. For example, a unit on the
American Revolution might have the following blocks: Causes, Events, and Effects. In
Language Arts, blocks can be used to separate Reading, Writing, Listening, and Speaking
while keeping Language Arts within a unit. Blocks help in the organization of thinking and
teaching.

Text entered in the Content column automatically populates the Skills column in order to
maintain consistency and ensure that columns align. Thought must be given to the outline
structure illustrated on Page 17. If the Level One structure in the Content area is selected and
data is entered into the Content and Skills column using that structure, a Level Two structure
cannot be added in the Content field without first deleting the data in those columns. The
Assessment column is unique in that it does not follow the same outline structure.
Assessments are typically grouped to match the skills being assessed. Any Content, Skills, and/
or Assessments that are added later to the Daily Plan will populate the Unit Plan.
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1 Click Edit Block.

2 Click Add Assessment.

Assessmant
Asseamment bnfo | Standads  Coctent & Sls  Documents

* Nama Assesament Type
Coonac) Aty 1 Coastive Performance o Exhanen
Formapnn
B draprie Organize
Sonrnais wndl Lsarming Lage
Etriareatin Chackal

Description

¥ Perfommance Task
oo
Fueic

Sl Evahuation

Hotes

Btruciered inderview
Summatng

1| Teat = Conatructsd Feapanss
Tout - iy

Cancsl O Save Assessment

3 Enter a name for the assessment. This text will appear in the Assessment column. Letters
and numbers are recommended in the name to visually identify the skills that are
measured using an assessment (example above, “Cloud Activity 1”).

4 If your school/district has included Assessment Types, select the most appropriate. These
assessment types are tracked by the system.

5 Specific Standards, Content and Skills, and Documents can be attached to the assessment.

6 Click Save Assessment.

Important Considerations

The Assessment column does not follow the same outline structure as Content and Skills,
because the assessment may measure a number of skills over multiple content areas. When
the Assessment is named, use text to match it to the skills being measured. In the example
below, the Analysis of the Jungle assessment measures the skills in both A and B, so the
teacher placed A-B before the name of the Assessment to make the visual correlation.

Content, Skills, Assessment +Acd Maw Block | Hide

'Waather Deleze Bloc
Wk x iFik

Gontent Asssssment

Ao Cleud Dypes + Aad Assouament

B Hamo

1. cumionarbus Cioud dame Debete

Colsused Guile Ciabete

Clonudd Activizy 1 Delate

2. cvus x

B idgritify and Wystratg high level, thin wispy and white
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In addition, standards can be attached to each Assessment, reflecting the specific standards
measured by the Assessment. Reference also can be made to the specific Content and Skills
with which the Assessment is associated.

1 Standards can be associated with any block and may be attached to Content, Skills or
Assessments.

2 Click Edit Block

3 Click on the Add Standards button st .
4 Standards chosen during creation of the unit will populate the Standards window.

5 Click on the content or skill where the standard will be attached. A green line will appear
around that item. See the Assessment information for attachment of Standards to
Assessments.

6 Choose the standards that are associated with the Content or Skill.

7 The teacher may also choose the instructional level of the Standard by selecting
Introduced, Developed, or Reinforced in the dropdown menu next to the Standard’s
checkbox.

8 Once standards are chosen click the word Attach Standards in the top right corner

9 To close out the standards section, simply click on Close Standards s .

. ! X
10 Click on the Save, or Save and Close d & to save the Block.
Content, Skills, Assessment ik Maw Block | Hide
o Weather Diedate Block
Standards AddPomena $tardarts
CC_Common_Cone_State_Standards - English Language Arts (2010) - Grades 8-8 Literacy in Science and Technical Subjects C'

+ Ewend RET Reading
™ & oy iomn and Defads
* | Anchor Stardard FLOCRE Daterming central ieam o7 Shames of & st and anal Shsir Senesiopmant, Bummarie tha oy BEporsng detal and deas.

o ﬂ'ﬁ-mu&u«?mu RESTH-B 2 CMpbermmars Teh ORI akidd O DOMCAAINS OF i 180T DA B0 BOCLAING Bty D 1ol D] (NPT 1500T) e
— “ervmsterios ¥ EOIROR.

o ¥
Content kil Aszosnment
A Ot bypes A o Al Aidid AT
® 8 -
1. cumulsniamug 1. Cloud Gl o
B Cioud Gults Dk
B ldes
that Cloud Activisy 1 Dot
Sc
2. cirrus 2
-]
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1 Click Edit Block

2 Click on the Content or Skills box that has the enclosed standard.

3 Click on the Standard icon s This will show the standards previously checked

4 Change or delete whatever Standard(s) the teacher needs to address by checking or un-
checking the Standard(s).

5 Click the words Add/Remove Standards in the right corner.

6 Click Close Standards ﬂ

7 Click on the Save, or Save and Close dex to save the Block.

Important Considerations

Standards can be attached to every Content or Skill statement; or they can be attached to the
last statement in a series, in which case it can be assumed that the standard is associated with
all Content and/or Skills statements above it. Thought must be given to the consistency of how
standards will be attached for the school/district. When a standard is clicked, the drop-down
to the right is activated and can be used to choose the level of the standard addressed. Be sure
when editing to always click Add/Remove Standards in the top right corner.

Content, Skills, Assessment +Addd New Diock | Hide
4 Winather k| Quletn Diock
Standards A Mermevs Slandands

b Aeehor Suaresg ALOCH 2 Deterrine coreal ko o Mherre of 8 bin? i analyn e Seveioprment, Sufrmariis (e key sugso-trg dotaly i Ko
= & Goracia Liwel Stancasd BET -8 T Detormans the contral daan or conchmsons of o bt provice an accurss sammary of the ted detnct From proe keawiedge or prsr. O

CRLE IFerprel wiorthh Bnd Vs &5 Wby 576 L6 I & B, Iokaia) dStirmaneg Iechinsl, Connalilive, B Rursive Melnings, B0 SAalyEe how Spenie word ehaioss

o 1 Gracks Liwel Standiasd PEST.-0.4 Debirrrineg th meaning of sy, luey e, and other Somain-speciic wor and phvases 83 Sy S uied In 3 Specific scientifc or lechnical contend

— © rmmn e by ot Bl ety et framden,

e L e §
Contant Asgiament
A Cigud types + Asd Asasaamn
Name
1. cavulesimbui Choeud Antivity 1 Dedete
L]

Choeud Gama
tazally grewing cheunds, Deiete

8 cumuisnimbus. Colond Gt

Any Instructional Element, Standards area, or Block may be hidden to focus viewing to a
specific area of the page by clicking Hide. Click Show to see the section again
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Attaching Documents within Blocks

1 To add a document or files to a Unit or Daily Plan in the Content or Skills columns, click on
the Add Document icon =

2 If the file needs to be added to the Document Library, click Add New File.

3 Scroll to the top of the computer window if the Add New File dialog box does not appear.
It will be located at the top of the screen.

4 Click Browse to locate the file.

5 Choose Share Option. (Remember: Global Access is free space.)

6 Enter Document Title and Description; select Category, File Type, and Library.
7 Click Add File.

& Click in the Content or Skills column. Document(s) will attach where the cursor has been
placed.

9 Place a check in the box next to the desired document(s).

10 Click Attach Document and Save the block. An icon Ewill appear in the column indicating
the document is attached.

11 To close the Document Library, simply click on Add Documents Icon = again.

. } %

12 Click on the Save, or Save and Close d & to save the Block.

Content, Skills, Assessment + Add New Block | Hide
- Delete Block
Tk Frachons
Documents

PT—— 3 Upload Attach Documents
Title Date Added Category Access Level
s+ ADDSUBFRACTIONSTESTdocx 1-11-10 Assessment View
CRTESTdocx 1-11-10 Assessment View
FRACTIONSTEST.docx 1-11-10 Assessment View
B % x ie i = &
Content Skilla Azsessment
A, Common Fractions -8 + Add Assessment
B Hame
1: Recognize halves, thirds, fourths, A-B, Fractions Problem Solving Delete
and tenths (Unit Objective B) Test
s

13 Delete documents from Content or Skills in the same manner as standards. (Page 22)
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Important Considerations

Documents, images, and other types of files can be attached to Instruction Planner™ in a

variety of areas, making the Document Library useful as a repository for items used to teach,
reinforce, or assess. Multiple documents may be attached to the Unit Plan or Daily Plan at the
same time. However, only one document can be uploaded at a time to the Document Library.

1 Choose Resources tab; click Document Library.

2 Create folders for file management. For example, create a folder for a unit and upload files
to the folder. That will keep the document library organized.

School Allocaled Privale Space: 1000000 MB

Document Library cu oistict office «  Personal = EE e e
My Available Privale Space. 599.615 M8

+fadd How File | +Add New Folder Attachment Category  Upload Date: Share Options.
Algebra | School 2008 doc Rubric 02.04.0% 01:42 M Giobal Edii | Delote
Grade I Reading.doc Instructional Resource  02-04-10 0827 AM  School Edit | Delete
Hypaafinks Rubiric 073209 138 PFW  Global Edit | Delete
r:mm efdd New File | +Add New Sublobder Edit | Hide
Gaoak Thoates Laesscon Plam 060809 09:22 AM  Glbal Edit | Dhabistas
Poster Possibility Instructicnal Rescurce 060809 0925 AM  Global Edit | Delate
£ Fabls Collettion +hdd Now File | +Add Now Sublokder Edit | Hido
The Shepherd's Boy Instructional Rescurce 060303 03:00 AM  Global Edit | Delate
The Staq the Wolf and the Sheep Instructional Resource 060809 19:02 AM  Global Edit | Delete
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Step 6: Reality Check

Deshboard My Fians  Reporis  Resoucea =  Seiup = Buppori = Dusricuiurm: imgrevernent Blucko =
< Back to My Plans
Lt Pan Doty Man | Moty hepk  Send To Curmiciurm Magos:

Get Ready For Fractions

6-20-11 to 7-1-11 Grade 3 Math Ms, Ramirez

1 Click Reality Check tab at the top of the unit page.

2 Content, Skills, and Assessments selected in Daily Plans throughout the unit will have
checkboxes selected. If an item appears grayed out, it was not selected in any of the Daily
Plans.

« If instruction occurred and is not checked here, return to the date the instruction
occurred in the Daily Plan to select desired items.

« If instruction did not occur and is checked here, de-select desired items.

Tip < Items marked with checkboxes in Reality Check are sent to Curriculum Mapper®
as curriculum map data.

Content, Skills, Assessment

Fractions

Content Bk Assessmen
# & Common Fractions #A&  Common Fraciions Mame
1. Recogeins Rahves, s, 10U, 5nd 18IS U M A-BL Fraetions Problam Sohving Test
‘Objective &) [+ -0 Fractions Test

#B. Models of Fractions ¥ Virmssl Math Gt Activities

&1, Constrect models of fractions by dividing reglons
i equal parts Uit Ctjectiee B)

LI 'Write  frection 1o name & part [Unit Objective B
€. Bquhmiens Fractions
1. identity squivalent fractions (Unkt Otjective D)

_ & Constroct models of equivalent iractcns for
Traction parts of whola objects [Unit Djective O}

# 0. Orderieg Fractions
=1, Compare the sites of fractions and mixed rumbers
?mmmmummm

#2  Order fractions on.a number line nit Objective O)
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Important Considerations

What do you mean by Reality Check?

Reality Check is just that -- it identifies what really happened in the classroom. Many times
items within plans never see the light of day. Response to student needs can alter what was
initially planned. Additionally, circumstances like assemblies, fire drills, and illnesses within
the school can affect anticipated instructional timelines. Reality Check monitors the
progress of the unit to review what was planned and what was accomplished.

Notice the example below in which Skill 2 appears not to have been addressed. If it was
taught and simply not checked, it can be selected on any day within the Daily Plan.

Dacimals
‘Content Sk Assesament
A Place Valus A Place Vel Hama
B Represent decimals using comect place value [Unit
Sjecth &
M B Omering #B. Ordering
1. Compare decimals invelving tenths and hundredths
using concree models [Unit Objectie Fi
)2 Gompare and orosr Secimals invodving tenths. and
Purdredits Usieg place value [Unit Objectves C., F
€ Fraction Comparisons #E Fraction Comparisons

B write decimal equivalents to %, Y. and % (Unit
Objective E)
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Any information placed in Content, Skills, and Assessment in the Unit Plan will be available
under the tab, Daily Plan. The purpose is to match the Content, Skills, and Assessments to
each day, as well as to add additional Content, Skills, and Assessments as needed during
implementation of the instruction.

1 Click Daily Plan tab.

2 Click a specific day in the calendar. The whole day block will now appear green.
Urit Plan  Dally PR Foalty Check S To Curmoutum Wanger

JaCosy X Clewr T POF

Weather
B8-15-11 ta B-17-11 ABC Scienca
Ecoayitems Grnde & Sclens
$ August 2011 : Sedtion 1, secbon 3 18
Su Mo Ty We Th Fr Sa
A seman t
M sctonz

w oW T

3 Identify the days (block(s) associated with the instruction that occurred.
4 For each set of Content, Skills and Assessment block, click Edit Block.

5 Place a checkmark next to each item corresponding to the instruction.

Procipitasen Deate Bk
H ek x iFig *F
Contant Skl Assesement
B A Tyzes of precisitation o A S RSO
o Lmss [ s
] 8. Defing rain a3 [oe Crystals that mok as they fall to L Frecipltaiion geme Dulerte
the ground and are warmed L
L
& 2 Slest M 2
-] B Define sleet 20 Toe Crystals medt as they fall
threasgh & wars sir layer, bt fresze when they
pass through another colder air layer
# A sSnow M A
] B Dafine snow 2 [oe crystals do not pass through
wBem i layers &5 ey fall bo the ground
& Hail 4

@ Dafing hail as Rain falling towards the ground
BT Ui EVOUgh & thunderstorm. coud where

6 Content, Skills, Assessment Block(s) can be edited to reflect the day’s lessons actually
taught.

7 Click Save, or Save and Close, to exit each block or element.
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Important Considerations

What is the difference between a Unit Plan and a Daily Plan?

Consider a Unit Plan similar to a road atlas: a tool that assists the traveler in the overall journey
over a period of time. Consider Daily Plans the daily itineraries: tools that identify the specific
events, locations, and routes for each day. Both are vital to the success of the journey. With
that in mind, the Unit Plan serves as an overall guide while the Daily Plans are the day-to-day
experiences in the classroom. Instruction

Planner tracks the data entered in Daily Plans.

Keep in mind that any Content, Skills, and/or Assessments added later to any day within the
Daily Plan will populate the Unit Plan.

If instruction for a specific day extends into the next day, select Copy in the tool bar at the top
right. Click the day to which the plan will extend; select Copy Daily Plan.

Uil Flan  DullyPian  Aealty Check  Send To Cummiculum Wapper

4 Copy X Ciear T POF

Weather
8-15-11 to 8-17-11 ABC Science
August 2011 Ecoaysioms [

dection 1, seeton 3 e

Su Ma Tu We Th Fr Sa
# Becten i

B sacton
W T
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Instruction Planner Reports provide overview information for teachers on specific parts of
each unit. Teacher may use this information to document and reflect on the instruction that
actually occurred in the unit, and print that information to a PDF document. Data for these
reports are gathered from the Daily Plans.

My Reports

Elements

* Which elements have | used in my unit?

Daily Plan

* Where can | find my daily plans?

Assessment
* Which assessment types have | used in my units?
* How have assessment types changed over time?

* What assessment types were used for the skills taught in this unit? (New)

A teacher can run this elements report for specific elements to document the instruction for
each instructional element of the daily plan. A report can include elements related to a
particular purpose, such as sharing differentiation strategies with an administrator or parent.
Ateacher can use the information from the report to review their own instructional strategies,
ensuring that a variety of strategies are used in the instruction. Children learn in different
ways, so the teacher’s review of the strategies will help document and inform others about
meeting the learning styles of the children in the class. Daily view of instructional activities
allows the teacher to review flow of instruction. Listing of all independent practice will aid the
teacher in setting up assignments in StandardsScore or any other grading program. The
teacher can easily see her notes and evaluation of each day’s progress through the unit, to be
a reminder for the next day, or the next year of any changes to be made for the next time the
unit is taught.

All elements are listed in alphabetical order, then by date.
1 Click Reports on the menu tab.

2 Choose “Which elements have | used in my unit?”

3 Select Class and Unit Plan.

4 Choose desired Element(s) for the report.
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5 Click Run Report.

Which elements have | used in my unit? = pa AL

Whant class would you o b select for this repert? Wihat Linit Plan would yeu e to include in this repert?
Graca B Scence = Weather 8-8-11 ba 8-20-11}

Wihlch Elermants, wiould o Bk 10 includa b tils rapeer?
O (ereck Ay
AT MRS
B Adanonal Restues
¥ Assigrmarturiomawernk
[ ClesureSiden Prosust
¥ Connections i Pricr Knowieige and Experience
L Defgrpniuton Frxeges
[ Essermial Cusitions

Exproctations for Lesming
ForTmais ABMAATS SUratigst
O vamewos

[ Deering Astivepfineedusson

Run Reporn

Daily Plan Report (Where can | find my daily plans?)

36

This report enables teachers to run daily plans to be printed to a PDF document.

1

2

Click Reports on the menu tab.
Click on Where can I find my daily plans?

Select the appropriate date on the calendar. All plans available on that date will appear in
the chart.

Choose the Element and/or Content, Skills, Assessments on which the report will be run.

Click the box Check All Elements at the top right to include all information in the report.

Click Run Report
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The results will appear directly below the report setup.

Where can | find my daily plans? ™ eim B rt

il yous |k 16 irnelisdd
Shieel dates n

e

Aesop's Fables et Ready For Fractions
Su Mo Tu We Th Fr Sa { coecmm / Cremam
ke saills rj
IR I AR
HnEa B uB Assesament v
N Closura/Revbin & Evalustion
Deifereriation Strategies Li

Independent Practice
Imsiruetional Resources
Instructional Strategies

Lessan Objectives

Lesson Reflection &
Methodology i
Teaching & Learning Tasks

Words of the Day 7

Fown Report

< Back To Reports

The Assessment Report tracks the types of assessments teachers check off in the Daily Plans
in the Assessment column. The teacher can use the information from the Assessment Reports
to review their own use of assessments, ensuring that a variety of assessments are being used
in the instruction. These reports provide detailed information on the types and frequency of
assessments. These reports can also be printed for documentation of assessment. A
comparison report How have assessment types changed over time? can be run comparing
assessments for two different time periods. This report may be accessed through the Which
Assessment Types have | used in my units? or by selecting the How have assessment types
changed over time? report.

1

2

6

Select Reports from main menu.
Select Which Assessment Types have | used in my units? from the available reports.

When the report opens, select a Start Date and End Date from the calendars, indicating
when the reporting period should begin and end.

To run an assessment comparison report, check the box next to the Click here to include
a second date range.

Select Would you like to run this report based on: Class or Unit button.
Select the check box for the desired Unit or Units.

Click on Run Report
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Frequency of use of each type of assessment is displayed as a pie chart, unless there are more
than 20 types of assessments, the results are displayed as a bar graph. In the Data Chart are

the Number of Occurrences and % Percentage of each assessment typed checked off in the
Daily Plans.

Which assessment types have | used in my units? ™ . A

Bu Mo Tu W B fr B Bw Mo Tw Ve Th Fr Ba

ek

e sy

B — Ty M Gt vermrs. ™ Permstage
e u aar
S e L L L wm
Pt o [’ nn

Yo - Ty 3 e

Assessment Report: What assessment types were used for the skills taught in this unit
(New)?

This report details the relationship between the assessments given and the skills those
assessments are addressing for a particular time period or unit. The report provides detailed
information about the frequency and type of assessment with which students are being
assessed, related to the skills being taught and allows for export of the data to various file
formats for archiving and further analysis

The chart includes totals in the first column and results for each assessment type in the
remaining columns for ease of comprehension and analysis.

What assessment types were used for the skills taught in this unit? e

Optional-Select the time pericd to choose Units from Select Uinit Plan to include in this report
A Pz

Select a start date for this

report

ani and date for this

Mote: To reduce number of Unats i review choose 3 Start date or SartEnd date )

Fus Rapan

1 Select Reports from the main menu

2 Select the time period from which to choose units and select the Unit Plan from the drop
down listing of all Units.
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3 Click Run Report.

This report will show a summary of assessment types that were used for the skills taught
in this Unit including

« The total number of assessments in the unit plan

» Thetotal number of assessments given in the unit (Note: specific assessments may have
been used two or more times).

*  The number of assessment types

The graph displays the assessment types used displayed as percentage of total.

o i i Y = Bad i et & fpemat Izl Fepent ]

Skills Summary by Assessment Type Report

Unit: Aesop’s Fables Humber of assessments in unit plan; &
Dt Range: 32011 o 6302011 Humibser of assassmants given in wnif plan; 11
Humber of assessment fypes: 5

Fesesarent Tvpe Perosnisge  Humissr of ey
hills arvrned

Uit Assop's Falblss

Grmpire Crpaniser 0 W
Jourmal s Lasmng Logs 1224% e
Parf orreanos: Tas'd % 1
Ry LR El
Tt = Esrmy 18T L]

W gt D g [
Sorraly bnd LEing Logs Tost= Bubsy
[T e
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Skills Summary by Assessment Type may be viewed by scrolling down the report. The
information for this report is available if a teacher has checked the Content and Skill associate
with each assessment in the Assessment Details.

of 1 s [—
of 1 1004 = F et Seiwct o formal =

Skills Summary by Assessment Type

Sills Total  Graphic Journals Perdormance  Rubric  Test = Essay
Croanizer arvd Task
Laamning
Loas
Aesop's Fables
A Feading [POF of Unit and Daily Plars 2 2 -] a o -]
SERCa Pae]
1, Assog's Life 2 2 o a o <]
b desicribe the culiure of he time of 2 2 ] o o ]
Adp
& mcd e e brmelive des oribing how 2 2 ] ] v ]
log ago Amap bved
B Lintening Spesking 4 2 2 2 o -]
1. Fables and Tntis [ Smart Motebook 4 2 2 ] o -]
Les 3 0n stinched here]
b identify the monal of several 2 2 Q il o -]
fablas
€ read and record the moral of ot z o 2 a o 0
bt 1 - (e B YT
o Choose and §uTrariced one of 2 2 o 0 0 <]
Asogs Fables thel s peronally
maningfud
€. Wiriting a o a B 1 3
1. A Nodenn Fable 3 o -] 2 1 -]
2 Presenistion & o Q 3 o 3
b write o dialog for o play that would 1 L] Q o -]

Data from this report may be exported as several different file formats. For exporting data
select the format and click on Export

Tip  If you included types of assessments as part of your Instructional Elements and
checked them as part of the Daily Plan you can create reports to determine how they were
implemented or monitor the selection.

Assessment Types over Time:

Reports
1
2
3
4
5
6
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Click Reports on the menu tab.

Choose How have assessment types changed over time?

Choose a beginning and end date range.

Choose a second date range, click in the box for second range then choose dates.
Choose to run the report on a Class(es) or Unit(s).

Click Run Report.
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Reports-Important Considerations

The Instructional Elements Report provides information from each element within the Daily
Plans. The Daily Plan Report provides details for a specific day within a Daily Plan and is an
excellent source for a substitutes’ lesson plan or for providing thorough information to those
who may need more detail on specific aspects of the daily lesson. These reports can be printed
for use in Admission, Review, and Dismissal (ARD) meetings, Response to Intervention (Rtl)
meetings, as well as team and/or faculty meetings.

Monitored and Analyzed Tracked and Analyzed

Text Checkbox
List Drop-down List
TRACKED

Instructional Strategies - Marzano

Total 3411 371 381 39 301 311

Identifying T X X X X X
Similarities &
Differences

Reinforcing 1

Effort &

Providing

Recognition

Nonlinguistic 1 X
Representation

Questions, 1

Cues, &

Advance
Organizers

Summarizing & 5 X X X X
Note Taking

Cooperative 2 X X
Leamning

MONITORED

Report Results = prim
Which elements have my teéachers used in their units?

Teacher Name:

Instruction

341

1. Provid any necessary background information o WW) 25 well 35 nBuential peopke involved in the war

2. Students work independently of in Dairs using the Treaty of Versailles handout, e, and web Sites 10 oroanze SONTAbon on key Atibules of he reaty.

31N

1. Provige any necessany background information on W1 as well as influential people involved in the war
2 Students work independantty of in pairs using the Treaty of Viersailles handout, texd, and web sites to organize information on key attributes of the treaty.
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My Plans Menu

When viewing the My Plans home page of Instruction Planner, all current units will be

displayed.
Unit Plan List + A Hew Unit. -+ Add New Unit From Plan Lirary View Timeline  Jump To A Daily Plan:
Yesterday Today Tomorrow
2004 Calendar ~ | | All Classes v R O show Inactive Linits L April 2010 )
Su Mo Tu We Th Fr Sa
Dates Units Shared  Class & Sections 2 | 3
04181010 043010  Chapter 3 Neutral Grade § Math / Birs, Synatschi i & B B 8 10

04-26-10 0 04-26-10  Planets
04-26-10 10 04-30.10  Probability P

Grade 3 Science | Mrs. Synatschi 11 42 43 14 16 46 17
Grade B Math | Birs. Synatschi i 19 0 M X B OH

w MW I BB N

» To view completed units, future units, or current units, select from the drop-down list.

U n it Plan Llst + fudd Nevw Unit -+ Adid New Uit Froem Plan Library  View Timeling Jump To A Daily Plan:
Yesterday Today Tomormow

2009 Calendar » | All Classes ~ | | Desplay Cument Units b [ show Inactive Uinits < April 2010 ]
Dizplay Curent Units Su Ma Tu We Th Fr Sa

Dates Units Display Complated Units ons . -

Dizplay Future Uinits t|3

04991010 04-30-10  Chapter 3 Neutral Dizplay All Units ' Mrs., Synatschi 4 & 6 7 8 8 10

04-26-10 10 04-29.10  Planats P Grade 3 Science [ Mrs. Synatschic 1 42 13 14 16 6 17
04.26-10 10 04.30.10  Probability P Grade 8 Math | Mrs. Synatschi it 18 N H B2 I3 M

it H N B B M

» To view and edit a unit, click on the name of the unit.

Add New Unit from Plan Library

42

Tip < Units can be published as ‘master units’ and shared between schools within a
district.

School or district teacher teams may create model or master units that can be used by other
teachers throughout the school or district. These units are created and saved by teachers, but
published to the Plan Library by an Administrative account. Teachers then can add a unit into
their Unit Plan list from the Add New Unit From Plan Library link on the My Plans home page.
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1 Click Add New Unit From Plan Library.

Add Mew Unit From Plan Library

* Courses
Unted States History

* Plan Library Units

Dates Urit -~
O 92400 o 10-13-09 Changes in Industrial Society
O 9-24-08 to  10-13-00 Changes in Industrial Sockety
O B-15-08 1 9-30-09 Math: Prime Time -
" Title
" Class
Sebect a class »

United States History

School Calendar )
[2010-2011 Calendar v

Sedect Dates

Start Date End Date
= =

Share Unit With
Select Teachers

2 Select the Course.

3 Select the Plan Library Unit associated with the course.
4 Enter new Title (if desired)

5 Select Class, Sections, and School Calendar.

6 Select a different Start Date and End date

Note * Unit dates can be edited only if the setting is allowed by Administrative account.

7 Select teachers to Share Unit With (if applicable).

8 Click Add Unit. The unit will be added to the Unit Plan list and can be revised.

Important Considerations

When a teacher adds a unit from the Plan Library, all information in the elements and blocks
is maintained, allowing him or her to revise the Unit Plan to meet the needs of his or her

students.

Send to Curriculum Mapper
1 Click Send to Curriculum Mapper tab at the top of the unit page.

2 Click Preview Map for a preview of the curriculum map before sending to Curriculum
Mapper.
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Note « The title of the unit is not transported to Curriculum Mapper® and the title of
the block can only be viewed by the author of the unit.

Changes in Industrial Society

3-17-10 to 4-5-10 United States History 15t period, 2nd period, 4th period

Praview Map Sand To Cumiculum Mapper

Map Preview
March 2010

Greed and Corruption
Content Skills
A Tammany Hall B A Tammany Hall
1. identify and explain the reasons behind
politcal comiption from 18701900 B
2. analyze the effects of palitcal cormuption E
B Railreads, Steel and Oul
1. discuss the impact of the railread, steel and
¢ Anti-Trust Movemant oil industry on the Unitad States
2 analyze the postie and negatie effect of
major industry on American peagla from 1865-
1910 @
. Ant-Trust Movement
1. explain the reagons for the anti-trest
movement
2_analyze the effects of the Sherman Antidrust
Act B

Assessment
A-C Retieval Chart B

B Railroads. Steal and Ol

Click Send to Curriculum Mapper. All items checked in Reality Check will be sent to Curriculum
Mapper®.

March 2010

Greed and Cormuplion
Content Shills

A Tammany Hall & A Tammany Hall
1. identify and @xplan the reasons behnd
palitcal comusption from 1870-1900 [E
2 snalyze the effects of politcal cormeption [E
B. Ralioads, Steel and Odl
. 1. digcuss the impact of the iailresd, slesl and
€. Anti-Trust Movement ol Industry on the United States
2 analyze the poditee and negatie afact of
major indugtry on Amencan peopls from 1865-
1910 @
. Ant-Tust Movement
1. explain the reasons for the anti-frust

Assessment
AL Retdeval Chan B

B Railroads, Steel and Odl

moverment
2_analyze the effects of the Sherman Anti-trust
Act
Warking Condiions
Content Shills AnsEssmEnt
A Conditions within factonies A Conditions within factones A-B. Analysis of The Junghe =]
1. compare and contrast working conditions A-F Retrieval Chan
B. Pay and Waork Day during the 19th cantery [

B. Pay and Work Day
1. compare and contrast pay and the wark day
of the 15th century [

Important Considerations

What will a map look like if a unit takes place over more than one month, or begins in the
middle of the month and ends in the middle of the following month?

This situation is controlled by what is checked in each Daily Plan, where the system tracks the
Content taught, Skills addressed, and Assessments used by date.
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Curriculum Mapper® places information in the correct month based on the dates associated
with the Daily Plan.

March 2010

Greed and Cormuption

Content Skills Assessment

A Tammany Hall B A Tammany Hall AL Ratiwval Chan B

1 lﬂ&l'l:";.' and explaan the reagons behind
palitcal corruption from 1870-1900 (&
B. Railroads, Steel and Oil 2 analyze the effects of palitcal cormsption
B Railroads, Steel and 06
. 1. discuss tha impact of the railread, stesl and
C. Anti-Trust Mevement il industry on thi United States
2 analyze the positie and negative effect of
majer industry on Amencan people from 1863-
1910
C. Anti-Trust Movermam
1. explain the reasons for the anti-trust

maovement
2_analyze the effects of the Sharman Anti-trust
Act
Working Conditions
Content Skills Assessment
A Conditions within factories A Conditions within factornies A-B_ Analysis of The Jungle B
1. compare and contrast working conditions A-B. Retrieval Chant B
B. Pay and Work Day during the 19th century

B. Pay and Work Day
1 compare and contrast pay and thi wark day
af the 19th century

Information Sent to Curriculum Mapper®

1 Under the Maps tab select My Maps.

2 Click the month name to edit (example below, “Aug” in Grade 7 Social Studies).

Home Maps = Reports e g5 Support =+ Admin = Curnculum
My Maps Ak New Mg Copy Mag | Help
vear 2009-2010 v
Cow s School Year  Months HasterMap
Giade T Seckal Stidies 20092010 Aug Sep Oct Moy Dec Jam Feb Mar Apr M.
Umited States History 2009.2010 A Sep Oct Moy De

3 The screen will refresh and display data of the current month, by block.

4 Click Edit to add information into the additional columns.
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5 Click Save or Save and Close before moving on to another block or month.

March 2010

Tie: | Greed and Comuption

A x|¥ » BB 9.-o. B £ U | A @ < x| @y @ (2
Content Shills Assessment
k. Tammany Hal @ & Tammany Hall & Retigval Chan B 2

1, idensty and explain thi réasons behind
poMICAl corruption from 1870-1200 &
E. Rallroats, Steal and Ol 2. analjze e effects of politcal cormuption E]
E. Rallroags, Steal and Ol
1, digcuss e impact of e railroad, stesl
C, Anti-Trust Mewmignt ared gil industry on the United States
2 analjze the posiive and negative effect o
majar indusiny on American paople from 1855
1810
€. Anb-Trust Movemant
1. axplain e reasons for the anti-nist
Fivinodment
2. analize Me eMects ol the Shedman Anti-
trust A0

Reports (Administrator)

School Building Reports

These reports allow administrators to review all aspects of any teacher’s Plans within their
school. A district coordinator can access all daily plans within their district.

Elements: Which elements have my teachers used in their units?

This report allows the School or District Coordinator review Elements entered into a Daily Plan
by a teacher.

1 Select Reports from the Main Menu.

2 Select Which elements have my teachers used in their units?
3 Select Which teacher would you like to select for this report?
4 Select What class would you like to select for this report?

5 Click on Select a start date for this report and Select an end date for this report.
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6 Click Run Report.

Daily Plan:

Which elements have my teachers used in their units?

Which | .\.-..-..r-H._'.|r;\ e o select for Bis report?

Row

—

What chass would you Bke B select for this

repon?
(Check AN

o Cowde b Sl Shaded
Grate 3 Socel St
Drade J Socal Basdes
Grde & Sotel Suded
Grede § Senal Dasden
Guee K Sovw oty
Theuter Aty

\ihich elemeats would you ke b mchede for this
repeat?
[Chack &1
amres
acmvten fext)
Sapenrnens Holes (Sivdent dain)
Assesanent Refomos (Haw ellective was
e ]
7] Dirarentated miructon
o Deruentated rawucton Detsd
Kiry Toemn
Uterads T Repavrces
Tasching Port

® prnt

Reports (Administrator)

< Mack 1 Repos

Vit date range would you Mo 10 wsa Sor this regort?

Swlect 8 sLart aate for €

report

SLar! Sats

< July 20

Su Mo Tu We Th
a5 8
LIRE AR IETY
WM H

n» % TR

Where can | find my teacher’s daily plans?

Selesct an end date for this
regort

< Jully 2011 E

Fr 5a  Sa lo Tu We Th Fr Sa

L

5
)

)

a8 &

IR IR IR T AR

HNR e

W W ®» Nz

m N T nn

o Rapon

< Back To Repons

This report allows the School or District Coordinator access Daily Plans taught by a teacher.

1

2

Select Reports from the Main Menu.

Select Where can | find my teacher’s daily plans?

Select the Calendar Year, Teacher Name, Course and Units to Display.

Click on the desired Unit, the Unit will open.

Click on Daily Plan and the desired date.

Where can | find my teacher's daily plans?

HCRck & unit 1o see the daly plas. )

2010-2011 Cakentar[=]

Arsoid, D
Areecid, Dena

Armgid, Cna

i

i Ramred

Dates
0813201010 10-29-2010

1012000 io 12-23-2040

1032001 10 03-11-2011
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[=] [Grade 1 Social Studses [=] | Désplay Compluted Unts [+]

Familios, Now sad Loag fAgo Unii 7

Familes I Communiies Unil 3

Faiimil s Are IMpOraat Lisit 1 frodms Pian Librady

= Back to Reports

Shorw Inactree | Unpublshed Plans

Plam Libwary

< Back T0 Reports
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This report allows the School or District Coordinator access Unit Plans taught by a teacher.

1

2

Select Reports from the Main Menu.
Select What units of study have my teachers developed?
Click on the Calendar, Teacher Name, desired Classes, and Units to be displayed.

Click on the Unit title to open the desired plan.

What units of study have my teachers developed? Azd
2010-2011 Cadenar (=] - | AN Cipases =] | Deiplay Completed Lissts [~
Show Inacirve | Uapublished Flans
Teacher Dates Pran Library

08-13-2010 1o 19922010

A145-2010 fo 04.24.2011

01.24-2011 1o 04-15-2011

O 22011 10 05312011

This report allows the School or District Coordinator to review and compare Assessment types
used by a teacher through a period of time or compare periods of time.

1

2

48

Select Reports from the Main Menu.

Select Which assessment types have my teachers used in their units? or How have
assessment types in my teacher’s units changed over time?

Select Start and End dates for the report.

Click here to include a second date range for a second date range for comparison reports.
Select Which school would you like to select for this report?

Select Which courses would you like to select for this report?

Select Which teachers would you like to select for this report?
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8 Click Run Report

Which assessment types have my teachers used in their units? ™ e A
Wit clats T8 woulkd you Nk 10 e 103 IR Pepon?
Sasbect 8 St date bow thils. report: 14,201 Sabect &n end dste 1or B FEpot 6-38-2011
(] March 2011 » < Jume 2011 »
Su Mo Te We Th Fr Sa Su Mo Tw We Th Fr Sa
2 3 a SRR
ANEIETIED 8 7T 8 3 W
WoW W T W 7 oW s s
n B DN B3 B H B DM
now oW n o om
T W 80 INCISSE & SeCond date range
Which schood would you bite Bo select Bor this report?
Jackson Creek Middie -

Which Courses woukd you B b sekect B 1his repor?
(Check AX)

| Qw8 ELA

o Candia B Ma

Which teachers woukd you bie to select bor this neport 7
(s k A
Creien Eda

¥ Strshom, Jamee

¥ Gands B Saince

Administrative Settings

Administrative settings allow administrators to control certain permissions within Instruction
Planner, as well as set naming conventions for the Content, Skills, Assessment block and three
levels of standards coverage.

Dashboard

My Plans teports Resources - Selup - Suppaort = Admin
Assessment Types
Today's Overview: Friday, June 17, 2011
Azsign To-Do Nem
Teacher  Chooss -
Select a leacher above to view their daily plan
Reports Curriculum Maps

Asspssment Types Repon Select a teacher above to vid

School Templates & Elemants

Uknit: Get Ready For Fractions

Message Board

New Product Annow

School Profile
EasyStart

Collsborative Learming has a pi AMS
SAMS

AR O SREAET B shana! Resd

+ Akl Assessment Type

Assessment Type
Creative Performance o Exhibition Edit | Dadein
| Templales
Formagrg (314
iar
Graphic Organi ner Edit | Dodete
Joumals and Leaming Logs Edit | Dedete

[ N— LT .
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50

Assessment Types are created by the Administrative account. Once these types are created,

teachers click the type(s) that match the assessment they have entered in the Unit and/or
Daily Plans.

Note » Administrators’ dashboard allows the administrator select a teacher’s dashboard
from a drop down menu.

1 Select Admin from the Admin Menu
2 Select Assessment Types

3 District Coordinators will need to select the school to which the Assessment Types will be
added

4 Click on Add Assessment Type in the upper right hand corner
5 Enter the assessment type Name
6 Click on Add Assessment Type

7 Repeat for each desired Assessment Type

Assessment TYPE [t tewey =] A ——,

Anseramint Typs
Construcing Aesponsn’ Shofl Anwwer (-]

Detaie Edil | Dedin

Formatve
Graphic Onganiees Ean

Lab a1 | Dedots

School and District Coordinators may add items to teachers Dashboard To Do Lists. This is a
convenient way of reminding teachers of important dates and events.

A District Coordinators will have the ability to Choose a School, School Coordinators will not
see the selection drop down for various schools.

1 Select Admin from the Admin Menu
2 Select Assign To-Do Item

3 Choose School (for District Coordinators only)

i

Choose Users (Check All or Clear All options available)
5 Enter To-Do Item

6 Choose Due Date from the Calendar icon
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7 Click on Send To-Do Item

Assign To-Do List Item

Choose School
ieimara, [immariany ;'l
f.:'lDCI.‘-IZ" Lisars

v Brnards | Pam

o Elvall, SRacdny

Chapcic AN
| Cundangham, Lz
Cloar A1
o Lirvy, Jackym
| Rousa, John
1 Sane, :
“Enter To-Do Mem
Grades will bo dusr on Ths daie
Choose Due Date
DS11201]
Send To-Do lem

Administrators set up a calendar for the current or next school year and can enter
events to a school calendar. These events display when teachers select start and end
dates for units, reminding them of special events, such as end of semester, holidays,
etc.

« Select Admin in the menu bar, click School Calendar.

. Ensure the desired school and calendar year is selected.
(School calendar must be completed for each building in the district.)

. Click Add New School Events.

« Select the start and end dates of the event.

« Click Submit Dates.

. Select the Event Type from the drop-down list.

. Title the Event to indicate its purpose.

. Check Block Dates? if the event is a non-teaching day.

« Click Add Event.
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Administrators can add courses to the list pre-populated during the CLI school setup.

1 Click on the Option to the right of the course name.
2 Select Admin in the menu bar, click School Courses.
3 Click Add New Course.

4 Enter the Course Title the Course Name.

5 Enter Course Number.
(Enter 111 if the course does not have a specific number associated with it.)

6 Select Subject Area from the drop-down list.
7 Check Grade Level(s).
8 Enter a Course Description (not required)
9 List Textbook & Materials (not required)
10 List PreRequisites (not required)
11 Enter Notes related to the class (not required)
12 Define Credit Earned (not required)
13 Check College Credit? (not required)
14 Indicate Course Level (for weighted grades) (not required)
15 Determine Length of Course (not required)

16 Select whether the Course is: Active, Inactive
(Active is the default)

17 Click Add Course

Manage COUMSes [ e = bt
Course Hame Lourse Rumbar Subject Area Grade Lvel Slatus
Geade 1 ELA 1 English Language and Litevature 1 Active Edi Copy [elese
Geade | Math m Wath 1 Active Edil  Cogy  Dalete
Geade 3 Math 1 Math 3 Active Edit  Copy elese
Grade 4 ELA 1 English Language and Lilevature 4 Active Edi Copy [eleze
Edd L bie

Geade 4 Sociel Sudies il Social SnudmuHivery 4 Activg Can  Cogy  Dalete
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District and School Administrators can view the Unit and Daily Plans of any Teachers in the
District or School. This is convenient, since teachers will not have to submit plans to the
Administrators.

1 Select Admin from the Admin Menu
2 Select School Plans

3 Select the desired Calendar, Teacher or All Teachers, Class or All Classes and the Units to
be Displayed

4 Check Show Inactive/Unpublished Plans to see all Units
5 Click on the Title of a Unit to see the contents of the Unit and Daily Plans

6 Select Reality Check from the Unit or Daily Plan to see what Content, Skills and
Assessments have been checked in the Daily Plan

School Plans

DN Calerder »  MTeachen » Alfmses »  Dipley Al ek -
i gy gt Pl
T Tiates e Phas Ly
[ S 5331t B-AT [T Y
Famarea, Bics LR TS ) b W
Wi, Mo T b DS o Lty

Proderis e 38 10 b BT il Bty Fw b1

Administrative settings allow administrators to control certain permissions within Instruction

Planner, as well as set naming conventions for the Content, Skills, Assessment block and three
levels of standards coverage.

1 Select Admin in the menu bar, click School Settings

\S]

Select a School from the drop-down list. (For District Coordinators)

3 Make desired changes to Permissions and Conventions (see below)

i

Click Update
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5 District Administrators may also Lock All Controls so School Administrators cannot change
School Settings

School Settings

Leck Al Confroly
CLI Main Sest Blemontary ||

Pemssons

Comvvenlions g
Al Boachors 10 view daily plans of shaned units? Condent
#® Yes ©No O Locked? Content
Aliow teachers lo creabe their own lemplates? Skils
You & No [ Locked? Skils

Alowr feachors 10 delele wnils?

Assossmonts
®Yes O Mo O Locked?

At
Alow leachers io share units across schools in the dstnct?

Dikcrw Saliragh S ryrachied with Cuamieubarm Magpete. Asey chispis s
& Yes ©No I Locked? heen will b reflected i Curricubam Mapper

Introduced Standards
bndrodipoed

Devedoped Standarnds
Darvinkopad

Reinforced Standards
Riganiorosd

Cancel Ov | Uipdoie

School Templates & Elements

This is the design area for templates. District or School Administrators may design Elements
and Templates to be used by the teachers in the School or District. Elements are designed first,
and then entered into the template. In the experience of Collaborative Learning Inc™, Text,

Dropdown List and Checkbox Elements are easier for teachers to work with than List
Elements.

Templates

Vel || Dot
Vel || Covrter

Tt | Dol
Ak bl

[
Wiy, Famawmmy i Delein

Wik Doleie
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Instructional Elements are components of a school/district template that allows teachers and
administrators to track, monitor, and analyze various instructional elements within the Daily
Plans. Elements may be placed in the Unit Plan, but only the Daily Plan data generates reports.

Multiple elements can be created and named for their intended use (Interventions, Strategies,
Reflections, Resources, etc.) Currently, only administrative accounts can design Elements.
Elements are not transported to Curriculum Mapper®.

. Select Admin in the menu bar, click School Templates and Elements

. Under Elements, click Add Element.
I
| Add Element

Element Hame

| Flement Type

Teud

Drop-down List o | Add Elemant

. Title the Element to indicate its purpose.
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. Four types of elements are available:

« Text - provides a blank box for text

Enter text for the Element Name

Click Add Element

» List - allows user to enter new information in a bulleted or numbered format

Enter text for the Element Name
Select List Type

Click Add Element

« Checkbox - provides multiple items that can be selected

Enter text for the Element Name

Click Add New Item

Enter text for the first item in the checkbox

Continue to click Add New Item until all choices for the checkbox have been entered

When finished, click Add Element

« Drop-Down List - provides a drop-down list for single item selection

Click Add New Item
Enter text for the first item in the checkbox

Continue to click Add New Item until all choices for the drop-down list have been
entered

When finished, click Add Element

Administrative accounts use Elements to build Templates that teachers use to construct Unit
and Daily Plans. The default template is titled “Blank” and contains no elements. Districts and
Schools can design unique templates containing elements teachers use to plan, track,
monitor, and analyze robust instructional units. These templates can be simple or complex —
depending on their intended use. Several different templates can be developed for various
purposes (Primary Template, Special Education Template, Backward Design, etc.) or one
template can be created to guide the entire school or district.

1 Select Admin in the menu bar, click School Templates & Elements

2 Click Add Template

3 Title the Template to indicate its purpose.
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4 Drag and drop the Elements created into the chosen area of the template from the list of
Available Elements.

5 Each Template Area can be named, and by default, has one row with 3 spaces for
elements. Additional rows of 3 can be added to each Template Area.

»  Template Area 1 displays in the unit under the Setup Area

« Template Area 2 displays in the unit under Standards

«  Template Area 3 displays in the unit under Content, Skills and Assessment
6 Toremove an Element, drag the Element back to the Available Elements List

7 Click Save Template

Add Template Sren Tarmpione

Available Clements
it B g
=

Template Area &1 ek ) [ —

Template Area 92

Note  Once teachers are using a template, it is important to remember that they are
actually entering information into a relational database. Therefore, it is extremely
important to not only plan the templates thoughtfully, but also to consider strongly the
effect of any changes to a template.

For instance, if teachers created units last year using a particular template, they will not be
able to use the Copy feature within Instruction Planner™ to quickly copy the units into the next
year, if that template has been altered. This restriction happens because the fields in the
database associated with the previous template would not know where to go in the altered
template.

Collaborative Learning Inc. Instruction Planner™ User Manual 57



Instruction Planner™ User Manual

Administrative Settings

The District or School Administrator can create a School Profile, which will populate certain
areas in the Teacher Profile.

1 In addition to Personal information in the Profile, adding dates of state or other important
tests allows the Countdown to become visible on the Instruction Planner Dashboard
showing how many weeks until each test occurs. Enter the Test Name and select the Test
Date from the Calendar Popup. Click Save.

2 Answering question areas on the profile will further inform Collaborative Learning Inc™
and the teachers of the information unique to the district or school.

3 Click Save Profile to confirm the settings.

Instruction Planner!

Perazanal R

Test Hams Test Dade

esting 4211

EasyStart is an account management tool that allows program administrators to control a
variety of functions and permission levels in all three products. This new functionality replaced
the User Accounts options previously located in the Admin Menu of Curriculum Mapper.

» Log in; click the EasyStart logo on the Product Selection Page
Or

» While in Instruction Planner™, hover over Admin menu and select EasyStart.
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EasyStart allows School/District Coordinators to do the following:
« Manage User Account

. Create and Print User Reports

. View the number of paid, active, and available subscriptions

. Transfer or Request Subscriptions

« Import Users

. Deactivate Users to remove teachers from the active, temporarily or permanently, list so
they will no longer be able to log in and create/edit maps.

. Create New Accounts and add a new teacher to a school. This can only be accomplished if
enough accounts are available.

Standards Alignment and Management System

While in Instruction Planner, hover over Admin menu and select SAMS.

This system is designed to help manage the standards that teachers use in their classroom
each day.

Select from the menu items below to manage standards sets; select the icon to view a short
1-2 minute instructional video on the many functions of the SAMS system.

. Create and Revise Standards Sets %
. Manage Subject Areas =

. Create a New Custom Standards Set &
. Align Standards and Benchmarks
. Manage Standards Set Display

. Manage Standards Icons
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. Select Support in the menu bar, click Feedback & Technical Support.
. Select Type of feedback from the drop-down list. (Question, Comment, Problem)
. Enter feedback into Comments text box.

« Click Submit Feedback.

. Select Support in the menu bar, click My Suggestions.
. A new window will open.

. Complete the form.

. Click Done

My Suggestions can also be accessed from the Feedback & Technical Support page by
clicking Click here to share your ideas and suggestions with Collaborative Learning.

. Call 800.318.4555
. Monday - Friday

« 7amET to 10pm ET
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