él PLATO Learning Environment ®

Table of Contents

1.

PLE OVEIVIEW ..ttt ettt e e e e e oottt et e e e e e s ettt et e ea e e s e o n e bttt e e ee e e aaamsebeeeeaeeeeaannbebeeeeeeeeeaannbabeeeeaaeeeaannnenneeas 2
1.1 [0 ] PP PR RSP 2
1.2 LT N o] o1 S PO PRSP P P OPUPPPTPPPIN 3
1.3 [ [0 0T 0 T= T [P OPPT PRPPR PP PTPTPPRIN 4

L0 = L] T PRSP 5
21 L@ YT T PR URR SRR 5
2.2 (O (T (= T O - U PRSP 7
2.3 Quick View — Class Learner USAge SUMMIAIY .......ccciiiiurrirrieeeesiiiietreeeeeesassstssessseessasssssssessssssssnnsnsssseeeeens 9
2.4 Quick View — Learner DAY USAQE ......cuiieiiiiiiiiiiieiie e esieee e e e s sttt e e e e e et s stntae e e e e e e e s nnnntnneeeaeeesannnnnens 10
25 ACCOUNT AAMINISIFATON VIBW ......tiiiiiieie ittt e ettt e e ettt e e e e e e e e st bbb et e e e e e s s sbbbe e et e e e e e sanbbbneeeaeeeeann 11

F N o T T=T L £ TSP PP U PP OPUPPRSPP 12
3.1 L@ YT V1 OO PP PPPPPPTTPPN 12
3.2 Create ASSIGNIMENES .....eii ittt e ettt e e e s a b et e e e e et et e e e aabe e e e e b b et e e e anbb e e e e aabe e e e e anbreeeennees 12
3.3 MENAGE ASSIGNIMEINES ...ttt ettt sttt e s st e e s ab bt e e s aa bt et e e e st b et e e aabbe e e e aanbb e e e enbeeeeenbneeeentes 14
34 Lo T g g L=T ] = L L RSO 15
3.5 F Y o] o]\ = L B O (= [ S PP PP OPP PRI 16
3.6 PresCription ASSIGNMIENTS .....coo ittt e e s st bt e s e b bt e e ab b e e e e anb e e e e aanbeeeeanbreeeennees 16
3.7 QUICK View — Learner ProgreSS SUMIMAIY .........uueeeiiuieeeaiieeeeaateeeeasteeeesssbneeeassteeesssbseeessbneeesssneesssnnns 21
3.8 Digital DIOP BOX ..o 24
3.9 TRIEAEA DISCUSSION. ...ttt et e e e e ettt e e e e e s et bbbt e e e e e e s s an bbb e e e e e e e e e s aanbbnneeeeeesaannneees 27
3.10  AcCOUNt ADMINISIFALON VIBW .....eiiiiiiiiiiiiiietee e ettt e ettt e e e e s s bbb e et e e e e e s bbb e e e e e e e e e saanbbereeeaaeseaann 30

(70T a1 1= o | SR 32
4.1 OVBIVIBW ...ttt ettt et e oo 4ottt et e a4 4o a bbbttt e e e e e e 4R b e ke e et e e e e e eaabbbe e e e e e e e e e nbnbeeeeeeeeesannnbnees 32
4.2 SearCh DY StANUArUS........cooviviiiiiee et 33
4.3 Create @ CUSTOM RESOUICE........cuiiiiii ettt ettt ettt ettt ettt ettt ettt et et et et et e e et e e et e e e e e e e e e e eaeeeeeeaees 34

LR L= 010} K= PSSO PTPPR PRSPPI 38
51 L@ YT 11 PSR 38
5.2 L0 (g To1 0] 0] g I LT o To ] £ RO PPRPTPRP 39
5.3 ASSESSIMENT REPOITS ... e e e e e e e e e e e e e e e e e e e 40
54 A (S 1 T R T=] 010 ] £ P SPPPPPPTRT 41

1070201 ¢ 10T o T o3> 4 o o ISP 42
6.1 L@ YT V1 PP PPPRPTTPP 42
6.2 MESSAQE BOAId ... 42
6.3 [ 0P 1 TP PP PUT PP TPPTPPPI 43
6.4 DISCUSSION BOAIT ......iiiiieiiieiee ettt ettt ettt et e e e e e s bbbttt e e e e e o aabb bt et e e e e e e aanbb e e e e eeeeseannnbnaeeeeaeas 43
6.5 AAMINISIFALON VIBW ....eeeiiiee ettt e e st e et e e e e s st e et e e e s s sss e e e e e eeeeaaansstaneeaeeeeaannssneeenaeeseannns 45
6.6 L0 a1 o gl I o U ] T 1SS 45

Lo L oYL =T A= AT ] o BT PO PP PPUPRTO 46
7.1 L@ YT 11 PSR 46
7.2 1= 34 0 - LSRR a7

F N o] o 1= o o 1) G PR RUTT 50
8.1 Summary Of ROIES @Nd PriVIIEOES ........ooii it a e e 50

1of51



1. PLE Overview

The latest version of the PLATO Learning Environment® (PLE) contains a rich pool of standards-based learning
activities, which are linked to instructional goals. Instructors can use these resources for instruction and
enrichment or remediation and intervention. PLE also assists both administrators and instructors in planning and
organizing their academic year.

You can access PLE in one of four roles: account administrator, administrator, instructor, or learner. Note that
only one role can be assigned to you.

Role Name Description

Account Administrator As an account administrator, you have access to all the features in PLE. That
means you can do everything that an administrator and an instructor can do,
and much more. You can manage accounts for all schools, districts, and other
programs. You can create and manage all aspects of PLE, including exclusive
tasks such as account settings, closeout, licensing, controlling login access to
PLE, planning an academic year, creating classes and users, enrolling users,
and monitoring the enroliment process.

Administrator As an administrator, you can do everything that an instructor can do and much
more, but you will not have access to all features as an account administrator
does. You can manage school, district, or program-level aspects of PLE. You
can create and manage instructors, add classes, add learners, create new
assignments for learners, and manage those assignments.

Instructor As an Instructor, you can manage the class-level features of PLE. You can
create customized resources for your learners, create new classes, and add
new learners to those classes. PLE allows you to give assignments to your
learners and monitor their progress. You can generate various reports about
your learners, such as the Demographic Summary Report, the Learner
Progress Report, the Learner Daily Usage Report, and the Class Module
Mastery Report.

Learner The user interface that learners see is different from the user interface for
account administrators, administrators, and instructors. As a learner, you have
access to assignments and learning content that your instructors have
assigned to you in PLE.
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Six applications, called mini-apps, appear on the PLE Home page for educators. The mini-apps are Classes,
Assignments, Content, Reports, Communication, and Administration. Similar and related features are grouped
under each mini-app. Including all six mini-apps on the Home page ensures that every PLE feature is associated
with a meaningful name.

The mini-apps give you easy access to PLE’s tools. Every task and feature is identified on the screen to help you
know exactly where you are in the system at any given point. Clear warnings and advice guide you when making
major changes to your account.

Your home page displays only those mini-apps that you have access to in your role. It is not cluttered with
features that you do not need. For example, the Administration mini-app is available only to account
administrators and administrators. If you log in as an instructor, you won’t see the Administration mini-app.

Mini-App Name Description

Classes Use the Classes mini-app to manage classes and learners. This mini-app
allows you to create new classes, deactivate and reactivate classes, and edit,
manage, or delete classes. You can also create new learners for your class,
manage their status, and deactivate or reactivate them, depending on your
role. Many reports are integrated with the Classes mini-app. They show you
how learners are using the PLE system.

Assignments Access the Assignments mini-app to manage assignments for your learners.
This mini-app allows you to create new assignments; deactivate and reactivate
assignments; edit, manage, and delete assignments; and monitor learners’
progress on those assignments.

Content The Content mini-app is the place to find and manage content. It allows you to
create your own customized content resources, use PLATO content and other
content like websites and links, and manage content. You can then assign this
content to your learners.

Reports Use the Reports mini-app to generate a variety of reports, including the
Demographic Summary Report, the Learner Progress Report, the Learner
Daily Usage Report, and the Class Module Mastery Report. Reports are
devised to help you understand, analyze, and rationalize results so that you
can better prepare for future tasks.

Communication The Communication mini-app groups all the communication-related features in
one place. These features allow you to connect to other PLE users without
leaving the PLE environment. The Communication mini-app includes a
message board, an email tool, and the ability to start and monitor discussions.

Administration The Administration mini-app is available only to account administrators and
administrators. If you log in as an instructor, you don’t see the Administration
mini-app. This mini-app allows you to edit account settings, closeouts, and
licensing. You can control the access that other users have in PLE. You can
also create classes and users, enroll users, and monitor the enrollment
process. However, the available options will depend on whether the user is an
account administrator or an administrator.
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The homepage is the first page you see when you log into PLE. The PLE homepage gives you easy access to
those features you use most often. For example, Create Class is a feature of the Classes mini-app. But you can
access it directly by clicking on the Create Class link on the homepage. The same is true of the Create Learner
link. It takes you directly to the Create User page, which is an Administration mini-app feature. Note that the

Create Learner link is available only to administrators.

The links for PLATO Courses, PLATO Titles, and Assessments take you to the Create an Assignment page. On
this page, you can view all the PLATO Courses, PLATO Titles, and Assessments content in one place.

The homepage also has a shortcut to Communication features, including messages, discussions, and
announcements. The number of messages and postings you received since you last logged out appear as links.

Click the links to view them.

PLE homepage as viewed by an account administrator

Capital Hills School District

Support | Help | Log Out
Welcome, Julianne

Time Zone: PST /UTC - 8 [ £ait Profile J
L5

‘.",',-__ - N - . \
&) —E (1 () S
Home Classes Content Reports Communication
Home
Getting Started
+ SETUP CLASSES = ASSIGN CONTENT
> Create a Class ) > Assign Plato Courses )
> Assign Plato Titles )
- Assign Test Packs )
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Communication

Notifications

0 unread notifications

Messages

0 unread messages

Discussions

0 new discussion posts

Announcements

No announcements currently,




2. Classes

In PLE, all features and tools related to classes appear under the Classes mini-app. These tools allow instructors
and administrators to create and manage users and also to manage the learners in a particular class.

Instructor view of Classes landing page

Capital Hills School District Support | Help | Logout
. — . P P~ Welcome Linda
& =f A = -,
(& @ & ) (3
Home Clazzes Asszignments Content Reports Communication Time Zone: PST (UTC -&
Home :: Classes .
Classes
Create a Class Show Deactivated Classes

ry report for your clazses.

's Classes Refresh Data || Print Data || Export Data
st updated at 10/14/2009 12:00:19 AM
4 Class Name Iiif::)rrlee? Rec;r:algr:s;r\::: on Taslﬁ:;?rr.]’ltr;i;nsi Reﬁfg}‘r;;ﬂrﬁ
o (HH:MM:55)
All Classes 19 2 00:10:19
Levit's Grade 10 Class 9 1 00:10:08 01:14:50
Linda's high school math 10 1 00:00:11 00:01:59

Classes: The Classes landing page displays the classes you teach. Click on a class nhame to see a list of learners
and assignment data for that class. You can also manage the learners for that class and view the deactivated
classes. Account administrators have an identical page called My Classes, which they can access from their
Classes landing page.

Manage Class: From the Classes (My Classes) landing page, click the “* icon next to the class name to go to
the Manage Class page. The Manage Class feature allows you to add other learners to your class, whether their
names already exist in the system or they are new. You can view all the learners on your class roster and the
assignments for all of their classes. The Manage Class feature also allows you to view your class roster in a
printable PDF format.

Copyright © 2009 PLATO Learning, Inc. All rights reserved. PLATO® is a registered trademark of
PLATO Learning, Inc. Straight Curve, Academic Systems, and PLATO Learning are trademarks of \ i
PLATO Learning, Inc. PLATO, Inc. is a PLATO Learning, Inc. company.
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PLE Manage Class page

PLE™ - Manage Class

Create a Class Create Assignment

£ o)

rout of PL

Deactivate
‘Class Name: |Levitt Iath Grade 10
Location: Roosevelt High Schoaol
Grade: | 10 =
Class Description:
Thiz class iz M=a. Levitt's 10th Grade

Credit Recovery Math Class.

mjm]im]limjin]in]in]in]in]in]in]in

Logout All Name (Plato Login Name)

Appel, Douglas (dappel)
Borges, Howard (hborges)
Burd, A

Dunlop, Henry (hdunlop)

enne (aburd)

Claudia

Lemmaon, Suzanne (slemmon)

Levitt, Linda (llevitt) @
Maness, Juan {(jmaness)
Mieman, Tony (tnieman)

Romerao, Ralph (rromera})

Withers, Marlene (mwithers)

If you want to view a learner’s profile information, select that learner’s

name. To remove a learner from your class, click the check box next to the

learner’'s name and then click the Remove User button.

You can also reset the password for a learner by clicking the check box
next to that learner’'s name and then clicking the Reset Password button.
Check multiple learners and select the Forced Logout button to log out

multiple learners at a time.
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E. Or check multiple learners and select the Forced Logout button to log out multiple learners at a time.

user's nams.

Frintable Class Roster || Class Roster Spreadshest
Add Existing Users Create Mew Learners

- Grade

? Did You Know?

You can see if a learner is logged
in. A blue icon (@) will appear next
to the learner’s name. To

log out a learner, click the icon or
the check box next to the name
and then click the Forced Logout
button.



The Create a Class feature allows you to create a new class. To do so, click the Create a Class button. You'll first
need to describe the class, which includes entering a title for your class, specifying the grade, and giving a
description of the class. Next, add learners to the class. PLE lets you add learners to the class in two ways—Add
Existing Learners or Create New Learners.

1. Add Existing Learners — PLE has a list of all users
associated with their location, role, and grade. You can also
find a learner by name. Once you find learners, select them to
add them to the class.

S& Remember...

Make sure you search for existing
learners first. That will reduce the
chance of accidentally creating

new learners who already exist in

the account.

2. Create New Learners — To add a new learner to your class,
type the first name and last name in the specified text box.
Give the learner a PLATO name, which could be the learner’s
initials, and then assign the learner a password. The learner’s
SIS ID is optional. Finally, enter the learner’s grade. Once you have added all new names, click
Done. PLE gives you the option to increase the number of learners, so you can add as many learners
as you want to your class. Note: This feature will be grayed out if your administrator has turned off the
option to allow instructors to create learners.

M

Class: Linda's Algebra Period 1
Location: Roosevelt High School Grade: 10
Enter the last name, first name, PLATO name, and password of each user yvou would like to create.
The system will enter learners’ grade levels, which you can then edit as needed
* Last Name * First Name * PLATO Name * Password SIS 1D * Grade
{opticnal)
Williams Ken kil [password | ERR
Benson Robert rben |passu\;u:|rl:l | |9 j
Spivey Christina csp [password | ERR
D'souza Merissa ndsouza |passcuwru:| | |El j
Rogan Peter progan [password | ERE
Maortensen Karen krnart [password | 9 -
| | || || | JEE
| | || || | NEN-
| | || || | | [o ]
| | | | | | | | [e 5
Humber of Learners: m
Done Cancel
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3. Self Enroll: Learners can now self enroll themselves to a class if they are given permission by
their Instructor. They would need a Class ID and password for enroliment. This can be generated
by administrators and instructors by checking the ‘Create this class with Self-Enroll’, while
creating a class. This will activate the Self-Enroll Setup and generate a Class ID. You will need to

enter a password for the class.
Support | Help | Log Out

KM Demo School District
‘ Welcome, Christy

‘ = @, L \
w6606 —
\ Home Classes Assignments Content Reports Communication Administration jipezoneiRSRiLICE EditBalie}

:: My Classes :: Create / Manage a Class

Create a Class

, including & grade and description if desired. Then, add existing or new learners fo the class.

*Class Name: ¢%’

7
i)

Grade: }_“L

Class Description:

Create this class with Self-Enrall

Class ID: ‘3’

+ Password: |57ENYour password “‘

* Confirm [6n6rm your password
Password: | :
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2.3 Quick View — Class Learner Usage Summary

The Class Learner Usage Summary page allows you to see how often a specific class or all learners at a location
are using PLE. It also helps you determine how much time learners have spent working in PLE. You can see at a
glance who is working consistently and who is lagging behind. To get to this page, click a class name on the
Classes landing page. The example below shows a typical Class Learner Usage Summary quick view.

Class Learner Usage Summary

Capital Hills School District Support | Help | Logout
Welcome, Linda

6 -6 - 06
' : : ' ' EaZes. -
\ Home Clazses Aszszignmentz Content Reports Communication w CERAUICES Edibbieils

Home :: Classes :: Class Learner Usage Summary

Class Learner Usage Summary

Create Assignment

have spent on their studie

Teacher's Classes:| Levitts Grade 10 Class j Levitt, Linda: Levitt's Grade 10 Cl... [Manage] Refresh Data || Frintable View
The data was last updated at 11/52009 12:35:03 AM

Total Time Total Time in

& Learners on Task System Last Login
(HH:MM:SS) (HH:MM: S S)
Entire Class 05:09:49 06:21:18
Arnold, Ronald 00:07:41 00:25:12 10427109
Canter, Sonya 00:05:31 00:11:55 10027109
Chee, Gregory 00:00:00 00:00:00 -
Herron, Jesse 00:25:09 011611 11/04/09
Jaeger, Curtis 00:05:07 00:07:46 10/23/09
Lemman, Suzanne 07:09:40 03:41:05 11/04/09
Melnick, Rodney 00:00:00 00:00:00 -
Ontiveros, Colleen 00:00:00 00:00:00 -
Reel, Priscilla 00:16:41 00:39:09 10427109
Riley, Hazel 00:00:00 00:00:00 -
Silver, Joshua 00:00:00 00:00:00 =
Stephenson, Raymond 00:00:00 00:00:00 -
Trent, Mark 00:00:00 00:00:00 -
Weisman, James 00:00:00 00:00:00 -
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From the Classes mini-app, you can access the Learner Daily Usage page to find out exactly how much time a
particular learner has spent on class assignments. Click a learner’'s name on the Class Learner Usage Summary
page to see the student’s daily PLE usage over the past 30 days. This data can help you determine an effective
intervention strategy for learners who are not spending enough time on their PLE assignments to learn the
concepts. Below is an example of a typical Learner Daily Usage quick view.

Learner Daily Usage
Learner Daily Usage by Class and Assignment

Assignment Learners: | Suzanne, Lemmon [v] Lemmon, Suzanne - Learner Daily Usage Refresh Data || Printable View
Thiz page was last updated at 2:29:53 PM on 11/24/2009

Teacher's Name: Levitt, Lin Last Login Time: 11/23/2009 6:53:39 AM CST

Class Name: Levitt's Grade 10 Class Total Time on Task: 01:21:33

School Hame: High School 1 Total Time on System: 053657

Date Range: 10/25/2009 to 11/24/2009 Total Activities: 15

Report Generated: 11/24/2008 2:29:53 PM CS5T

Date: 10/26/2009 Time on System: 01:24:32 Time on Task: 01:05:02 Number of Activities: 5
Login Time: 10/26/2009 11:26:59 PM C5T, Logout Time: 10/27/2009 12:51:31 AM CST

Activity Name Assignment Name Start Time End Time Progress Time On Task Score
FPosttest - Unit 1 Levitt's English Assi... 11:28:39 PM 11:42:08 PM Completed 00:13:29 59

FPosttest- Unit 2 Levitt's English Assi.. 11:42:43 FM 11:51:41 FM Completed 00:08:58 75

Fosttest - Linit 3 Levitt's English Assi... 11:52:04 PM 12:00:39 AM Completed 00:08:34 85

FPosttest- Unit 4 Levitt's English Assi... 12:01:00 AM 12:15:45 AM Completed 00:14:45 75

End of Semester Test - English 104 Levitt's English Assi... 12:16:04 AM 12:35:19 AM Completed 00:19:16 65

Date: 1002712009 Time on System: 00:00:42 Time on Task: 00:00:00 Humber of Activities: 0

Login Time: 10/27/2009 1:11:05 AM CST, Logout Time: 10/27/2009 1:11:47 AM CST
Activity Hame Assignment Name Start Time End Time Progress Time On Task Score

The learner did not launch any activitiez during thiz login.

Date: 10/29/2009 Time on System: 00:17:42 Time on Task: 00:00:00 Number of Activities: 0
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If you are an administrator, accessing the Classes mini-app will redirect you to the Classes landing page for
administrators. There you can search and filter all classes, both active and inactive, that are associated with your
location. Click a class name to see the list of learners and assignment data for that class. To edit class settings,
manage class members, deactivate a class, or delete a class, select a class check box and choose Manage
Class. You will receive access to all classes in a location or account.

As an administrator, you also have access to the My Classes page from the landing page. This page is identical
to the Classes landing page for instructors. It shows all the classes that you teach. On the My Classes page, click
a class name to see a list of learners and assignment data for that class.

Account administrator view of Classes landing page
Capital Hills School District

Support | Help | Logout

. - o P Welcome Rick
() ® (0 (&
Home Clazzes Content Reportz Communication Administration e Zone CELAIC S
Home :: Classes
Classes
Create a Class My Classes Manage Learners

grade range selector

(> J(3¢) =

[l (>)(%) ize

) school 3 Class Name Instructor(s) Grade # of Learners | Status

Select a location to find your classes

[~ 4354434354344

11 of 51



3. Assignhments

In PLE, all the assignments-related features are grouped under the Assignments mini-app. This mini-app allows

you to create and manage assignments for a class and see how learners are progressing through their
assignments.

When you log in as an instructor, the Assignments mini-app lands you on a page that lists your assignments
organized by class. If you have added an assignment to a class, it will show up under that class. Account

administrators have an identical page called “My Assignments,” which they can access from their Assignments
landing page.

Instructor view of the Assignments landing page

Capital Hills School District Support | Help | Logout
Welcome Linda
() 8 & () ()
Home Clazzes Azzignmentz Content Reports Communication Time Zone: PST (UTC -8
Home :: Assignments

PLE™ - Assignments

Create Assignment

Location: Roosevelt High School
¥ Class: Levitt Math Grade 10

Show Past Assignments Show Inactive Assignments

Levitts Assignment (Manage) Due Date: 12/19/2009

You can create a new assignment by using the Create Assignment feature. This feature is accessible from
several locations, including the task bar on the Assignments landing page.

Follow these steps to create an assignment:

1. Set up an assignment by typing in the title of the assignment along with instructions for the learner.
2. Select learners from your class list by checking their names.

3. Select the content. You may want to select different types of content from different sources. The tool to
browse content is the same in all parts of PLE.
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Select content

Favorite Content This content covers Multiple Subjects for grades K-12.| chang= | [ Show all content
My Content Resource Type: |PLATO Courses ~

Local Content El PLATO Courses

¢ [SpLato Course Algebra 1, Semester A v2.0
PLATO Content
O @ PLATO Course Algebra 1, Semester B v2.0

e

Other Content
O @ PLATO Course Algebra 2, Semester A v2.0

e

O [EI PLATO Course Algebra 2, Semester B v2.0

2]

O [EI PLATO Course English 10, Semester Av2.0

o

O [EI PLATO Course English 10, Semester B v2.0
B ¢ [Junit1 - Building Reading Strategies
Fretest-Unit1  [View Test]
. E——" Building Your Vocabulary

& E——" Gettina At Word Meaninas =l

Do you want learners added to this assignment to retain mastery and exemption data from overlapping activities they completed
in previous assignments?

Cves o €

How many times should students be allowed to attempt a mastery test for this assignment? |1

4. Next, set the assignment policies:

e Choose whether new learners who are added to this class should receive the assignment.

e Choose whether to retain learners’ mastery and exemption data from other assignments. If you
choose “yes,” you’ll have access to the learners’ previous assignments and activities. You may also
decide to transfer their status on exempt, completed, or mastered activities to similar activities in the
new assignment.

o Decide how far back to look for prior work to apply credit. The minimum is three months.

e Select the number of times learners will be able to attempt a mastery test for the selected
assignment. This new feature is discussed further in the Apply Past Credit section below.

Set assignment policies

-

stionz below to control how the assignment will beheve in terms of mastery tests, spplying past credit, and whether new learners in &

he

orment.

Do you want learners who are added to this class to receive this assignment?
T Yes ¥ 1o

Do you want learners added to this assignment to retain mastery and exemption data from overlapping activities they completed
in previous assignments?

Cyes @ o €

How many times should students be allowed to attempt a mastery test for this assignment? |1~

5. Finally, set the start and end dates for the assignment. Note that you have the option of selecting an
individual start and end date for each learner.
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Each assignment has a Manage link next to it that takes you to the Manage Assignments page.

The Manage Assighment page allows you to do the following tasks:

o Edit assignments: The Manage feature allows you to make changes to assignment details, such as

the title and the global due dates, or to make changes to the
due dates for individual learners. Once you make these
changes, you can update and save them by clicking the
Update button.

e Deactivate and reactivate assignments: The Manage
feature allows you to deactivate an assignment that learners
have already completed or an assignment that you want to put
on hold. Once the assignment is deactivated, its associated

? Did You Know?

You can delete only those
assignments that contain no
progress data. Assignments that
do contain progress data should
be deactivated if you want to

students will no longer be able to access it. Remember that remove them from active use.
deactivating only hides the assignments from learners’ lists

and does not delete them. You can reactivate them anytime you want.

o Delete assignments: You can also delete the assignment. However, if one or more learners have
progress data related to the assignment, it cannot be deleted. The system records that learners did
work and made progress on this content. Instead, you can deactivate the assignment to remove it
from active use.

Manage Assignments page

Manage Assignment
Assignment Module Mastery Manage Activities
Make changss to Assignment Details , dates, efc.) or Learners (individual dates, sic.); then update to save your changes.
Assignment Details Deactivate || Delete Learners Edit Status, All Lesmers
Assigned Content: PLATO Course Algebra 1
Class: Math Period 3 [0 Learner Name Status Start Date Due Date Time On Task
Title: | Algebra - 1 O | Martin, Rick (Rick) NotStarted | 11212010 | | 12732010 |7 00:00:00
nstructions for Leamers: [0 |Amald, Ranald (rarnold) NotStarted | 1132010 | | [12:32010 | 00:00:00
[ | Canter, Sonya (scanter) Mot Started 1132010 | 24 12132010 |7 00:00:00
[0 | cChee, Gregory (gchee) Mot Started 11432010 | M 12132010 | 00:00:00
[0 | Concepcion, Aaron (aconcep... | Mot Started 11/3/2010 | 22 12032010 |7 00:00:00
[ |Fitz, Samantha (sfitz) Mot Started 1132010 | 12/3/2010 |7 00:00:00
[0 | George, Chris (chrisgeorge) Mot Started 114342010 | 7= 12132010 | [T 00:00:00
[ ' Harren, Nick (nharren) Mot Started 11032010 | 22 1232010 |7 00:00:00
Start Date: (11732010 | ™ Due Date: (12732010 | ™ [ | Jaegar, Curtis (cjaegar) Mot Started 11032010 | 22 121312010 :"‘“ 00:00:00
) ) [0 Herron, Jesse (jherron) Nat Started 11/3/2010 | °2 120312010 | 2 00:00:00
mber oftries futorial completion can unlock mastery [0 |Jones, Brian (bjones) NotStarted | |11/32010 | | [12:32010 |7 00:00:00
3 v o [0 | Melson, Brett (BrettMelson) Mot Started 132010 |7 12132010 |70 00:00:00
Do you want learners who are added to this class to receive
this assignment?
®ves ONo
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3.4 Edit Learner Status

The Manage Assignment feature allows you to edit learners’ status one at a time or all at once.

e Forasingle learner, select the learner and click Edit Status, Single Learner. You will see a view of
the learner’s current status for the assignment. Under Edit Status, you can click the Edit link for any

level of the assignment.

Edit individual learner’s status

Levitt's English Assignment

Learner Name: Arnold, Ronald
Start Date: 10/22/2009 End Date: 12/31/2009

School Name: High School 1
Class Name: Levitts Grade 10 Class

Title Completion Mastery Exemption Score '.'ll_?_i"f; Ti_lr_naesﬁn Sf;tﬁ
=] PLATO Course English 10, Semester Av2.0 O ﬁ ® 5] 00:07:14 Edit

Unit 1 - Preparing for the Workplace O (9 1 00:01:35
Unit 2 - Critical Reading 0 ﬁ? ® 1 00:01:17 Edit
Unit 3 - Persuasion O ﬁ @ 1 00:00:56 Edit
Unit 4 - Reading Historical Fiction 0 ﬁ ® 1 00:01:08 Edit
nEnd of Semester Test - English 104 . @ 35% 1 00:02:18 Edit
Version 2.1, Copyright 2006 @) (N ® Q Edit

o When the Edit Status, Single Learner pop-up opens, choose whether to lock the status or to make a
change in the status, such as exemption, completion, or score. Some items in a learning path can be
completed but not mastered, while other items can be both completed and mastered. Therefore, the

item you choose to edit will determine which options you are given to modify.

Edit Status, Single Learner

Step 1: Select the type of status change.
Choose the type of learner status you want to change for End of
Semester Test - Algebra 2B for Reagan Roark

® Lock status

O Completion status

Step 2: Select the new status desired.

The learner is currently locked out of
this content, would you like to unlock
this content for the learner?

C Unlock

Cancel

Step 3: Submit update.

You have chosen to lock this level of the

assignment for this learner. This change will
extend to all content below the level selected for
change. Select Update Status if you wish to
submit the change.

Update Status
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e PLE 2.1 also gives you the option to lock, unlock, exempt, or not exempt multiple learners from the
selected PLATO content. From the Manage Assignment page, choose Edit Status, All Learners. In
the Edit Status, Multiple Learners pop-up that opens, choose a single unit, module, or activity to
change. Then make your status change selections, confirm them, and click Update Status to save
your changes.

An activity can appear in more than one course or custom resource. The assignment status for an activity is
tracked independently for each assignment where that activity appears. Making progress on the activity in one
assignment does not impact its status in any other assignment. However, you have the option to do a one-time
application of status from past assignments. You can choose to apply mastery and exemption data from previous
assignments to a selected learner and choose how far back you want the system to search for that data. If a
learner has already completed and received credit for some of the new assignment content, you can choose to
keep the new data the learner has generated or replace it with data from past assignments.

Prescription assignments address the needs of the individual learner. They take the score that the learner
received on a Test Pack assessment and correlate it to the content associated with that assessment. Then a
prescription is created that contains only content that that the learner struggled with on the assessment.

To create a prescription assignment, first create a Test Pack assignment for your learners. Assessment
assignments allow you to set start and end dates for both the assessment assignment and the related prescription
assignment.

You can also decide whether to assign prescriptions automatically or manually. If an assessment assignment is

set to automatically prescribing assignments, a prescription assignment will be automatically generated and
assigned to learners based on their assessment results.
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Automatically assign prescriptions

Manage Assignment

Click on the "Mansge Prescnptions” button fo menage the leamers” prescrpiions.
Mzl changes fo Assignment Details (Title, dates, eic.] or Leamers (individusl dafes, sic.); then updsie fo save your changes.

Assignment Details

Assigned Content: 11th Grade Mationsl Languags

Arts/Reading Standards-Based Benchmark [ | Learner Hame Status Start Date Due Date Time On Task |
Test 2008 [Version 1) Edition 2

Class: English II_Experiment A and O | Zenith, Assist (azenith) Completed 2/10/2009 @ E 00:00
B_Spring_2008
=i [0  Zenith, Skings fsz=nith) | In Frograss sro2008 | i) 00:00

Learners EdR Status, All Leamers || Assign I Ofer Leamers

| wrmssign i £ar sems, single Leamer [l Appy Past Crea |

*Title: |Test p=ck sssignment |
Instructions for Learners:

Assessment:

Start Date: 5152008 | m DueDabe:l:l m

Aute Assign Prescriptionl

Prescription:

st o iz | () ovecwe [ | (B

Do you want learners who are added to this class to receive
this assignment?

Oves Ono

<
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Assigning prescriptions manually is also an option. On the manage assignment page, make sure the Auto Assign
Prescription check box is not selected. That means learners will not receive automatically generated prescriptions
after their tests are scored. Instead, you will have the option to generate the prescriptions you want to assign.

To manually generate a prescription, begin on the Manage Assignments page. Click the Manage Prescriptions
button on the task bar. On the Manage Prescriptions page, click the ™ icon next to a learner's name to create or

update that learner’s individual prescription. This icon will appear only after the learner has completed the
assessment.

Manage Prescriptions page
Manage Prescriptions

IManage Assignment

[EN]
v

presorption,

5 progress on fhe prescrption

11th Grade Mational Language Arts/Reading Standards-Based Benchmark Test 2006 [Version 1) Edition 2 Prescriptions

Learner Name 4 | Prescription Status Start Date Due Date Time On Task

1;-‘. Zenith, Assist

Assignzd 08/10/2008 | )| [o1/01/2010 | [T8)

o=
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Manage Prescription Assignment page - details

Manage Prescription Assignment

y that resource.

ms column for that resource.

Assist Zenith's Prescription

| Zenith, Assist v
: T 11th Grade National Language Arts/Reading Standards-Based Benchmark Test 2006 (Version 1) Edition 2

I # Correct Out of Total: 1 of 63 |
% Correct: 1%

# Prescriptions: 16 ﬂ E
Resources l] # Correct Testltems Completion Assigned Prescription )
A Strategy for Reading Literature 0 1 O Assigned Prescribed
Asking Questions 0 4 O Assigned Prescribed
Building Your Science Vocabulary 0 1 Assigned Prescribed
Building Your Social Sciences Vocabulary 0 1 O Assigned Prescribed
Building Your Vocabulary 1 5 O Assigned Prescribed
Finding Answers 0 1 @ Assigned Prescribed
Finding the Resources 0 5 O Assigned Prescribed
Locating What's Important in Expository Text 0 < O Assigned Prescribed
Locating What's Important in Literature 0 1 @ Assigned Prescribed
Making Inferences ahout Literature 0 2 O Assigned Prescribed v

6}

The Manage Prescription Assighment page allows you to create and update a learner’s prescription. The
page shows a list of modules correlated to the assessment. It also shows how individual learners performed
on assessment items associated with those modules.

To see how the learner did on each test question, click the link to the right of the # Correct Out of Total. A

pop-up opens to provide details about all the test questions, the answer options, and the learner’s answer.

To see how the learner fared on specific content, click on the number under the Test Items column. A pop-

up opens to give details about the test questions, the answer options, and the learner’s answers on the items

associated with that particular content.

The Assigned column shows which prescription resources were assigned to the learner. If a prescription has

not yet been assigned to the learner, all resources will be marked Not Assigned.

The Prescriptions column tells you which resources PLE would prescribe to the learner. If the status is

Prescribed, then PLE recommends that this content be assigned to the learner. If the status is Not Prescribed,

then PLE determined that the learner does not need to take this content. (If the prescription was set up to be

assigned automatically, those resources marked Prescribed would be assigned to learners when the
assessment is scored.)

A select any modules that you would like to assign to the learner, and then click the Create Assignment button
(the button will read Update Assignment if this prescription has already been created for the learner). A
prescription assignment will be instantly available to the learner.

=

a =5

After a prescription has been assigned, you can click on a learner’s name to bring up a learner progress report.
The report will show you how the learner is progressing through the prescribed assignment.
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Here are some important points to keep in mind about the prescription status:

e You cannot create a prescription or manage a prescription until after a learner has completed the
assessment. At that time, the icon for managing the learner’s prescription will appear next to the
learner’s name.

e After a prescription is assigned, the learner’'s name will become a link. Clicking it will take you to the
learner progress report for the individual's assigned prescription. There will be no progress to view,
however, until the learner begins working on the prescribed assignment.
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The Learner Progress Summary quick view helps you see how learners are progressing through an assignment
and whether they understand the material. From the Classes page, click an assignment name to bring up a quick
view. It will give you a summary of the performance by all students for the selected assignment. You will see how
many learners have completed the assignment and how many have reached mastery status; when learners
accessed the assignment; and how much time they spent on the assignment.

Learner Progress Summary

Capital Hills School District Support | Help | Logout
. - . - . Welcome. Linda
(o) 5 (&) (%
Home Classes  Assignments Content Reporis  Communication | UL B RS

Home :: Az=signments :: Learner Progress Summary

Learner Progress Summary

Class Module Mastery

Thiz report pro ignment.

Selec

Select the Manage ||

to manage

Class Assignments: | Levitts English Assignn | I;fw;: rsmEl:l gll:‘»h J—:;“n:n ;n:j[!i'lja;:agi]smog Refresh Data | | Printable View
Assigned Content:PLATO Course English 10, Semester Av2.0 Assigned By: Levitt, Linda
Class: Levitt's Grade 10 Class
Learner Completion Exemption Mastery Complsl}jtiact;g Due Date Tries FirStDU;g Las%"ﬁiz ITImT%a:E
(HH:MM:S5)
Arnold, Ronald O ﬁ -- 12/31/2009 5 1042742009 1042742009 00:07:14
Canter, Sonya O ﬁ -- 1213112009 5 1042772009 1042752009 00:05:12
Chee, Gregory O ﬁ == 12/31/2009 0 == == 00:00:00
Herron, Jesse O ﬁ -- 1213112009 10 1062772009 1042772009 00:19:48
Jaeger, Curtis O ﬁ == 12/31/2009 0 == == 00:00:00
Lemman, Suzanne O ﬁ == 12/31/2009 6 10/26/2009 11/04/2009 01:02:30
Melnick, Rodney O ﬁ -- 12/31/2009 0 -- == 00:00:00
Ontiveros, Colleen O ﬁ - 12/31/2009 0 == == 00:00:00
Reel, Priscilla O ﬁ -- 12/31/2009 5 1042772009 10427/2009 00:05:45
Riley, Hazel O ﬁ -- 12/31/2009 0 -- == 00:00:00
Silver, Joshua O ﬁ == 12/31/2009 0 == == 00:00:00
Stephenson, Raymond O ﬁ -- 12/31/2009 0 -- -- 00:00:00
Trent, Mark O ﬁ = 12/31/2009 0 == == 00:00:00
Weisman, James O ﬁ = 12/31/2009 0 == == 00:00:00

To see individual learner progress details, select a learner's name from the Learner Progress Summary.
Information will come up about the learner's progress on a particular assignment. You can view which course,
units, and lessons the learner has completed or mastered; the dates on which the learner first and last accessed
the content; and how much time the learner spent on the assignment. You can also click on an activity to see its
history log. Clicking on the (L) icon next to a course-level assessment activity generates a Learner Assessment
Report.

If you would like to generate individual learner progress details for all the assignments a learner has finished for
this class, click the Learner Progress link in the instructional text on this page.
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Individual Learner Progress

Learner Progress by Class and Assignment

The purpose of this repol
Go o the Learner Progre.

Click on an activity to
Assignment Learners: Levitt's English Assignment
Silver, Joshua [wl This page Isst updsted on 11/24/2009 st 04:56:28 M

Learner Hame: Silver, Joshua
Assigned By: Levitt, Linda
Start Date: 10/22/2009 Due Date: 12/31/2009

ignments this learner has for this class.

Refresh Data

Printable View

Location: High School 1
Class: Levitt's Grade 10 Class
Report Creation Date: 11/24/2009

§ ) ) Completion : First Use LastUse | Time On Task
Title Completion Exemption Mastery Date Tries Date Date (HH:MI:SS) Score
g PLANOEETEDLELE S, EEIEET] @ 7 —| 25 | 11172009| 112412008 002032  —
va.0
= Unit 1 - Preparing for the Workplace ﬁ = 16 111712009 11/24/2009 00:28:53 —
(L) Pretest - Unit 1 . ® 11/24/2009 7 111712009 1117/2009 00:03:38 75%
[= Finding the Resources . ﬁ 11/24/2009 g 11/24/2009 11/24/2009 00:25:15 -
Finding the Resources: Tutorial . @ 1172412008 4 11/24/2009 11/24/2009 00:15:26 0%
Finding the Resources: Problem e 5
Soling Adtity . ® 11/24/2009 3 11/24/2009 | 11/24/2009 00:07:49 | 7%
Finding the Resources: Test . ﬁ 11/24/2009 1 11/24/2009 11/24/2009 00:02:00| 100%
Asking Questions @) (E ] {}{ =| = 11/24/2009 | 11/24/2009 00:00:00| —
Finding Answers @) (E ] {}‘r 11/24/2009 | 0 11/24/2009 — 00:00:00| 0%
Step-by-Step Instructions @) © — 0 = = 00:00:00 —

From the Learner Progress Summary page, you can go directly to the Assignment Module Mastery quick view,
which allows you to compare an individual learner’s progress on an assignment with his or her classmates. This
report tells you the number of modules that learners have mastered in an assignment, how much time they are
taking to attain mastery, and whether any learner is falling way behind or moving way ahead of his or her peers.
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Assignment Module Mastery page

Assignment Module Mastery

J Learner Frogress Summary |

Class Assignments: | Levitt's English Assigm

Location: High School 1
Class Name: Levitt's Grade 10 Class
Assignment: Levitt's English Assignment

Thiz report compares an individua! learnsr's progress on this assignment with his or her classmates.
Run the Assignment Moduwle Mastery report to save this dats a= either 2 pdfor 2 .csv (spreadsheet) file.

Levitt's English Assignment [Manage]
Thiz page last updated st 17:00:50 on 11/24/2009

Refresh Dsta | | Printable View

Total No. of Modules in Assignment: 15
Total No. of Learners: 14

Average No. of Modules Mastered: 0.57
Average Percent of Modules Mastered: 4%

Modules Mastered By Learner

Name Modules Masterad % Modules Mastered Total Time on Task ::la: =
The following learners are relatively ahead of their peers based on the average module mastery.
Canter, Sonya (scanter) 3 20% 00:05:12 00:01:44
Chee, Gregory (gchee) 1 7% 00:32:09 00:32:09
Riley, Hazel (hriley) 2 13% 00:21:04 001052
Silver, Joshua (jsilver) 1 7% 00:29:32 00:29:32
Trent, Mark (mtrent) 1 7% 00:10:04 00:10:04
The following learners are refatively behind their peers based on the average module mastery.
Arnold, Ronald (rarnold) 0 0% 00:07:14 00:00:00
Herron, Jesse (jherron) 0 0% 00:19:48 00:00:00
Jaeger, Curtis (cjaesger) 0 0% 00:00:00 00:00:00
Lemman, Suzanne (slemmon) 0 0% 01:03:30 00:00:00
Melnick, Rodney (rmelnick) 0 0% 00:00:00 00:00:00
Ontiveros, Colleen (contiveros) 0 0% 00:00:00 00:00:00
Reel, Priscilla (preel) 0 0% 00:05:45 00:00:00
Stephenson, Raymond (rstephenson) 0 0% 00:00:00 00:00:00
Weisman, James (jweisman) 0 0% 00:00:00 00:00:00
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A digital drop box is an activity that allows learners to upload digital files that they have completed to be reviewed
and graded by an instructor. You can access and manage a digital drop box activity by accessing the Manage
Activities page from the Assignments mini app. To access the Manage Activities page, on the Manage
Assignment page, click the Manage Activities tab.

In the Activity Navigator of the Manage Activities page, click the digital drop box activity that you want to access.
A digital drop box activity is identified by the icon that appears before the name of the activity. On clicking the
activity, the right pane shows the summary details of this activity for each learner. The @ ! icon in the Status
column indicates that the learner has submitted the activity for review and the @ I icon indicates that the learner
has submitted the activity for final scoring.

Manage Activities page
Capital Hills School District Support | Help | Log Out
- Welcome, Linda

A froe Y = -,)
CTH (--5,\ ; (ﬁ? ([ ) (
Home Classes Assignments Content Reports Communication Jine Zoos: ESLLTC 8 ‘ EditBeofile )
Home :: Assignments :: Manage Activity
Manage Activities
Choose a launchable activity from the Activity Navigator to list out the summary details.
Learners f m §umm‘ary .
enter search term . ©C O click foriconlegend
X B age
Selectitem below for details apply a filter v | enterfilter value (%) Eel>s §
= Euj English A Assignment |Lasthame~ | FirstName PLATO Name Status Comp. Date | First Use Date Last Use Date Score
= [(Junit1- Building Reading Strateqgi( Appel Douglas dappel . 1 — 07/14/2010 07/14/2010
[ Pretest - Unit 1 Arnold Ronald rarnold @ ! 07/14/2010 07/14/2010
H DJ Building Your Vocabulary Borges Howard hborges @ ! — 07/14/2010 0711412010 -
& @l Getting At Word Meanings Burd Adrienne aburd O _
= @ Reading to Remember 3 canter Sonya scanter @ ! = 07/14/2010 07/14/2010
(A y 23
S Epaient -t  ICoyote Wile wcoyote @)

Vocabulary Test

& [Junit 2 - Reading Science

To go to the Digital Drop Box activity landing page, click the row entry corresponding to a learner who has
submitted the activity either for review or for final scoring. The landing page displays a message on the status of
the activity based on whether the learner has submitted the activity for review or for final scoring. The File Center
section displays the files submitted by the learner. You can view these files under the File Details column. To
download a file submitted by the learner, click the file name. The flag icon under the Action Required? column
indicates that you have to perform an action on the corresponding file.

To view the comment log history, click the view comments button. After you have completed reviewing the files
submitted by the learner for review, click the send review natification button to send a review notification with
comments, if any, to the learner. Alternatively, you can upload a commented version of each submitted file by
clicking the Upload a commented version of this file (optional) link corresponding to each submitted file entry
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under the File Details column. Performing either of these steps will inform the learner that you have reviewed the
activity.

Digital Drop Box Landing page — Instructor Review
The File Center allows you fo view the uploaded files by the learner.
You can view comments and send a notification to the learner.
You can also score or reject an activity by clicking on “score or reject activity” button, if a leaner has submitted the file for scoring.

Back to Manage Activities
English A Assignment > Unit 1 - Building Reading Strategies > Vocabulary Test

Vocabulary Test

Assignment Instructions and/or starter file

Complete the activity as per the instructions provided in the file.

Vocabulary Test.doc
File Type: Microsoft Word Document

download to my local computer

File Center - Arnold, Ronald File Center

view comments send review notification

Action Required? File Details

Vocabulary Test_Solution.doc
File Info: Microsoft Word Document, 19.50 KB, Updated 7/19/2010 10:54 PM
Date Submitted for Review: 7/19/2010 10:54 PM

File Uploaded By: Ronald, Arnold

Version:1 Upload a commented version of this file (optional)
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To score a digital drop box activity, in the File Center section, click the score or reject activity button. On the
Score/Reject pop-up that appears, you can either score the activity or reject it. To score the activity, enter a score
in the text box next to the Score Activity option. To reject the activity, select the Reject Activity option. Optionally,
enter any comments that you want to send to the learner. Finally, click the record and send learner notification
button.

Digital Drop Box Landing page — Final Scoring
The File Center allows you to view the uploaded files by the learner.
You can view comments and send a notification to the learner.
You can also score or reject an activity by clicking on *score or reject activity” button, if a leaner has submitted the file for scoring.

Back to Manage Activities
English A Assignment > Unit 1 - Building Reading Strategies > Vocabulary Test

Vocabulary Test

Assignment Instructions and/or starter file

Complete the activity as per the instructions provided in the file.

Vocabulary Test.doc
File Type: Microsoft Word Document

download to my local computer
This activity is waiting on instructor for

File Center - Arnold, Ronald

File Center

view comments score or reject activity

Action Required? File Details

File Info: Microsoft Word Document, 19.50 KB, Updated 7/20/2010 12:58 AM
Date Submitted for Review: 7/20/2010 12:58 Al

File Uploaded By: Ronald, Arnold

Version: 1

- V Vocabulary Test_Solution.doc
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A threaded discussion is an activity that enables an instructor to ask complex, open ended questions and enables
learners to respond to the questions with their own thinking. In addition, both the instructor and the learner can
respond to the thoughts of others. You can access and manage a threaded discussion activity by accessing the
Manage Activities page from the Assignments mini app. To access the Manage Activities page, on the Manage
Assignment page, click the Manage Activities tab.

In the Activity Navigator of the Manage Activities page, click the threaded discussion activity that you want to
access. A threaded discussion activity is identified by the ' icon that appears before the name of the activity. On

clicking the activity, the right pane shows the summary details of this activity for each learner. The @ I icon in
the Status column indicates that the learner has submitted the activity for scoring.

Manage Activities page

Manage Activities

Choose & launchable activity from the Activity Navigator to list out the summary details.

Learners f zcﬁwty §ui‘hfnary

enter search term (» (%) click foricon legend
Select item below for details | Lsunch Activity d | apply a filter v jgnteﬁﬁltgr value C Q ”:gg‘ 25 v
@ Enaglish Assignment 1 Last Name . First Name | PLATO Name Status | Comp. Date # of Posts First Use Date Last Use Date Time-on-Tz¢ Score
\ Version 2.1, Copyright 2006 Appel Douglas dappel U 1 07/21/2010 07/21/2010 |00:03:27
@ [unit 1 - Preparing for the Workplace Arnold Ronald rarnold L) 1 07/21/12010 | 07/21/2010 | 00:15:59
8 Ul 2 Crlical Readig Canter  [Sonya  |scanter @ L. |07212010] 1 07/21/2010 | 07/21/2010 | 00:00:31
& [Junit3 - Persuasion i - i
i w2 Coyote Wile wcoyote U 1 0712112010 07/21/2010 | 00:02:23
AN o
[ Pretest- Unit 3 1 -
Lemmon Suzanne | slemmon ("] — 1 07/21/2010 | 00:04:43

® ﬁ Emphasizing ldeas Using Parallel
® [:ﬂ Using Linking Words with Parallel
® \j‘ Propaganda 3
‘T Persuade Me 4

=5 Posttest - Unit 3

Judge a book by its opening Iinel

End of Semester Test - English 10A

To go to the Threaded Discussion activity landing page, click the Launch Activity button. Alternatively, you can
click the row entry corresponding to a specific learner. On the activity landing page, you can view the original
discussion topic. To post a comment to the original topic, click the Respond to original topic button.

The bottom section of the landing page displays the learners’ responses to the discussion topic. This is the
section from where you can monitor the discussion. To view the comments from a specific learner, in the Find
Learner form field, enter the name of the learner. Alternatively, click the drop down menu and select the required
learner. The left pane displays the search results for the selected learner. You can use the Date Range Filter
option to view comments posted by the selected learner in a specified period. The Comments section in the left
pane provides information on the comments posted by the selected learner and links to navigate to those
comments. To view the top-level post of the learner—that is, the comment posted by the learner in response to
the original topic—click the view link next to the details for Top Level Posts. In the right pane, the comment entry
corresponding to the selected learner is highlighted in yellow. You can block an inappropriate comment by clicking
the block comment link below the comment.
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Threaded Discussion Landing page

‘ Levitt's Advanced English Course = Unit 3 - Persuasion = Judge a book by its opening line Back to manage activities

¥ Hide Original Topic

ORIGINAL TOPIC THISIS A

Predicting and Persuading

“Christmas won't be Christmas without any presents,” grumbled Jo, lying on the rug. This is the first line in the classic literature "Little Women”. Answer the following
question based on the sentence: What do you think this book is likely to be about? What led you to this prediction?

Respond to original topic

Date Range Filter: Suzanne Lemmon- July 21 00:59AM PST
From: |07/201201o | : I think the book is about a girl. The name of the girl is Jo. | think the book is also about
s 0 Replies Christmas because the first line of the book seems to be centered around Christmas.
To: (0712112010 || | '

block comment Show less of this comment

Ui

Ronald Arnold- July 21 00:46A0 PST

This book is about a boy who likes presents.
2 Replies i

block comment Show more of this comment

_ Sonya Canter- July 21 00:35AM PST

To view the replies to the top-level post of the learner, click the View conversation button in the top-level comment
entry in the right pane or the view link next to the details for the Replies to Posts in the left pane. On performing
either step, the selected conversation with all the replies appears in the right pane. To post a comment to this
conversation, click the Respond to this post button. To return back to the list of all conversations for this activity,
click the Back to all conversations button.

Top Level Posts
07-21-2010 00:45AM PST view

Replies to Posts
07-21-2010 01:06AM PST view

Viewing Entire Conversation Started by a Learner

- - Arnold ¥ score learner

_ Conversation Started by Ronald Arnold

gate Wmen Ronald Arnold - July 21 00:454M BST
A l07i20/201 0 | This book is about a boy who likes presents.
T0:(0712112010 |E=]) 2 Replies

block comment Respond to this post

Top Level Posts 3

07-21-2010 00:45AM PST view b Linda Levitt - July 21 01:02AM PST
i What led you to this prediction?

Replies to Posts 33

07-21-2010 01:06AM PST view )

[aziiy

Ronald Arnold - July 21 09:06AM PST
Because the first line of the book is about teh boy grumbling because he thinks Christmas
won't be any fun without presents.

block comment

Back to all conversations Respond to this post

28 of 51



If a learner has submitted the activity for scoring, the landing page displays the corresponding message. To score
the learner, click the score learner button. On the Grade Learner pop-up that appears, enter the score and then
click the Score button.

Scoring the Activity

Levitt's Advanced English Course = Unit 3 - Persuasion > Judge a book by its opening fine Back to manage acfivities

¥ Hide Original Topic

Predicting and Persuading

"Christmas won't be Christmas without any presents,” arumbled Jo, lying on the rug. This is the firstline in the classic literature "Little Women™, Answer the following
question based on the sentence: What do you think this book is likely to be about? What led you to this prediction?

Respond to original topic

is waifing on Instructor for

Now Viewing: Sonya, Canter | o=yl

Date Range Filter: "
Sonya Canter- July 21 00:365A0M PST

From:
[07/20/2010 l@ I think the book is about a boy named Jo, butitis from the story Littte Waomen, so maybe a girl
To: I 072112010 l@ 0 Replies with a boy's name. She may be used to gefting presents for Christmas every year. However, she
—_— might have been informed by her parents that she will not be getting any presents for Christmas
this year because of some reason.

block comment Show less of this comment

Top Level Posts
07-21-2010 00:35AM PST view Wile Coyote- July 21 D0:33AM PST
Replies to Posts | think the book is about Christmas since the book starts with a mention of Christmas.

No learner posts found 0 Replies

block comment Show more of this comment |
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If you are logged in as an administrator, the Assignments mini-app takes you to the Assignments page for
administrators. There you can search and filter through all assignments—both active and inactive—associated
with your location. Once you locate an assignment, click its name to see a list of learners who were assigned that
content. To edit the assignment settings and manage associated learners or to deactivate or delete an
assignment, first select the check box next to the assignment. Then click the appropriate button, either Manage
Assignment, Deactivate Assignment, or Reactivate Assignment.

My Assignments: As an administrator, you also have access to the My Assignments page from your landing
page. This page is identical to the Assignments landing page for instructors. It shows all the assignments you
have made for your classes. Click on an assignment’s name to see all the learners and other data associated with
that assignment.

The grade range selector allows you to view and manage assignments for a particular grade or a range of grades.
It also includes an undefined ‘u’ grade, if no grade is specified.

Account administrator view of Assignments landing page

H 1 Suppo p | Log
KM Demo School District i L

= o : - — =~ Welcome, Christy

) B (&) (& (&

TIF‘ ) / L LE (=% e

Home Assignments Content Reports Communication Administration T'T? Z@ez RSTALICE ] Edithutla e

Home :: Assignments
Assignments
Create Assignment - = My Assignments
nment(s), first select & location in the Location Selector, then select & checkbox next to one or more available assignment(s)
1 from the
ent. select the "Manage Assignment" option from the “select an action” drop down menu.
, Inactive Assignments tab or the My Selected ltems tab.
Active Assignments  (FInactive Assignments ™ (" Wiy Selected ftems
o R grade range selector
enerseach s 0.8
Select a location to find your 1 [ 7] page
RV 5 te 8 =
assignments ) el el 0O RZS
& KW Dema School District Assignment Name Class Instructor Grade  Status

O Jefferson High Schaal
O Kennedy Middle School

O Washington Elementary
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KM Demo School District Support | Help | Log Out
Welcome, Christy

Assignments Content Reports Communication Adminish.'ation

- Assignments

e T U T e ——

To perform an operation on an essignment(s), first select & location in the Location Selector, then select a checkbox next to one or more available assignment(s)

and then select 2 desired action from the *select an action™ drop down menu.

To manage the prescriptions that are associated with an assessment assignment, select the "Manage Assignment” option from the “select an action” drop down menu.
Then, on the Manage Assignment page, select the Manage Prescriptions button.

Some operations cannot be performed and are indicated by light gray colored text.

Actions can be performed on your selection(s) from the Active Assignments tab, Inactive Assignments tab or the My Selscted ftems tab.

Location Selector

& KM Dema School District [] | Assignment i ac ’
© Jefferson High School [ [Ag2a1 KM WMath Pe... | Spivey,Christy(cspivey) 10 Active
O Kennedy Middle School O |Algebra 1 DDMathPe.. |Delanc,Dan(ddelana) |10 Active
O Westiglon Elementary O |Agebrat KMMathPe.. | MortensenKarenfkm.. | 10 Active
[ |Algebra 1 Semester Av2.0 George Peri.. | George Tim(timgeorge) ™ Active
1 [] |Algebra2 KM Math Pe... | Mortensen Karen(km... 10 Active
B
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4. Content

In PLE all the content-related features are grouped under the Content mini-app. This mini-app helps you choose
appropriate instructional material at a desired level to make assignments. You can also save content as a favorite
or open and view it at the activity level. You have access to content from several sources, including PLATO
lessons and courses, content built by your local colleagues, and content that you created yourself.

Instructor view of the Browse Content page

p— — P S We'oome! Chnsty
() L&) [ (B) () (&)
Home Claszes Aszszignments Content Reports Communicatien Administration Bmerone: B LUL .S

Home :: Content :: Browse Content

Browse Content

Search by Standards Create a Custom Resource

| materizl you wish t
make ch.

[IShow all content

Favorite Content

My Content Resource Type:

Local Content =] PLATO Titles
PLATO Content C O@Aclvancecl Reading Strategies
Other Content i Orﬁ_—lﬁclvancecl Writing Process and Practice
= O[3 africa Global Studies
% O[T migebra 1, Part 1
= Ol aigebra 1, part 2
5 O[3 agebra 2, part 1
% O[C aigebra 2, part 2
5 O @American History I: Period of Exploration to Reconstruction
=5 O @American History Il: Post-Civil War America to the Present

# (I3 art Histore and dnnraciation

Clicking the Content mini-app lands you on the Browse Content page. This page presents the browsing content
tool, which reappears under different mini-apps within PLE. For example, browsing content is required when you
are creating new assignments in the Assignments mini-app. However, the way you use this tool remains
consistent. Once you are comfortable with the Browse Content page, the related tasks will be consistent and
approachable.

2 Did You Know?

The Edit Profile feature allows you
to save your preferred search
options and is available to use
from any page.

PLE allows your user profile and content filter to interact. If your teaching
focuses on one subject and a set of grades, the system can save that
criteria and narrow your view of content consistently. You won’t need to
select a subject and grade level each time you look for content on PLE.
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The Edit Profile button is always available. It allows you make permanent settings that the system remembers
each time you log in. If you find while browsing that you want to view a different set of content, you can click the
Change button to temporarily change your profile. Selecting the All Content check box allows you to view all
content quickly and easily.

There are 5 types of content folders, which you can view or manage.

e Favorite Content contains instructional resources that you have marked as a favorite.

e My Content contains the customized resources that you have built or are now building.

e Local content contains customized resources created by other instructors in your account and published
by your administrator.

e PLATO Content contains all the instructional resources created by PLATO Learning that you have
licensed, such as PLATO Courses, PLATO Titles, and Test Packs.

e Other Content contains websites, media, and books organized by PLATO Learning as references for
you.

In addition to browsing, the Content mini-app allows you to search for content based on standards and also to
create your own customized resources.

The Search by Standards feature allows you to search content by selecting a standard from the state standards
drop-down list. After you select the required state standard, select the grade level. Click the View Resources link
by a standard to see resources mapped to that standard. All resources that map to the chosen standard will
appear in the pane on the right. You can then select any resource from the right pane and assign it to a learner or
learners or add it to your favorite resource folder.

Search by Standards page

PLE™ - Search by Standards

Browse Content Create a Custom Resource

Standards:| Minnesota Academic Standards j

K ]‘ to] 12 = rk‘.ll;'scss

Resource Type: | PLATO Content ~

O E——".ﬂ.ddressing Different Perspectives j

- All Important People in Groups

GRADE & =l

, ! . G—'."—'.nticipating Counterarguments
E GRADES 8-12 H

im [ i with Origi
I. READING AND LITERATURE Students will rea LV Balancing Research with Origina Ides

" |=| Bioaraphical Sketch

Il WRITING (Writing should be addressed acro

avariety of audiences and purposes. : . E——" Biography and Autobiography
= A Type of Writing The student will write in r r E|—| Capturing Interest with Anecdotes
01. Plan, organize and compose narrativ, - E=|| Career Search Ill
purpose. :
y . Checkthe Thinas You Do Well

€ (7 Citng inormation s
B. Elements of Composition The student wi E Citing Infarmation Sources

; purpase. ﬁ - G—' Collaborative Research—Documenting Sources -
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The

Create a Custom Resource feature allows you to build your own learning content. You can mix content from

the PLATO library and from your own lessons. Start creating a custom resource by selecting any of the three

start
com

ing points noted below. You can start fresh, begin with existing PLATO material and modify it, or return to and
plete a custom resource you have already started.

Create a Custom Resource

Choose of these three starting points.

Start here to build & resource from scratch. Start here to build & resource by modifying an Start here lo complefe & resource you starfed
ing Courss, Titls, or other resourcs. sarlier.
tart Creating Choose Existing Content Choose Your Resource

5

1. Start a new resource: To start fresh, select Start Creating. This option gives you a clean slate to start. It
allows you to create a new course and name it according to the file-naming conventions established by your
school, district, or program.

Start

Select Content:| Flate Content -

Resource Type: | PLATO Courses v

E P

0 ®H B HHHH H

a new resource

Mew Folder Add Website Add Document Delete Unda | A, Down X

= (3] Julianne Morant Mathematics Course Grade 9

LATO Courses - 2

O[EI Everyday Mathematics Grade 2 and Straight Curve |__'| Unit 1 - Understanding Mumeric Values, Variability, and Change

O[EI Math Grade & Macmillan/McGraw-Hill and Straight Cur Mathematics Activity
O[S mathematics series 1
O@ Mathematics Series 1 (Teacher Edition) <
O@F.’Iathematics Series 2 :
O‘@ Mathematics Series 2 (3-5 Teacher Edition)
Ol mathematics series 2 (3-5)
O@ Mathematics Series 2 (Teacher Edition)
O@ PLATO Course Algebra 1, Semester A
2 ® unit1- Understanding Mumeric Values, Variability, a
Pretest- Unit 1 [View Test]
O unitz- Writing and Solving Proportions and Linear B

Educational Resource

Save Work

Done

The resource you create will appear in the Workspace, where you can modify it. You can make new folders
and subfolders within your resource to provide a structure to your course. You can add these folders to your

workspace as you go.

Start by selecting the content and resource type from the drop-down menus under Available Content. A list of
available content will appear. Select the content you want to use and move it into any folder or subfolder in
the Workspace by clicking the Move to Workspace button. You can also drag content from the Available
Content pane to the Workspace pane.

You can add a website to your resource. Select the Add Website button, type the necessary details in the Add
Website dialog box, and click Add. In a similar way, you can use the Add Document button to upload
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documents and graphics from your computer into a folder or subfolder. Document formats include PDF, Word,
RTF, PowerPoint, Excel, JPG, and GIF.

When creating a custom resource, you can also rename existing pretests, posttests, or End of Semester
tests. To rename an existing test, in the Workspace, double-click the name of the test. Then, in the pop-up
box that appears, type a new name for the test and click Ok.

As you work, you can delete content or rearrange the structure at any time. Clicking the Save Work button
saves your work as you go. After you have completed your course, you can Finish it. Finishing means the
resource will be available to assign to your learners. If you are logged in as an administrator, you have the
option to Finish or Publish the course. Publishing a course makes it available to all instructors and
administrators within your school, program or district to assign to learners.

2. Modify existing content: This feature allows you to create a custom resource by modifying an existing one.
To do so, first choose your content and resource type to bring up a list of resources. Select the resource you
want to modify. A copy of the selected resource will move to the Workspace in the Build the Resource page
where you can add or remove content to modify the resource. You can rename the resource by double-
clicking the name of the highest level folder in the Workspace.

Modify existing content

d folder in t
ture in the V
you have fi

and rearrange
You can periodically sav

hed the resource,
imply double click on t

To edit coursefitle properties inside the Workspace,

e Course or Unit title.

Select Content:| PLATO Content v | New Folder | | Add Extras vl | A v
Resource Type: | PLATO Courses v| =] @ Copy of PLATO Course Algebra 1, Semester A
= PLATO Courses A [y version 2.1, Copyright 2006

# Lj Unit 1 - Rational Numbers, Exponents, and Square Roots

]

O@ Everyday Mathematics Grade 2 and Straight Curve

= R 2 i
O3] math Grade 6 Macmillan/McGravi-Hill and Straight Cur B[] Unit2~Percents:and Expressions

=

O@ Mathematics Series 1 [JUnit 3 - Linear and Quadratic Equations

=

= : r N . " : . :
O [CE] mathematics Series 1 (Teacher Edition) : [ TJUnit 4 - Linear Relations, Systems, Functions, and Special Topics

O[T mathematics series 2

O@ Mathematics Series 2 (3-5 Teacher Edition)
O [E mathematics series 2 (3-5)

O@ Mathematics Series 2 (Teacher Edition)

O \E PLATO Course Algebra 1, Semester A

O @ PLATO Course Algebra 1, Semester Av2.0
O pLATO Course Algebra 1, Semester B

(@) @ PLATO Course Algebra 1, Semester B v2.0

P I — e e

#

[Z5 End of Semester Test - Algebra 1A

HEHEBBEE

[#

Save Work

Done

3. Adding a Digital Drop Box Activity: You can use the modifying existing content feature to add digital drop
box and threaded discussion activities to existing PLATO content. Remember, though, that you can add
these activities only to the top-level folder (course folder), to a unit folder, or to any other folder at the unit
level, but you cannot add these activities within a module.

To add a digital drop box activity to existing PLATO content, open a copy of the resource in the Workspace in
the Build the Resource page. Next, select the location to which you want to add the activity, click the Add
Extras drop down menu, and then select Add Digital Drop Box.

In the Add Drop Box Activity dialog box, enter a name for the activity. The name must be unique and contain

at least four characters and no more than 255 characters. Next, using the Browse button, add the required
activity file from your computer. Permitted file formats include PDF, Word, PowerPoint, Excel, RTF, GIF, JPG,
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JPEG, PNG, and ZIP. Finally, type the necessary details in the remaining optional fields of the dialog box, and
click Add.

In PLATO courses, the digital drop box activities are within the modules. Therefore, you will not be able to
delete these activities when customizing a PLATO course. However, if you do not want the learners to do
specific digital drop box activities in a course, you can exempt the learners from these activities in the
assignment.

Adding and Removing a Threaded Discussion Activity

To add a threaded discussion activity to existing PLATO content, open a copy of the resource in the
Workspace in the Build the Resource page. Next, select the location to which you want to add the activity,
click the Add Extras drop down menu, and then select Add Threaded Discussion.

In the Add Threaded Discussion dialog box, enter a name for the activity as it should appear in the learning
path, a discussion title as it should appear at the top of the discussion, and a discussion post, which typically
is a question for learners to answer. Finally, type the necessary details in the remaining optional fields of the
dialog box, and click Add.

When customizing a PLATO course, you can delete an existing threaded discussion activity from the course
by selecting the activity in the Workspace and then clicking the Delete button.

Edit your resources: The Edit Your Resources feature allows you to continue working on a course you have

already started. Select your course to move it to the Workspace and then edit it by adding or removing
content to the resource.
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Understanding the Create a Custom Resource workflow by role

Understanding Resources

Display/
Availability

Publish

Unpublish

Delete

Un-Delete

Published
Resources

Displayed in Local Re-
sources for all educators
within the account.

Displayed in Local Re-
sources and My Content

for the creator.
-

Finished

Resources
(Unpublished)

Displayed to Account
Administrator and
Administrator in Local
Resources.

Displayed to creator in
My Content.

Only Account
Administrator and
Administrator can
unpublish a resource.
Once unpublished
the resource will no
longer be available

to educators (will only
be available to
Account
Administrators to
republish.

If assigned it cannot be
unpublished.

Will continue to be
available to the
creator.

Cannot be deleted.

MNeeds to be unpublished
to be deleted.

Only Account
Administrator and
Administrator can
publish finished
resources.

Once published, the
resource is available to
all educators in Local
Resources

Can be deleted only if
not assigned.

Can be deleted by
Account Administrator

or Administrator in Local
Content and by creator in
My Content.

Can be recovered by
creator or Administrator
or Account Administrator.
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In-Construction
Resources

Displayed to creator in
My Content.

Can be deleted by
creator in My Content.

Can be recovered by
creator or Administrator
or Account Administrator.

=

Uploaded
Resources

Displayed to all
educators in Local
Resources once
uploaded.

Does not need to be
published.

Can be deleted only if not
part of an active course
and not assigned.

Can be deleted by
Account Administrator or
Administrator in Local
Content and by creator in
My Content.




5. Reports

To ensure the success of all learners, it's important to monitor their performance and progress continuously.
Doing so will help you make sound instructional adjustments as needed. PLE helps you generate several types of
reports, all of which are listed on the Reports landing page. The reports are categorized into three groups:
Curriculum Reports, Assessment Reports, and System Reports.

Click any report on the landing page to access its setup page. To view the purpose of any report, click the wicon
next to it.

Account administrator view of Reports landing page

Log Out Account Opticns W
PLE | | | |
\ {.: r:\ \ \ ._..\\ Welcome PLE
(@) —3) (&) (B (&) (&) — ’
Home Claszes Agsignments Content Reportz Communicatien Administration Eone CSLLILC

Home :: Reports

Reports

Select the report name fo access the report setup page. Click the w icon to view the purpose of the report.
Please note that if elect & wide range of reporting options, some reports may take up to 5 minutes or more to generate. Thank you for your patience.

Curriculum Reports Assessment Reports System Reports
Assignment Module Mastery Assessment Progress by Assignment w License Usage v

Class Usage Summary v Assessment Progress by Test Series w Resource Usage w
Curriculum Strengths and Needs by Class w Assessment Strengths and Needs by Class or Learner v Site Traffic v
Curriculum Strengths and Needs by Location w Assessment Strengths and Needs by Location w Consumable License w
Curriculum Test Progress w Class List of Assessment Scores v

Data Extract v Demographics Summary w

Detailed Score v Accucess Results v

Grade Report +v Assessment ltems Response Report w

Manage Grade Templates
Graphic Learner Progress Report w

Learner Daily Usage by Class and Assignment w
Learner Daily Usage by Learner v

Learner Progress by Class and Assignment v
Learner Progress by Learner

Curriculum tems Response Report w

5 Copyright @ 2006-2012 PLATO Learning, Inc. All rights reserved. Version | Privacy Policy | ContactUs

If you log in as an instructor, you won'’t see any reports listed under the System Reports section. These reports
are available only to account administrators and administrators. You also will not see all the reports under
Curriculum Reports or Assessment Reports. Again, some of these reports can be accessed only by account
administrators or administrators.

Likewise, some reports available to account administrators are not available to administrators. Only account
administrators have access to all reports.
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Curriculum Reports are generated from PLATO content data. They tell you how a student did on PLATO content,
such as a prescription assigned after taking a test. These reports give you the information and flexibility you need
to guide instruction; to improve communication among instructors, students, parents, and administrators; to
provide more accurate data on access and use of the system; and to track seat time. Here is a list of Curriculum
Reports. You can also see a quick-view version of these reports under the Classes and Assignment mini-apps.

Curriculum Reports Purpose
The purpose of this report is to compare a learner’s
Assignment Module Mastery progress against the progress of class peers for a single
assignment.

This report provides information about how learners in a

Clees Ueage Sy class are spending their time in PLE.

This report offers a view of student performance on

Curriculum Strengths and Needs by Class :
courseware assessments for a given class.

This report gives administrators a view of student
Curriculum Strengths and Needs by Location | performance on courseware assessments for a given
location.

This report provides educators with a snapshot of how
Curriculum Test Progress learners in a class are performing on the assessments for a
PLATO Courses assignment.

This report allows administrators and instructors to see all
summary usage and progress data for a group of students
Data Extract or for all students in a class, school, program or district. The
data available is based on the locations that administrators
and instructors are assigned to.

This report provides scores for pretests, posttests, and

Detailed Score . . ;
mastery tests for multiple learners in an assignment.

This report calculates final or midterm grades for students in

Chate [Repent an assigned course with standard pacing.

This report provides a graphical representation of a learner's
Graphic Learner Progress Report progress for an assignment.

This report monitors the activity of students in a class as
they log in and out of PLE and progress through their
Learner Daily Usage by Class and assignments each day. The report includes data on how
Assignment much time each student spent on the system and how long
each student worked on content in selected assignments for
a specified date range.

This report monitors how much time a student spends

Learner Daily Usage by Learner . .
working on class assignments.

This report monitors multiple learners' progress, status, and

Learner Progress by Class and Assignment o L i !
scores on activities within multiple assignments.

This report monitors a student’s progress, status, and

Learner Progress by Learner scores on activities within multiple assignments across all
classes.
This report provides instructors and administrators a view of
Curriculum Items Response Report learner responses to all items on a single test in courseware

assessments for given locations.

This report provides a quick snapshot of how students in a
Class List of Test Scores class performed on a CLA test for an assignment within
PLATO Courses.

To learn more about Curriculum Reports, please refer to the Curriculum Reports Reference Guide.
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Assessment reports are generated from test data. They tell an instructor how a student did on a test. These
reports help you to identify student knowledge gaps, to prescribe individual learning, intervene and remediate
gaps within PLATO instructional content, to evaluate which students need additional instruction, and to intervene
quickly when needed. You can also see a quick-view version of these reports under the Classes and Assignment

mini-apps.

Assessment Reports

Purpose

Assessment Progress by Assignment

This report tracks average scores for a class on specific
assignments for like state standards tests covering the same
content.

Assessment Progress by Test Series

This report tracks average scores for all students in a
location for tests taken during a specified date range. The
report specifically tracks this information for all three tests in
a Test Packs test series.

Assessment Strengths and Needs by Class

This report offers a view of student performance on a state
standards test for a given class.

Assessment Strengths and Needs by
Location

This report gives administrators a view of student
performance on a state standards test for a given location.

Class List of Assessment Scores

This report provides a quick snapshot of how students in a
class performed on a state standards test assessment
assignment.

Demographic Summary

This report identifies demographic patterns in assessment
results.

Accucess Results

This report allows you to quickly and efficiently place
students on grade level in reading, writing, and math.

Assessment Items Response Report

This report provides the details of the learners’ responses to
the assessment items on a single test in benchmark
assessments for a specific location.

To learn more about Assessment Reports, please refer to the Assessment Reports Reference Guide.
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System Reports are available only to account administrators. Administrators and instructors will not be able to see
these reports. System Reports help you keep an eye on a learner’'s account activity. You can use this information
to support the technical needs of your students. To learn more about System Reports, please refer to the System
Reports Reference Guide.

System Reports Purpose
The purpose of this report is to provide peak usage
License Usage information for concurrent licenses for only a specific period
of time.

The purpose of this report is to show a listing of overall

Resource Usage system usage and a listing for each client in the system.

The purpose of this report is to show how, when, and how

Site Traffic .
many users from an account are accessing PLE.
This report provides information about consumable license
Consumable License usage and how many licenses are remaining in your
account.
Other Reports Purpose
This report allows you to print out or export a list of learners
Class Roster in a class. It is available only on the Manage Classes page

and not in the Reports mini-app.
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6. Communication

In PLE all communication features are available within the Communication mini-app. This mini-app gives you
tools to connect with other users and participate in discussions without leaving PLE. Clicking the Communication
button lands you on the Communication page, which provides easy access to the message board, email, and the
discussion board.

The Message Board appears as the default when you select the Communication mini-app. You can send class
updates and other messages to learners. You can also view all messages that you have sent and received. This
feature is internal to PLE, so you must log in to send or receive messages.

Instructor view of the Communication landing page

Capital Hills School District Suppart | Help | Logout
Welcome Linda
() —£8) &) (B (D)
Home Classes  Assignments Content Reports | Communication Rime Zons BEl UESS

Home :: Communication :: Mes=age Board

PLE™ - Message Board

Message Board Email Discussions

-

*Select Learners by Class:

*Subject:
= [ Roosevelt High School -
~ Message:
[+ Levitt Math Grade 10
B [ Lev - (2000 character
maximumy}
Folder Received Messages New Messages: 0 [Total Messages: 0
ﬁ r From {Subject) Class, Location Date Received
GE There are currently no received mezzages.
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The Email feature allows you to compose and send emails to other PLE users whose email IDs are in their user
profiles. These users receive your emails in their email program’s inbox just like any other email message. You do
not need to log in to PLE to retrieve messages. Just remember that the emails you send and receive are not
managed or stored by PLE. Note that this feature is not available to learners.

Instructor View — Email
PLE™ - Email

Messages Email Discussions

this message to learnsrs with email addresses in their profiles

Use the Look Up option fo &
Your email must

nclude &t least one recipient and & 3

Look Up T

*Subject:

Message:

Cancel

The Discussions feature allows you to initiate a non-graded discussion for a class. A non-graded discussion is
different from a threaded discussion activity. A threaded discussion is associated with an assignment. On the
other hand, a non-graded discussion is not associated with an assignment. As a result, a non-graded discussion
can cross over multiple classes and assignments. Another difference is that a threaded discussion is used for
grading purposes, whereas a non-graded discussion is usually not used to grade learners. However, you can use

a non-graded discussion for grading purposes by manually entering the score in the Grade Report under the
Other category.

You can initiate a new non-graded discussion for a class by clicking Create New Discussion. The Discussions
page also lists all the discussions that you have initiated for a class and gives you an update on them.
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Discussion Board

Capital Hills School District Support | Help | Log Out
V= Welcome, Linda
060000«
Home Classes Assignments Content Reports Communication

Home :: Communication :: Discussions

Discussions

Message Board || Email I Discussions I

Create & new discussion by selecting learners and entering an iration date, topic and i
View existing discussions and select a discussion topic to view and post in that discussion.

P Create New Discussion

New Di: i 1 Total Di i 1
[ Topics Classes / Location Responses | v Last Updated
[J | Discussion Topic #1 Levitt's English Class, Roo... 1 07/18/2010 11:50 PM

To manage a discussion, click on the discussion topic name. It will take you to a page where you can review the
instructions, see all discussion posts, and enter a new post.

New Discussion Topic

“Topic: new discussion regarding this site

Instructor: Support, doNOTdelete
Location: Bonnebel HS
Posted: 09/29/2009 10:18 AM

— - “Instructions:  New discussion regarding this site get ready with your questions .
xpires: i) (2000 character
maximum)
New Post Sort By: =
(2000 character maximum)
[0 kki1, kki1 10/08/2009 09:26 AM
Ok.....
[ kki1, kki1 10/08/2009 09:31 AM
Sure we can do.....
O kki1, kkl1 10/08/2009 09:35 AM
cool thing to do.....
O kki1, kki1 10/08/2009 09:41 AM
Testl

44 of 51



If you log in as an administrator, you'll see the taskbar below on your Communication page. The Messages, Email
and Discussion features work the same way as they do for an instructor. An additional feature, Monitor
Discussions, is available only to administrators.

[Messages E-mail Discussions Manitar Discussions

The Monitor Discussions feature allows you to access all the discussions created by other PLE members and
check their content and status. You can either go through the list of discussions and pick one in particular or
search for a discussion by topic and go to it directly.

Monitoring Discussions

Monitor Discussions

Messages Email | | Discussions Maonitor Discussions

Topic: Total Discussions: 3
[0 Topics Locations Classes Last Updated
C
Filter: o © =
O 19 pew discussion regarding this site Bonnebel HS KK_Class 11/3/2009
rict O @
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7. Administration

7.1 Overview

In PLE the Administration mini-app is available only to account
administrators and administrators. Users logged in as an instructor won’t
see this mini-app. The Administration mini-app groups together all the Account administrators can modify
features you need to manage your account. any user profile. Administrators

can modify any user profile, except
an account administrator’s.
Instructors do not have access to
modify any user profiles, including
those of learners.

Clicking the Administration mini-app takes you to the Manage Users page.
Here you can search for any users associated with your location, whether
they are active or inactive. Depending on your role, you can reset
passwords and temporarily log users out of PLE. You can also deactivate,
reactivate, or delete a user; edit a user’s profile; and view all the user’s
classes and assignments.

Manage Users page—details

Manage Users
Create 3 Class | Create a User | Distribute Licenses | Enroll Users  Monitor Encoll Process || lanage Academic Year | Access Control || Account Settings
Yo perform an OpEration on 8 users) first select & location in the Location Selector, then select & checkbox Oy one or more user(s)
Bl then selact casired action from the ‘select an action” drop ooun meny.
Bome cparations canno: be parformed and are indicated by light gray colored text
Betions can be performed on your selection(s] from the Active Users tab, Insctive Users tab or the My Selected items tab
Active Users B
grade range selector
I enter search term ()] Ol O
B LuKkt12345 3 8101112 G P
— T s € oz |
Ssiect a location 1o find your users I select an action vl l apply afilter v | enter filter value j CO ” lShow Learmers v]I ﬁ ":g,_ 3 v J
g Kl Demo School District [] \usmmll First Name | PLATO Name |Role E Grade Slams
s 1] HarEn ) Tanaen B L e R
@ © Jefferson High School || .r'.:mh [ I Aaﬂ\sffv:ﬂ ‘uffmy [ U Yo il R
& O Kennedy Middle School 00 |Harren Mick nharten Leamer 4 Active
® O Washington Elementary [ |Jepson Jim liepson Leamer 4 Adtive
[] |Johansen Payl pjohansen Leamer 10 Active
] |Johnson Susan sjohnsan Leamer 10 Active
3 ! ! | ! ! !
| O |Jenes Brian bjones Leamer 10 Active
2| O | kaipot kaipo? kaipo1 Leatner 11 Active
| O | kaipo2 kaipo2 kaipo2 Learner K Active
2 O | Kirkwold Jeft Jo Leamner 10 Active
5 ! | ! | | !
| O |uoyd Morrisa miloyd Leamer K Active
O |Lovik Ava alowik Leamer 4 Active
] |Lovik Hank hiowik Leamer 10 Active
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] | = e
Select a location to find your users I select an action V'I ‘I apply a filter v || enter filter value © C’l | Show Learners vl I ”s,‘—z’e 25 V|
&1 KM Deme School District [J | Last Nann First Name ﬂro Name Role E Grade Statl.n
® @ Jefferson High School | B R Annd anarten cearner ) e
@ O Kennedy Widdle School 0 |Hamren s Leamner 4 Active
N @) Washington Elementary 0O |3 Jim Learner 4 Active
O Learner 10 Active
O Learner 10 Active
1 ~
x| O |Jones Brian bjones Learner 10 Active
@ O | kaipo aipo aipo1 Learner 11 Active
& O | kaipo2 kaipo2 kaipo2 Learner K Active
2| O | Kitkwold JD Learner 10 Active
4
] |Uoyd miloyd Leamne K Active
[ | Lovik Ava alovik Leamne 4 Active
D L Hank k Learne 1 Active
[ |Nelsen Brett Learner Active
] | Parker Sara Learner Active
[ | Smith Amanda Leamer 1 Active
v

F

5 Copyright © 2006-2010 PLATO Learning, Inc. All rights reserved ersion | Privacy Policy | ContactUs
The Location Selector allows you to select a location to find your users.
To view all users of a specific role for the selected location, select the required role from the user role filter

drop down menu. By default, this page displays the list of all learners for the selected location. You can
select Show All from the drop down menu to view all the users for the selected location.

The grade range selector allows you to select the grade range of the users you want to view including
undefined ‘U’ grade, if no grade is specified.

To perform an action on a specific user, select the check box corresponding to the user, and then select the
required action from the Select an Action drop down menu.

To search for users based on a keyword, enter the keyword in the search field of the common search feature
and click the icon next to the search field.

To perform a filtered search, select an appropriate filter from the Apply a Filter drop down menu of the refined
search feature. The available filters are Last Name, First Name, and PLATO Name. After selecting an
appropriate filter, enter a filter value in the Enter Filter Value field, and then click the icon next to the field.
The page size drop down menu allows you to select the number of users you want to display on a page.

The pagination slider enables you to navigate to a desired page.

=

a =

AN £

There are many options on the Administration taskbar. Some option will be available only to account
administrators. Following is an overview of all available options.
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Administration taskbar

Create a Class Create a User Distribute Licenses Enroll Users Monitor Enroll Process Manage Academic Year Access Control Account Settings

1. Create a Class: A shortcut to the Create a Class feature is available on the task bar. This feature is
explained in detail in the Classes mini-app section of this document.

2. Create a User: The Create a User feature allows you to create a new user. In PLE administrators are
required to add the SIS ID for learners at this stage. Including an SIS ID for all learners will allow you to
export data from PLE and compare it to data from other systems. It also gives the system the ability to
update groups of learners via the update flow in Enroll Users.

3. Distribute Licenses: This feature is available only to account administrators. The Licensing feature
allows you to allot licenses for learning content to different schools within a district or different programs
within your account. You can select the desired PLATO content and then distribute a certain number of
licenses to a particular school, district, or program. Licenses that aren’t distributed to a location will be
available for all learners in the account to use.

4. Enroll Users: This feature is available only to account administrators. It allows you to efficiently create
multiple learners, instructors, and administrators. You can also update learners' profiles, change their
location, enroll existing learners into existing classes, or create new classes for those learners. Note that
SIS IDs are required when adding, modifying, or moving learners with the Enroll User feature.

e SIS ID Entry: This feature is available only to account administrators. The SIS ID Entry feature
allows you to enter SIS IDs for existing learners in the account who presently do not have SIS
IDs. PLE gives you the exact count of students in the account who do not have SIS IDs. SIS IDs
are required when enrolling or updating learners, so it is important to complete this task up front.

5. Monitor Enroll Process: This feature is a continuation of the Enroll Users process. It allows you to
monitor the status of the enrollment files you have uploaded.

6. Manage Academic Year: This feature includes the following sub-features that can help you plan and
manage your academic year:

e Plan Academic Year: This feature includes a table that allows you to set up a new academic
year. The table displays up to four academic years at a time. By selecting a particular academic
year, you can revise its information and add up to twelve terms to any academic year.

e Grade Promotion: This feature is available only to

account administrators. The Grade Promotion feature ? Did You Know?
allows you to set a promotion date on which all learners in s

the account will advance one grade level. If there are You can schedule only one grade
learners who have not advanced to the next grade level, promotion at a time.

you can manually set them back to their current grade by
selecting Edit User in the Manage User section of the
system, or you can set back many at a time by using the Enroll User process.

Set next promotion date:

Promotion Summary

Promotion Date Status Edit Command

09/29/2009 Scheduled Edit | Delete
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o Create Multiple Classes: This feature allows you to create multiple classes in a school. You can
change the class settings and get a preview of the classes created in PLE.

e Closeout: This feature allows you to schedule a new closeout to deactivate a group of classes
from the account. PLE provides a warning period or transition period for users. You can use the
Pending Closeouts List to view and edit planned closeouts or use the History Log to see closed-
out classes, which can be reactivated.

8. Access Control: This feature is available only to account administrators. Access Control allows you to
control when learners have access to PLE based on the school they are in, the day of the week, and the
time of day. Changes made for a selected district or program will be applied to all schools contained
within that district/program, unless you create a policy specifically for an individual school. If the Access
Control feature is off, learners have access to PLE at any time. The “key” symbol indicates which
locations have access control policies set. Access control is affected by the time zone set for the account
(see Time Zone under Account Settings).

9. Account Settings: This feature is available only to account administrators. The Account Settings feature
allows you to add new announcements for users, upload a homepage image, insert a page header, enter
a time zone, modify PLATO access settings, and modify permission settings for instructors.

Account Settings

: : o u'
| | Announcements | Home Page Image | Page Header | | Time Zone = PLATO Access Settings = Instructor Permissions

1

e Announcements — The Announcements feature allows you to add a new announcement or
update or change the status of an announcement. An announcement will be seen only if it is
active and its date coincides with the current date. As an account administrator, you can choose
which roles will be able to view the announcement—administrators, instructors, or learners.

e Homepage Image — The Homepage Image feature allows you to personalize the page. With the
help of this feature, you can browse and upload any image that you would like to appear on your
homepage. Note that the image should be a JPEG or GIF with a maximum height of 60 pixels
and a maximum width of 200 pixels.

e Page Header — The Page Header feature allows you to enter and update the desired account
header. The page header is the title that will appear at the top of your page.

e Time Zone — The Time Zone feature allows you to select the time zone for your account from the
drop-down menu and specify whether you want the setting to be updated automatically for
daylight savings.

e PLATO Access Settings — The PLATO Access Settings feature allows you to control which
members of the PLATO support team have access to your account.

e Instructor Permissions — The Instructor Permissions feature allows you to specify whether you
want instructors to be able to create learners. The default setting allows instructors to create
learners when creating or managing a class. However, you can turn off this ability by selecting the
Do NOT allow instructors to create Learners option.
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5 8. Appendix

-

. Account -
Privileges e Administrator Instructor
Administrator
Customize homepage with logo and «
announcements
Access system usage reports account-wide
: . X (learners
Create and edit users, Assign roles X X (
only)
. . X (learners
Find and view users X X (
only)
Enroll users process X
Create and populate classes X X X
Distribute courseware licenses X
Find resources and make assignments X X X
Create custom courses or learning X X «
paths
Publish custom courses account-wide X
sharing
Delete custom courses X X X

Assign an assessment to classes

account-wide

dependent on
district/program or school
permissions

dependent on
class
permissions

View, edit, and assign a Prescription to
a Learner

X

X

Access learner progress reports

account-wide

dependent on
district/program or school
permissions

dependent on
class
permissions

Access demographic summary reports

account-wide

dependent on
district/program or school

dependent on
class

permissions permissions
Perform all tasks associated with
district/program and school X X
administrator
Perform all tasks associated with
. X X X
instructor
Set access control for locations X
Turn off instructors’ ability to create X

learners
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