
 

 

 

1 of 51 

 

 

 

 PLE User Guide 
PLATO Learning Environment

 ®
 

 

 
 

Table of Contents 
 
1. PLE Overview ...................................................................................................................................................2 

1.1 Roles .........................................................................................................................................................2 
1.2 Mini-Apps ..................................................................................................................................................3 
1.3 Homepage .................................................................................................................................................4 

2. Classes ..............................................................................................................................................................5 
2.1 Overview ...................................................................................................................................................5 
2.2 Create a Class ...........................................................................................................................................7 
2.3 Quick View – Class Learner Usage Summary ..........................................................................................9 
2.4 Quick View – Learner Daily Usage ........................................................................................................ 10 
2.5 Account Administrator View ................................................................................................................... 11 

3. Assignments.................................................................................................................................................. 12 
3.1 Overview ................................................................................................................................................ 12 
3.2 Create Assignments ............................................................................................................................... 12 
3.3 Manage Assignments ............................................................................................................................. 14 
3.4 Edit Learner Status ................................................................................................................................. 15 
3.5 Apply Past Credit .................................................................................................................................... 16 
3.6 Prescription Assignments ....................................................................................................................... 16 
3.7 Quick View – Learner Progress Summary ............................................................................................. 21 
3.8 Digital Drop Box ..................................................................................................................................... 24 
3.9 Threaded Discussion.............................................................................................................................. 27 
3.10 Account Administrator View ................................................................................................................... 30 

4. Content ........................................................................................................................................................... 32 
4.1 Overview ................................................................................................................................................ 32 
4.2 Search by Standards .............................................................................................................................. 33 
4.3 Create a Custom Resource .................................................................................................................... 34 

5. Reports ........................................................................................................................................................... 38 
5.1 Overview ................................................................................................................................................ 38 
5.2 Curriculum Reports ................................................................................................................................ 39 
5.3 Assessment Reports .............................................................................................................................. 40 
5.4 System Reports ...................................................................................................................................... 41 

6. Communication ............................................................................................................................................. 42 
6.1 Overview ................................................................................................................................................ 42 
6.2 Message Board ...................................................................................................................................... 42 
6.3 Email....................................................................................................................................................... 43 
6.4 Discussion Board ................................................................................................................................... 43 
6.5 Administrator View ................................................................................................................................. 45 
6.6 Monitor Discussions ............................................................................................................................... 45 

7. Administration ............................................................................................................................................... 46 
7.1 Overview ................................................................................................................................................ 46 
7.2 Taskbar .................................................................................................................................................. 47 

8. Appendix ........................................................................................................................................................ 50 
8.1 Summary of Roles and Privileges .......................................................................................................... 50 



 

 

 

2 of 51 

 

 

 
 

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.  
 

 
1.1 Roles 

 

 
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 enrollment 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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1.2 Mini-Apps 
 

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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1.3 Homepage 
 
 
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 

 
 



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  
PLATO Learning, Inc. PLATO, Inc. is a PLATO Learning, Inc. company. 
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2. Classes 
 
 
2.1 Overview  

 
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 

 
 

Classes: The Classes landing page displays the classes you teach. Click on a class name 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. 
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PLE Manage Class page 

 

 
 

 
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.  
 

 

 

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. 
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2.2 Create a Class 
 
 

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. 

 
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. 

 

 
 

 

 

 

 

Make sure you search for existing 
learners first. That will reduce the 
chance of accidentally creating 
new learners who already exist in 

the account. 
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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 enrollment. 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.  
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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 
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2.4 Quick View – Learner Daily Usage  
 

 
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  
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2.5 Account Administrator View 
 

 
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 
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3. Assignments 
 
 
3.1 Overview 
 
 

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 

 
 

 
3.2 Create Assignments 
 
 

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 

 
 

4. Next, set the assignment policies:   

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

 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.  

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

 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 

 
 

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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3.3 Manage Assignments 
 

 
Each assignment has a Manage link next to it that takes you to the Manage Assignments page.  

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

 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. 

 

 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 
students will no longer be able to access it. Remember that 
deactivating only hides the assignments from learners’ lists 
and does not delete them. You can reactivate them anytime you want. 

 

 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 

 

 

 

 

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

 For a single 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 

 

 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 
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 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. 
 

3.5 Apply Past Credit  
 

 
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. 
 
 

3.6 Prescription 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 
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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 
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Manage Prescription Assignment page - details 

 
  

 The Manage Prescription Assignment 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.)  

 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. 

  
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: 
   

 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.  

 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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3.7 Quick View – Learner Progress Summary  
 
 

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  

 
 
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  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 

 
 
 
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 
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3.8 Digital Drop Box 
 
 

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  icon indicates that the learner 
has submitted the activity for final scoring. 
 
Manage Activities page 

 

 
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 notification 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 
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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 
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3.9 Threaded Discussion 
 
 

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  icon in 
the Status column indicates that the learner has submitted the activity for scoring. 
 
Manage Activities page 

 

 
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 

 
 
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. 
 
Viewing Entire Conversation Started by a Learner 
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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 
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3.10 Account Administrator View 
 
 

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 
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4. Content 
 
 
4.1 Overview 
 

 
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 

 
 

 
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. 
 
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. 
 

 

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

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

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

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

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

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

 

 
4.2 Search by Standards 
 

 
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 
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4.3 Create a Custom Resource 
 
 

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 
starting points noted below. You can start fresh, begin with existing PLATO material and modify it, or return to and 
complete a custom resource you have already started. 
 
Create a Custom Resource 

 
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 a new resource 

 
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 

 
 
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. 
 

4. 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. 

 
5. 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 
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5. Reports 
 
 
5.1 Overview 

 
 
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 icon 
next to it. 
 
Account administrator view of Reports landing page 

 
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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5.2 Curriculum Reports 
 
 

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 

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

Class Usage Summary 
This report provides information about how learners in a 
class are spending their time in PLE. 

Curriculum Strengths and Needs by Class 
This report offers a view of student performance on 
courseware assessments for a given class. 

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

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

Data Extract 

This report allows administrators and instructors to see all 
summary usage and progress data for a group of students 
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. 

Detailed Score 
This report provides scores for pretests, posttests, and 
mastery tests for multiple learners in an assignment. 

Grade Report 
This report calculates final or midterm grades for students in 
an assigned course with standard pacing. 

 
Graphic Learner Progress Report 

This report provides a graphical representation of a learner's 
progress for an assignment. 

Learner Daily Usage by Class and 
Assignment 

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

Learner Daily Usage by Learner 
This report monitors how much time a student spends 
working on class assignments.  

Learner Progress  by Class and Assignment 
This report monitors multiple learners' progress, status, and 
scores on activities within multiple assignments. 

Learner Progress by Learner 
This report monitors a student’s progress, status, and 
scores on activities within multiple assignments across all 
classes. 

Curriculum Items Response Report 
This report provides instructors and administrators a view of 
learner responses to all items on a single test in courseware 
assessments for given locations. 

Class List of Test Scores 
This report provides a quick snapshot of how students in a 
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. 

http://redirect.platoweb.com/340018
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5.3 Assessment Reports 
 
 

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. 

http://redirect.platoweb.com/340017
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5.4 System Reports 
 
 

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 

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

Resource Usage 
The purpose of this report is to show a listing of overall 
system usage and a listing for each client in the system. 

Site Traffic 
The purpose of this report is to show how, when, and how 
many users from an account are accessing PLE. 

Consumable License 
This report provides information about consumable license 
usage and how many licenses are remaining in your 
account. 

 
Other Reports Purpose 

Class Roster 
This report allows you to print out or export a list of learners 
in a class. It is available only on the Manage Classes page 
and not in the Reports mini-app. 

 

http://redirect.platoweb.com/340019
http://redirect.platoweb.com/340019


 

 

 

42 of 51 

 

 

6. Communication 
 
 
6.1 Overview 

 
 
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.  
 

 
6.2 Message 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 
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6.3 Email 
 

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  

 
 

 

6.4 Discussion Board 
 
 

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 

 
 
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 
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6.5 Administrator View 
 
 

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.  
 

 
 
 

 
6.6 Monitor 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 
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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 
features you need to manage your account.   
 
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 
 

 
 

 

Account administrators can modify 
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.  
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 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. 
 

   

7.2 Taskbar 

 
 
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 

 
 

 
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.  
 

 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: 

 

 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.  

 

 Grade Promotion: This feature is available only to 
account administrators. The Grade Promotion feature 
allows you to set a promotion date on which all learners in 
the account will advance one grade level. If there are 
learners who have not advanced to the next grade level, 
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.  
 
 

 
 

 

You can schedule only one grade 
promotion at a time. 
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 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.  

 

 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.  

 
     

 
 

 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. 
 

 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. 
 

 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.  
 

 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.  

 

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

 

 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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8. Appendix 
 
 
8.1 Summary of Roles and Privileges 
 
 

Privileges 
Account 

Administrator 
Administrator Instructor 

Customize homepage with logo and  
announcements 

x   

Access system usage reports account-wide   

Create and edit users, Assign roles x x 
x (learners 
only) 

Find and view users x x 
x (learners 
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 
paths 

x x x 

Publish custom courses account-wide 
sharing 

x   

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 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 
permissions 

dependent on 
class 
permissions 

Perform all tasks associated with 
district/program and school 
administrator 

x x  

Perform all tasks associated with 
instructor 

x x x 

Set access control for locations x   

Turn off instructors’ ability to create 
learners 

x   
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