Training Guide

Port Arthur Independent School District

SASI Teacher Training
August 20, 2008
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Professional Expectations for Staff Development

1. Participation in staff development activities for the full day.

2. Employee attendance throughout the entire time designated for staff is required.

3. Campuses are expected to produce and submit all work products as identified and requested.

4. Campus staff development activities will be video taped by the Campus Technology Specialist

5. Employees missing one or more district-wide staff development days may not be approved to attend other staff development opportunities offered outside of the school district during the school year.

6. Professionally certified personnel are expected to earn 20 hours of staff development and 10 hours must be in technology according to Policy DMC (Local).

Objectives:  
To learn how to setup and enter attendance, grades and lesson plans in IGPRO, Class XP and TCEPT. 
Resources:  
Computer Lab, handouts, class rolls, classroom computers, curriculum guides (as necessary),

Supplies:  
paper, pens, pencils

Work Product:  
Teachers must submit an updated lesson plan and a gradebook

Leader:  Technology Specialist
1. The faculty will meet in the cafeteria for the morning session and in their individual classrooms for the evening sessions.

2. Distribute handouts to teachers.

3. Present the information using the software and Powerpoint.

4. Discuss the work products and expectations for the evening.

SASI TEACHER TRAINING 

August 20, 2008
Presenter – PAISD Technology Specialist

Morning Training:  8:30 a.m. – 11:30 a.m. (3 hours)
Location:  Cafeteria


Participants:  Teachers 

1. MIS Procedures (required documentation)
a. Enrollment Procedures
b. Automated Attendance Procedures

c. Manual Attendance Procedures

d. Headcount Procedures
e. User Access Form 
f. [image: image1.wmf]Letter of Confidentiality

g. Sending/Receiving grades inside/outside the district

2. Overview of IGPRO

3. Restoring your IGPRO after a computer crash

4. Login Accounts
h. Passwords

i. How to report Problems

5. InteGrade Pro Gradebook Setup
j. Login
k. Grade Configuration
l. Grading Rules
m. Adding and Editing Assignments
n. Inputting scores

o. Notes

6. ClassXP Attendance 

p. Taking Attendance
q. Correcting Attendance

r. Setting up Seating charts

s. Student Basic Information

t. Reports and Creating Labels
7. Printing Reports
u. Seating Charts
v. Class Rosters (rolls)
w. Progress Reports

x. Missing Grade Reports
y. Failure Report Filter
8. TCEPT Lesson Planning
z. Overview and Discussion
aa. Login and Passwords
ab. Entering Lesson Plans

ac. Attaching Lesson Plans 
ad. Sharing Lesson Plans
ae. Printing Lesson Plans

9. Questions and Answers

Lunch 11:30 a.m. – 1:00 p.m. (1 ½ hours)

Evening Training:  1:00 p.m. – 4:00 p.m. (3 hours)
Location:  Classrooms


Participants:  Teachers

1. Teachers set up their TCEPT Lesson Plans from 1:00 – 2:00 p.m.
a. Technology Specialist reads scripts over PA system
b. Teachers may report to a specified lab for individual assistance
2. Teachers set up their IGPRO Grade book from 3:00 – 4:00 p.m
a. Technology Specialist reads scripts over PA System
b. Teachers may report to a specified lab for individual assistance
MIS PROCEDURES
1. Enrollment Procedures

2. Automated Attendance Procedures

3. Manual Attendance Procedures

4. Headcount Procedures

5. User Access Form 
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7. Sending/Receiving grades inside/outside the district
Grade Reporting Calendar

8. ENROLLMENT PROCEDURES

All eligible students are entitled to the benefits of the Foundation School Program (FSP). However, in order for a district to claim a student for funding purposes, complete documentation which proves the eligibility of the student for the FSP must first be on file. Districts cannot refuse to serve students, however, only the students who meet the age and residency requirements may be reported as eligible for FSP purposes. Section III of the Student Attendance Accounting Handbook provides these guidelines for membership. The district must retain all records providing such eligibility for the required length of time for audit purposes.

ENROLLMENT

· Student or at least one parent must reside in the district boundaries

· Must meet age eligibility requirements. Any of the following documentations are considered acceptable for proof of identification.

· Birth Certificate

· Driver’s License

· School ID card, records, or reports

· Passport

· Military ID

· Hospital Birth record

· Adoption records

· Church baptismal record

· Any other legal document that establishes identity

DOCUMENTATION

Adequate documentation must be retained to verify the whereabouts of these students.

· Teachers are instructed to submit their class attendance rolls every period, even if no one is absent. This notifies the attendance office that the teacher has taken roll.

· Teacher rosters are updated daily. Therefore, students who have been withdrawn and new students to the classroom should be adjusted on the rosters the following day. Any discrepancies on the class roster should be adjusted on the rosters the following day. 

· The teacher can make changes to attendance as long as the class roster shows SUBMITTED. After the attendance has been COLLECTED, the teacher will have to send a change of attendance request (see attached) to the attendance office.

· The attendance clerk will balance the attendance on a weekly basis.

· The campus head count must also be reconciled at this time. Teachers will print their rosters and verify each student on the list is currently enrolled I his/her class. The teacher’s signature will validate the data which will then be turned into the attendance office. The total number of students on the rosters must agree with the DA-05-03 for the last day of the six weeks.

· A  SIX WEEK summary must be filled out and sent to the Administration Office, which will be then signed by the PEIMS coordinator and his/her supervisor.

AUTOMATED ATTENDANCE
· Teachers will access their attendance on the computer using a user ID and password supplied by their campus grade book/attendance personnel. They are to be instructed to change their password as soon as the log in the first time and to change it frequently. Under no circumstances are they to give their password to anyone. It becomes their signature in this paperless environment.

· Second period/block or 10:00A.M.  will be the ADA period. Clicking in the absent/tardy column one time enters an A for the absent student.

· Each campus will set a default for the type of absence the teacher will enter, typically excused or unexcused. Only the attendance administrator can change this code.

· Students who are present will remain blank.

· Students who are on campus but who are not in their assigned classroom are considered in attendance for FSP purposes provided they were with a responsible campus official. Class admits slips or other documentation supporting the claim must be retained for audit purposes. 

· A student not actually on campus at the time attendance is taken may be considered in attendance for FSP purposes under the following conditions:

1. The student is participating in an activity which is approved by the local school board and is under the direction of a professional staff member of the school district or adjunct staff member. This adjunct staff member must have a minimum of a bachelor’s degree and be eligible for participation in the Teacher Retirement System of Texas.

2. The student is participating in a mentorship approved by district personnel to serve as one or more of the advanced measure needed to complete the Distinguished Achievement Program outlined in 19 TACS 74.13(a)(3).

3. The student is a Medicaid-eligible child participating in the Early and Periodic Screening, Diagnosis and Treatment Programs (EPSDT) implemented by the Texas Dept of Human Services with contractual cooperation of the Texas Dept of Health. Such student may be excused for up to one day at a time without loss of ADA.

4. The student misses school for the purpose of observing religious holy days, including traveling for that purpose. Excused days for travel shall be limited to not more than one day for travel to and one day from the site where the student will observe the holy days. 

5. The student is temporarily absent due to a documented appointment with a health care professional if that student commences classes or return to school o the same day of the appointment. The appointment should be supported by a document such as a note from the health care professional 19 TACS129.21(k), TEC S25.087(b)

MANUAL ATTENDANCE

· Campuses using manual attendance will print class rosters and give to teachers.
· Teachers will call roll and mark absent students with an A beside their name. 
· Students left blank will be counted present.
· Always use ink to make manual entries or corrections in the attendance records, on daily absence slips, on six week absence reports, and /or daily summary sheets. Never record manual entries in pencil or use liquid correction fluid or use a signature stamp.

· If errors are made on any official attendance document, strike through the error; enter corrections nearby, and initial.
· Teachers should alert the attendance office if a student remains on the class roster who has withdrawn or a new student who is not printed on the roster. This will ensure and accurate head count for the campus.
· Teachers will then send the class roster to the attendance office, daily.
· The attendance clerk will enter the absences into the computer.
· Daily reports will be printed to verify the accuracy of the data.
· The attendance clerk will balance the attendance on a weekly basis.
· At the end of the marking period, a six week report will be printed and balanced.
· The campus head count must also be reconciled at this time by printing a roster for each teacher. The teacher’s signature will verify that each student is currently enrolled in his/her class on the last day of the six weeks. The total number of students on the roster must agree with the DA-05-03 for the last day of the six weeks.
· A SIX WEEK summary report must be filed out and sent to the Administration Office which will be singed by the PEIMS coordinator and his/her supervisor.
Each campus attendance clerk will also be responsible for entering absences from the In School Suspension Center (ISS), Alternative Education Program (AEP) and any other special program , for the students they have placed in those units. This documentation comes from the teacher, director or coordinator of each facility. The Juvenal Justice Alternative Education Program (JJAEP) will be entered at central office.

HEADCOUNT PROCEDURES

A student headcount will be taken each day for the first 10 days of school (unless other directions are received from Administration).  We will be using the “teacher reconciliation” method to obtain the headcount.  The Attendance Clerk and/or Registrar should complete the procedures below each day.

Elementary Schools

1. Print (on plain paper) and distribute Class Rosters for each teacher.

2. Instruct the teachers to do the following at 10:00 a.m.:

a. Draw a line through the name of any student who has never been in the class

b. Write in the name of any student who is in the class today but not on the list

c. Sign the bottom of the class roster

3. Collect the class rosters as soon after 10 a.m. as possible

4. “No show” those students whose names have a line drawn through them (unless the student was registered after 10 a.m.)

5. Verify that a homeroom number has been entered correctly for those students whose names are written in

6. Run Student Distribution and call MIS with the campus total as soon as possible.

Secondary Schools

1. Print (on plain paper) and distribute Headcount Rosters to each 2nd period teacher (middle schools) or 3rd period teacher (high schools)

2. Instruct the teachers to do the following:

a. Draw a line through the name of any student who has never been in the class

b. Write in the name of any student who is in the class today but not on the list

c. Sign the bottom of the class roster

3. Collect the class rosters as soon after 10 a.m. as possible

4. “No show” those students whose names have a line drawn through them (unless the student was registered after 10:00 a.m.) and drop the schedules.

5. If any names are written on the list, forward the list to the appropriate counselor

a. Counselors should correct the 2nd or 3rd period class for those students whose names are written in

b. Counselors should notify the person from whom the list was received when corrections are complete

6. Run Student Distribution and call MIS with the campus total as soon as possible.

Port Arthur Independent School District

2007-2008 Headcount and Enrollment Form

(Fax information to the MIS Department at 989-6267 by 12 noon each day)

Campus Name:  ____________________________

Date:  ______/______/______

	Grade
	Number of Students Present (warm body)
	Total Students Present
	
	Students Absent
	Total Enrollment

	
	Regular student(s)
	Homebound student(s)
	
	
	
	

	EE
	
	
	
	
	
	

	Pre-K
	
	
	
	
	
	

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	


**PAAC and Stilwell counts are to be included in each Home campus Total count

Principal’s signature:  ______________________________ Date:  ____/____/____

Clerk’s signature:
______________________________ Date:  ____/____/____

SASI Access Request form
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Name of requestor:
	
	date of Request:

	
	
	8/19/2008

	Campus / Department:
	
	Position / Job Title:

	
	
	

	Phone Number:
	
	FAX Number:

	
	
	

	Requestor’s Signature:
	
	Date:

	
	
	

	Supervisor’s Signature:
	
	Date:

	
	
	

	student
	personnel
	business
	payroll
	security

	Full

Access
	View

Only
	Application
	Full

Access
	View

Only
	Application
	Full

Access
	View

Only
	Application
	Full

Access
	View

Only
	Application
	Full

Access
	Application

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Enrollment
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	District Options
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	District Options
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	District Options
	 MACROBUTTON CheckIt (
	Student

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Attendance
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Tables
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Tables
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Control Records
	 MACROBUTTON CheckIt (
	Business

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Discipline
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Human Resource
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Finance Accounting
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Employee Master Record
	 MACROBUTTON CheckIt (
	Payroll

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Health/Immunization
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	NCLB
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	General Ledger
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Tables
	 MACROBUTTON CheckIt (
	Personnel

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Special Populations
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Personnel Reports
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Posting

Reversals
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Transmittals
	 MACROBUTTON CheckIt (
	Central Admin.

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Special Education
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Inventory
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Adjustments
	 MACROBUTTON CheckIt (
	Campus

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Grade Reporting
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Inquiries
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	
	

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Course History
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Vendor
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	
	

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Scheduling
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Requisitions
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	
	

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	OEYP/ESY
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	Payables
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	
	
	

	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	All
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	All
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	All
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	All
	
	

	g/l account(s)
	routing

order
	g/l account(s)
	routing

order

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


User ID:  ________________
Password:  ____________________


Routing Order:   Requisitioner = 1                               Principal/supervisor = 2

                  Program Manager/Director = 3         Deputy/Assist Supt../Supt. = 4

                              Purchasing Agent/Buyer = 5

NOTES/COMMENTS:

	FOR MIS USE ONLY

	pROGRAMMER’S sIGNATURE:
	
	mis sUPERVISOR’S SIGNATURE:
	
	date:

	
	
	
	
	8/19/2008

	


PEIMS/SASI Confidentiality Agreement

Part 1:  Authorized User Information

First Name:  _______________________________ Last Name:  _______________________

Position:  __________________________________ Employee I.D. Number:  ____________

Campus/Dept. ID:  _____________________________________________________________

Part 2:  SASI Information

Through the PAISD electronic network, you are being given access to the Internet Texas Computer Cooperative Software (SASI).  Through this connection you will be ale to access student demographic and academic performance information from the Public Education Information Management system (PEIMS).  This information is confidential, and only authorized personnel are allowed to use the system for authorized purposes only.  You will be given access only to areas that are within the scope of your assignment duties.

Part 3:  Terms of Agreement (Please read and sign below:

User name and password confidentiality

The purpose of your user and password is to authenticate our identity to the computer systems.  Sharing of your user name and password is prohibited.  This agreement is signed by all P.A.I.S.D. Management Information System data entry personnel upon employment.

Confidentiality of Information

All information contained in the SASI computer systems is confidential, and must not be disclosed for unauthorized purposes.  PEIMS provides an essential service for the collection of student data.  Projects often involve sensitive and confidential information.  Truthful and accurate information is critical to the accuracy of PEIMS results and procedures.  Consequently, the nature of the information collected by PEIMS requires a commitment of confidentiality to protect students’ privacy.  A guarantee of confidentiality is also a prerequisite to working with PEIMS information.  Breaches of confidentiality would violate assurances we have given that are essential to obtaining truthful and accurate information, thereby impinging on our ability to produce accurate and reliable products. TEA requires that each employee with direct access to this confidential student-level information read and sign the following confidentiality agreement as a condition of employment.

Examples of Improper Access

· Accessing student information not related to current work responsibilities

· Using another person’s user name and password to gain access to any computer system

· Allowing another person to use a user name and password assigned to you

· Failing to sign off at the end of a session thus allowing another user to access data and perform actions in your account

Consequences

Individuals who improperly use user names and passwords or confidential information contained in the computer system will be referred to the Superintendent or designee.  Disciplinary action may include loss of access privileges, employment termination and/or legal action.

__________________________________________________________

CONFIDENTIALITY AGREEMENT

I HEREBY AGREE NOT TO RELEASE PERSONALLY IDENTIFIABLE INFORMATION TO ANY NON-AUTHORIZED PERSONNEL WITHOUT PROPER AUTHORIZATION FROM THE EXECUTIVE DIRECTOR OF MANAGEMENT INFORMATION SERVICES.  I am aware of the possible consequences of improper use.  I will immediately request that my password be changed if I suspect that another person knows my password, and I will report the suspicion to the Executive Director of Management Information Services.  I have on file with the Department of Technology/MIS and Media Resources a copy of my Confidentiality Agreement and will abide by the provisions for using the District’s Electronic Communication and Data Management system.

Employee Signature: _________________________________________________

Supervisor’s Signature: ______________________________________________

Date: _____/____/_____

Please return the original to the Department of Technology/MIS and Media Resources and keep a copy for yourself
GRADING PROCEDURES
GRADING SCALE
Elementary Grades

Teachers must enter a numeric grades and ITCCS will convert to a letter grade

Grades 1-5

Numeric Grades Conversion Scale

90-100 = A




80-89 = B




75-79 = C




70-74 = D




69 Below =F

Music and PE:

Numeric Grades Conversion Scale 

90 = E

80 = S

70 = N

69 = U

Citizenship

E, S, N, or U
(system defaults to S; type over with E, N, or U)

Middle and High School Grades

Grades 6-12

Numeric Grades Conversion Scale

90-100 = A




80-89 = B




75-79 = C




70-74 = D




69 Below =F

Citizenship

E, S, N, or U
(system defaults to S; type over with E, N, or U)

VERIFICATION AND PROOFING GRADES:
Please verify that all teachers have entered their cycle grades by following these steps:
1. Counselor/designee should obtain all blank/missing grades from the appropriate cycle for each classroom teacher.  

2. Teachers must correctly enter and post all cycle grades in IGPRO.

a. Counselor notifies any teachers listed that they should enter grades for all students in the class and section 

b. Teacher marks grades as ready to post  
3. Counselor/designee should enter grades for all vacancies and absent teachers.
4. Counselor prints grade proof sheets for each teacher.  

TRANSFERING GRADES IN AND OUT OF DISTRICT 
Attendance clerk/Registrar requests the grades from the sending school or campus classroom teacher/

Attendance clerk/ Registrar attach the sending school grades to the student’s permanent record folder and forwards a copy to the school counselor
The campus counselor forwards a copy new student’s grades from inside or outside the district along with the student’s new schedule request form to the receiving teacher.
When grades are not received from a sending campuses the grade to be input into the system should be no lower than 50 so that the student grades are not compromised.

AVERAGING GRADES WITHIN/OUTSIDE DISTRICT
Previous cycle grades should be placed in SASI by the counselors

Any grades for the current six weeks should be averaged in to the new grades by the receiving teacher in the IGPRO Gradebook .

Please contact MIS should you need assistance.
2008-2009 Port Arthur Independent School District

Grade Reporting Periods
	REPORT
PERIOD
	BEGINS
	ENDS
	NO. OF
DAYS
	PROOF 

PROGRESS 
REPORTS
	ISSUE
PROGRESS
REPORTS
	POST GRADES
	PROOF 

GRADE 
SHEETS
	ISSUE
REPORT
CARDS

	1
	25-Aug
	3-Oct
	29
	15-Sep
	17-Sep
	3-Oct
	6-Oct
	8-Oct

	2
	6-Oct
	14-Nov
	30
	27-Oct
	29-Oct
	14-Nov
	17-Nov
	19-Nov

	3
	17-Nov
	16-Jan
	30
	15-Dec
	17-Dec
	16-Jan
	21-Jan
	23-Jan

	4
	21-Jan
	6-Mar
	32
	13-Feb
	16-Feb
	6-Mar
	17-Mar
	19-Mar

	5
	16-Mar
	24-Apr
	29
	6-Apr
	8-Apr
	24-Apr
	27-Apr
	29-Apr

	6
	27-Apr
	2-June
	27
	14-May
	18-May
	3-June
	4-June
	5-Jun

	(seniors only)
	27-Apr
	2-June
	27
	14-May
	18-May
	28-May
	29-May
	1-Jun


Official Data Submitted By:  Management Information Systems Department

2008-2009 Campuses Input Report Card Corrections 
October 13

November 21

January 28

March 24

May 1

June 10

2008-2009 Six Week Reports Published by MIS

October 15

December 3

January 30

March 26

May 6

June 12
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Port Arthur ISD

2008-09 School Year
1. Login

2. Grade Configuration

3. Grading Rules

4. Adding and Editing Assignments

5. Inputting scores

6. Notes

Setting Up Your InteGrade Pro Gradebook

· Double-click the InteGrade Pro icon on the Windows desktop

· If there is no InteGrade Pro icon:

· Restart the computer (Be sure that you are logging into the PAISD domain with your email ID and password.)

· If icon still does not appear, contact campus tech specialist

· Click Create a new gradebook.
· Double-click the IGPro Server icon on the left

· Click ok; click next

·  For first time access only:

· Enter your  email ID 

· Enter work-work-work for the password, then click Continue
· Enter your email password, then click Continue
· Enter your email password again and click Continue
· Double-click your gradebook file to open.  

· IGPro will automatically begin importing your class rosters from the SASI student information system. Click OK when auto-update is complete.

· When the spreadsheet opens, click the Class drop-down arrow to switch between classes assigned to you on the SASI master schedule.  The class name includes the period and term during which each class is taught.

· Ensure that each class uses the Weighted Average Method of grading as required by PAISD administration:

· Choose Setup and Classes from the menu.

· Secondary teachers - click each class listed on the left and change the Task Type Set to secondary. The Current Grade Spreadsheet should be Weighted Type. (Tests, exams and quizzes equal 40% of the total grade and all other assignments equal 60% of the total grade.)

· Elementary teachers - click each class listed on the left and verify that the Task Type Set is elementary. The Current Grade Spreadsheet should be Weighted Type. (Tests, exams and quizzes equal 30% of the total grade and all other assignments equal 70% of the total grade.)

· Click Close
· Set up assignments (tasks) for each class

· Choose Task, New Task from the menu (or click the New Task button on the toolbar)

· Click Next
· Type the Task Name, Date Assigned, and Date Due.

· Select Test, Exam or Quiz or Other Assignment from the Type drop-down menu.

· Enter the total number of points possible for the assignment in the Out of (Raw) box.  Leave the Scale Factor equal to 1.0.

· Enter the highest possible score (same as the Out of score) in the Maximum Allowed Score box.

· Click Create.

· Repeat these steps to add assignments for all classes.

· To make changes to an assignment, click Tasks, Edit Tasks from the menu

· To copy assignments to another class,

· Select another class from the Class drop-down box

· Choose Tasks, Copy Tasks from the menu

· Select the class whose assignments you wish to copy and click Next
· Click the checkbox next to the assignments you wish to copy and click Next
· Click Next then click OK
CLASS XP

ATTENDANCE SOFTWARE

TCEPT 

LESSON PLANNING 

Contents

3Creating a TCEPT account


3Setting up your links


4Building lesson plans


4Some important reminders:


5Add an attachment to your lesson plan


5If you are timed out:


5Scheduling a lesson plan


6**Recurring lessons


6Your lesson calendar


7To take a lesson off the calendar


7To document Accommodations


8Reports


8Sharing Lessons


8To share a lesson plan with a specific teacher or teachers


9Shopping for lesson plans


10Can’t remember your password?




Creating a TCEPT account

If you have not created an account, you must create an account.  Here’s how:
· Go to: www.texastcept.net 
· Click on the Register Key Code button on the right side of the screen. 

· Follow the prompts to create an account for your lesson plans.
· You’ll be asked to enter a username and a password.  You will choose what you want your username and password to be.  Just remember to write them down exactly as you enter it in the account.  Save them in a secure place in case you forget.  

· When the prompts request KEY code, type in the code your district provides for you.  Remember to type it EXACTLY as it appears.  

When you have completed setting up your account, click Log In.  

Setting up your links

You’ll want to set up links for each of the courses you teach.  This will make it easier and faster to navigate from one course you teach to another course you teach without having to go through the Course Guide Page each time.  (It will take just a few clicks to get set up for the whole year.)
· After logging in, you will land on the Course Guide page. Start by clicking on a subject area.

· Then click on one of the courses you teach in that subject area. 

· When you land on the template for the course, click on My Links (on the top, right side of the screen).  From the drop-down menu, choose Add to My Links.  If you teach more than one grade level of the same subject, you may want to change HOME on the title field of the next screen to indicate the grade level, 

i.e. change Home—English to 7th English. Then click OK. Now the course you’ve chosen will appear in the drop-down menu under My Links.

· To add other courses to your links, repeat the process -- starting back at the Course Guide page clicking on a subject area and then choosing a specific course     My Links       Add to my links          OK.  

· Once completed, you’ll have all your links under My Links and can easily go from one course to the next without having to search through the Course Guide.  Example: 

· 7th English 

· 8th English 

· 7th Theatre
· Note that you will be able to access your links from two places 

· the quickest option -- the MY LINKS button on the top right side of the screen next to the 
 

· and also the blue My Links tab along the top  

	
	Course Guide (TCEPT)
My Links
Lesson Schedule
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Reports
Support



Building lesson plans
1. Choose a course from the  Course Guide list or from your My Links list.

2.  Once you get to the specific course, click on  

	
	

Create Lesson Plan



3. Follow the prompts. When you complete each field, you may tab to the next field. 
Some important reminders:
· Fields marked with a red asterisk must be filled in with at least one word or number. 
· Assigning the lesson to a specific unit of study will help you find that lesson or group of lessons when you want to use it/them again.  Example:  Unit – Food Safety and Sanitation (Each time you build a lesson that is part of your Food Safety and Sanitation Unit, put that title in the Unit field.)

· Remember too, that giving the lesson a specific name will help, too.  Lesson title: Contamination, Food Allergens, and Food-borne Illness.  You’ll be able to pull that specific lesson easily from the unit on Food Safety.  (We do not recommend that you title the lesson with the date that the lesson will be taught.  Next year you may not want to teach that lesson in the same sequence.  If you give the lesson a title, it will be much easier to find the lesson in your portfolio.  Next year you may not want to teach that lesson on the same date or in the same week. (See the section on Scheduling a Lesson below.)
Add an attachment to your lesson plan 

· Click on the paper clip icon on the top blue band.   
	

	Attach File


(It’s just like attaching a file to an email.) Then choose from the documents on your computer the worksheet, quiz, test, study sheet, etc. that you will use in carrying out this lesson plan.  Or attach lecture notes that you will use for the lesson.  With these kinds of documents attached to the lesson plan, you won’t have to search for them next year when you teach this lesson again.
4. Remember to click OK when the lesson plan is complete. That will save your lesson in the lesson portfolio. 

If you are timed out:

This is another reason a good lesson title will help.  Should your lesson planning time out because you were interrupted for whatever reason, TCEPT’s Auto Save feature will save your lesson plan. You’ll be able to find the partially completed lesson plan in the Lesson Portfolio.  Just click on the title of the lesson.  When it opens, choose 
	

	Edit Item


 You’ll be able to add the finishing details to the lesson plan.  Then click OK when it’s complete.  
Scheduling a lesson plan 

Once the lesson is built, you are ready to schedule the lesson.  This is a separate action to allow you to build a bank of lessons to be used more than once and then simply come back to each lesson and set the date when you will teach that lesson. You will really appreciate this feature next year when you have lessons already built!  Then you won’t have to rebuild the lesson, you’ll just schedule it.  

· Click on 

	

	Schedule an Existing Lesson


· You’ll see a list of all the units you have built.  Click on the 
 icon beside the unit title.  A list of the lessons in that unit will appear.  
· Click on the title of the lesson you want to schedule. 

· The lesson detail will open. On the top right side of the screen, click on the Schedule button.  

· The next screen will already have the title of the lesson. 

· Location : fill in this field if you plan to teach the lesson in a location other than the location where you would normally teach 
· Start time: fill in the date and the time.  Use the calendar icon or simply type in the dates. ** 
· End time: fill in the date and the time.  Note: sometimes a lesson is taught more than one day. Use the end time date and hour to show that the lesson will cover more than one date.  Example:  You plan to teach a lesson on nouns on both Monday and Tuesday of next week.  Show the start date as Monday’s date and the end time as Tuesday’s date and end of class time.  The lesson will appear on both days on your calendar.  
	


**Recurring lessons

If you’ll teach this lesson on a recurring basis (for example, a spelling test every Friday), click on Make this a repeating event. 
· Choose whether you want the lesson to repeat Weekly, Monthly, or Yearly.  
· Then set the start and end dates.  You can have a lesson plan (review, quiz, current event, etc.) repeat once a week until Christmas break or twice a week until the end of school.  The possibilities are endless.  
· Add any special notes you want to add to the schedule. 
· Click OK. Your lesson is scheduled.  
Your lesson will appear on your calendar as many times as you have chosen.  

Your administrator will be able to see online the lesson you’ve scheduled. 

Your lesson calendar

You’ll like the calendar views that will allow you to see all of your preps -- regardless of the subject -- all on one screen.    

· Choose Lesson Schedule from the blue tabs. A drop down menu will appear.  Choose elementary, middle school, or high school. Then you’ll see a calendar for the current month with the lessons in the appropriate box as you’ve scheduled them.  
To take a lesson off the calendar
· Click on the title of the lesson (from the calendar view).  

· When the lesson detail appears, choose  

	

	Delete Item


The lesson will be deleted from the schedule.  But the lesson plan will still be available in your lesson portfolio to be used at another time.     
To document Accommodations

Special Ed, GT, LEP, 504, RTI

1. From the course landing page (the page where you began building lesson plans), click on Create Accommodation
2. Follow the prompts to document the accommodations, modifications, or interventions you’ll provide for the specific student or group.  (Follow your district guidelines in identifying a student.  Remember that this will be a confidential document just as any other documents related to the IEP.)  

3. You may use Attach File to do just that – attach a worksheet, modified test, etc. to the accommodation.  It’s just like adding an attachment to an email or adding an attachment to the lesson plan. (See Building lesson plans        add an attachment to your lesson plan if you need more information.) You may attach as many documents as you like.  This will make it easy to pull up documentation of modifications for the specific student. 

4. Use the notes field to record assessment data as well as instructional strategies implemented.  This data will be useful when you and other members of the RTI team review an individual student’s progress.   You may find this part of TCEPT useful in documenting any interventions you provide to students, behavioral anecdotes, parent phone calls, etc.  
5. Clicking OK will save the accommodation or student record you’ve created. 

To call up an accommodation

· Click on the accommodations tab

	
	Home Lesson Portfolio Accommodations 



You’ll see a list of: 

· the ongoing accommodations – Active  

· the completed accommodations – Successful and/or Unsuccessful accommodations 

· Click on the student name

· Click on Edit Item button 

· Make any changes necessary

· Click OK to save the changes 

Reports 

Teachers:

	[image: image10.png]



	Lesson Plan Reports
You may review Lesson Plan short reports, standards and objective analysis as well as export and print the reports using acrobat reader.

	
	

My Lessons
Print existing lesson plans.



My Short Reports
Print a lesson plan short report.




Sharing Lessons

To make your lesson plan available for use by other TCEPT teachers in your subject area, look for the Share field in the lesson plan template when building the lesson or when you come back to that lesson in Edit mode.   By clicking the Yes button, your lesson plan will be available to other TCEPT users both within your district and elsewhere in the state.  

To share a lesson plan with a specific teacher or teachers
Make sure you select the Yes button inside the lesson plan you wish to share.  If you have already built and saved the lesson plan, you can always reopen the lesson plan and choose Edit Item from the blue tool bar.  The lesson plan will open up to allow you to modify any part of the lesson plan.  If you want everything else to remain unchanged but want to make the lesson plan available for sharing, simply click the Yes button next to Shared*. Then click OK to save that change.  Now your lesson plan is available to your coworkers.  Here’s what they will need to do to access that lesson:

· Your coworker will need to login to TCEPT and then click on the blue Lesson Sharing tab. (It’s one of the tabs in the line beginning with Course Guide (TCEPT)). 
· Your coworker will see the option to search for lessons by text, email, or by objective.  To find your lesson plan, he/she will enter your email address in the field marked “Enter an email address”.  Then click Search Email Addresses.  
· After a moment, Search Results will appear listing all the lesson plans marked for sharing with the email address entered.  The shopping teacher will then select the lesson plan he/she wants from the search results.  Click Add to Cart.  
· The next screen will show the lesson title selected.  Click Import. 
· The next screen will show the lessons in your basket (cart).  If you are happy with your cart, please proceed to import these lessons.   (Click on the blue highlighted “import these lessons”.)
· The lesson chosen can then be found in the shopper’s lesson portfolio for the course in which the lesson plan was built.  For instance, if the lesson plan was originally built in English I, the shared lesson will appear in the shopper’s English I lesson portfolio.  The lesson will be filed by unit title. Click on the + sign next to the unit title to see the lesson plan title.  
· Now that the lesson plan is in the shopper’s portfolio, the lesson plan can be scheduled to be taught just as any other lesson plan in the portfolio.  
To keep your lesson plan private, leave the Share – No button selected in the lesson plan template.  Your lesson plan will not be viewed by other teachers.  However, selecting No in the Share feature will not prevent your administrator from seeing your lesson plan. 

Shopping for lesson plans
· You  will need to login to TCEPT and then click on the blue Lesson Sharing tab. (It’s one of the tabs in the line beginning with Course Guide (TCEPT)). 
· You will see the option to search for lessons by text, email, or by objective.  To find a lesson plan on a specific subject, you will click on Text. 
· Type in the subject about which you would like to see lesson plans. (Type in the box marked “Enter any text to search lessons”) For instance to find lesson plans on the drama Romeo and Juliet, type in Romeo and Juliet in the box.  Then click Search Lesson Text.
· After a moment, Search Results will appear listing all the lesson plans marked for sharing on Romeo and Juliet.  Review the lessons in the list and then select the lesson plan/s you want from the search results.  Click Add to Cart.  
· The next screen will show the lesson title selected.  Click Import. 
· The next screen will show the lessons in your basket (cart).  If you are happy with your cart, please proceed to import these lessons.   (Click on the blue highlighted “import these lessons”.)
· The lesson chosen can then be found in your lesson portfolio for the course in which the lesson plan was built.  For instance, if the lesson plan was originally built in English I, the shared lesson will appear in your English I lesson portfolio.  The lesson will be filed by unit title. Click on the + sign next to the unit title to see the lesson plan title.  
· Now that the lesson plan is in your portfolio, the lesson plan can be scheduled to be taught just as any other lesson plan in the portfolio.  
· After using the lesson plan in class, you may go back to the lesson sharing feature and review or rate that lesson plan.  (Click on Lesson Sharing tab.  Choose Review Shared Lessons.  Then choose the lesson you want to rate.  Answer the questions regarding the lesson plan.)
Can’t remember your password?

A user can request his/her password be sent to him/her.  Here’s how: 

· Start at www.texastcept.net
· Click Reset Password 

· On the next screen, see the bulleted item: “If you forgot your password, you can go to the Forgot your password? page…” 

· Click on Forgot your password? 

· On the next screen, the user will be asked for the username.  After entering it, click Continue. 

· On the next screen, under Retrieve Password, click Reset Password 

· The next screen will ask the user a security question.  When the user answers the security question correctly, the system will provide the username and password. 

· Or if the user has not established a security question, he/she will get a message that says, “…an email has been sent to ____ (the users email) containing instructions on how to set up your secret question and answer.”

· The user should then check for the email and follow the process given in the email. 

· When the user completes that process, the system will send him/her the username and password.  
For additional help with TCEPT  

Click on the support tab on the blue band. Then submit a question or request for assistance. 

Or contact your campus TCEPT support person.  He/she will be able to answer many of your questions.  If he/she cannot, he/she will contact the TCEPT office for more help. 
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Can’t remember your password?

A user can request his/her password be sent to him/her.  Here’s how: 

· Start at www.texastcept.net
· Click Reset Password 

· On the next screen, see the bulleted item: “If you forgot your password, you can go to the Forgot your password? page…” 

· Click on Forgot your password? 

· On the next screen, the user will be asked for the username.  After entering it, click Continue. 

· On the next screen, under Retrieve Password, click Reset Password 

· The next screen will ask the user a security question. (What is your mother’s maiden name?) When the user answers the security question correctly, the system will provide the username and password. 

· Or if the user has not established a security question, he/she will get a message that says, “…an email has been sent to ____(the users email) containing instructions on how to set up your secret question and answer.”

· The user should then check for the email and follow the process given in the email. 

· When the user completes that process, the system will send him/her the username and password.  

How to edit an existing lesson plan

· Go to your portfolio of lesson plans 
· Click on the + sign next to the title of the unit 
· When the lesson titles appear below the unit title, click on the title of the lesson plan you want to edit
	

	Edit Item


· When the lesson detail appears, click 

· The lesson plan will open in a format allowing you to make changes to any part. 

· You may attach new documents to the lesson plan

· Click on the paperclip icon

· In the dialogue box that appears, click the browse button.  This will allow you to scroll through the documents on your computer.  When you find the document (test, worksheet, lecture notes, modified test, etc.), click on it.  Then click OK.  A copy of the  document will be attached to the lesson plan.  

· When you have made all the changes you want to make, click OK to save the edited version to your portfolio.

How to reuse lesson plans from last year!

· Select the course 

· Click on Lesson Portfolio
· Choose the lesson plan you want to reuse and click on its title

· When the lesson plan details appear, you may edit the lesson plan if you choose.  To do so, see “How to edit an existing lesson plan”.              
· If no edits are made or after edits have been completed, click on the Schedule button.

· The next screen will already have the title of the lesson.  

· Location – fill this field in if you plan to teach the lesson in a location other than the location where you would normally teach

· Start time – fill in the date and the time 

· End time – fill in the date and the time.  Note:  sometimes a lesson is taught more than one day, use the end time date and hour to show that the lesson will cover more than one date.  Example: You plan to teach a lesson on nouns on both Monday and Tuesday of next week.  Show the start date as Monday’s date and the end date as Tuesday’s date and end of class time.  The lesson will appear on both days on your calendar.  

· Click OK
· You will be taken back to your portfolio of lessons with the expectation that you may want to schedule other lessons. If so, repeat the above process with other lesson plans. 

· To schedule a lesson that repeats, for example a spelling test every Friday. 

· When the schedule dialogue box appears, click the box Make this a repeating event. 

· Choose whether you want the lesson to repeat Weekly, Monthly, or Yearly. 

· Then set the start and end dates.  You can have a lesson plan (review, quiz, current event, etc.) repeat once a week until Christmas break or twice a week until the end of school.  The possibilities are endless.  

· When you’ve set the start and end dates, click OK.  Your lesson plan will appear on your calendar as many times as you have chosen. 
Changing my links 

To add a link:

· Start at the landing page for the course you want to add to your links. 

· Click  My Links  in the top right side of the screen. 

· When the drop-down menu appears, click Add to my links.  
· A webpage dialogue box will appear.  You may want to replace Home in the title field with 6 or 7 etc. to represent the grade level of the course if you teach more than one grade level in the same subject.  Otherwise 6th grade English will look just like 7th grade English in your links.  

· Click OK to complete the process. 

· Now when you click on My Links, you’ll see the course you just added.  Click on that course to take you directly to that course landing page.  It’s a shortcut.  

· To add other courses you teach to My Links, start at the landing page for the course you want to add and follow the same process for each course.  You can have shortcuts to all your preps.  

· Note: the My Links tab (next to the Course Guide tab) will also show the links to your courses and can also be used as a shortcut from one prep to the next course prep.  

To remove a link: 

· From any page, click on My Links in the top right side of the screen. 

· When the drop-down menu appears, click on Manage My Links. 

· The next screen will give you a list of all the links you have established. 

· Click in the box next to the link you want to remove. 

· Then click   
 Delete
· The system will ask you if you are sure just in case you clicked Delete by accident.  If you are sure, click OK.  

· The link will no longer be listed in your links.  

Building new plans 

To add new lesson plans to the portfolio of plans you already have follow these steps:

· Start on the landing page for the course for which you want to build new plans.  You can get there by using the link established in My Links or get there by clicking through the Course Guide.  

· Once you get to the specific course, click on  Create Lesson Plan 

	
	


and follow the prompts.

Some important reminders:

· Assigning the lesson to a specific unit of study will help you find that lesson or group of lessons when you want to use it again.  Example:  Unit – Food Safety and Sanitation (Each time you build a lesson that is part of your Food Safety and Sanitation Unit put that title in the “Unit” field.  

· Remember too, that giving the lesson a specific name will help, too.  Lesson title: Contamination, Food Allergens, and Food-born Illness.  You’ll be able to pull that specific lesson easily from the unit on Food Safety.  (We do not recommend that you title the lesson the date that the lesson will be taught. Scheduling the lesson will indicate when you will teach it. See Scheduling a Lesson. Remember too that administrators will only see the lessons that you schedule since their reports are pulled from the calendar portion of the software.)
Add an attachment to your lesson plans:

· Add an attachment to your lesson plan by clicking on Attach File next to the paper clip icon. (It’s just like attaching a file to an email.)

· Then choose the worksheet, quiz, test, study sheet, etc. that you will use in carrying out this lesson plan.  Or attach lecture notes that you will use for the lesson.  With these kinds of documents attached to the lesson plan, you won’t have to search for them next year when you teach this lesson again.

· Remember to click OK when the lesson plan is complete. That will save your lesson in the lesson portfolio. 

If you are timed out:

This is another reason a good lesson title will help.  Should your lesson planning time out because you were interrupted for whatever reason, TCEPT’s new Auto Save feature will save your lesson plan. You’ll be able to find the partially completed lesson plan in the Lesson Portfolio.  Just click on the title of the lesson.  When it opens, choose       Edit Item. 

	



 You’ll be able to add the finishing details to the lesson plan.  Then click OK when it’s complete.  
What if you time out?

Should your lesson planning time out because you were interrupted for whatever reason, TCEPT’s Auto Save feature will save your lesson plan to the Lesson Portfolio for that course. Just look for the unit.  Click on the + next to the unit title.  Then click on the title of the lesson.  When it opens, choose       Edit Item. 

	



 You’ll be able to add the finishing details to the lesson plan.  Then click OK when it’s complete.  
Scheduling a lesson 

Once the lesson is built, you are ready to schedule the lesson.  This is a separate action to allow you to use lesson plans more than once. 

· Click on Schedule an Existing Lesson. 
· You’ll be taken to the Lesson Portfolio where all the units you have built are stored.  Click on the 
 icon beside the unit title.  A list of the lessons in that unit will appear.  
· Click on the title of the lesson you want to schedule. 

· The next screen will already have the title of the lesson.  

· Location – fill this field in if you plan to teach the lesson in a location other than the location where you would normally teach

· Start time – fill in the date and the time 

· End time – fill in the date and the time.  Note:  sometimes a lesson is taught more than one day, use the end time date and hour to show that the lesson will cover more than one date.  Example: You plan to teach a lesson on nouns on both Monday and Tuesday of next week.  Show the start date as Monday’s date and the end date as Tuesday’s date and end of class time.  The lesson will appear on both days on your calendar.  

· Click OK
· You will be taken back to your portfolio of lessons with the expectation that you may want to schedule other lessons. If so, repeat the above process with other lesson plans. 

· To schedule a lesson that repeats, for example a spelling test every Friday. 

· When the schedule dialogue box appears, click the box Make this a repeating event. 

· Choose whether you want the lesson to repeat Weekly, Monthly, or Yearly. 

· Then set the start and end dates.  You can have a lesson plan (review, quiz, current event, etc.) repeat once a week until Christmas break or twice a week until the end of school.  The possibilities are endless.  

· When you’ve set the start and end dates, click OK.  Your lesson plan will appear on your calendar as many times as you have chosen. 
Calendars

You’ll like the new calendar views that will allow you to see all of your preps -- regardless of the subject -- all on one screen.    

Choose Lesson Schedule from the blue tabs. A drop down menu will appear.  Choose elementary, middle school, or high school. Then you’ll see a calendar for the current month with the lessons in the appropriate box as you’ve scheduled them.  

To take a lesson off the calendar, click on the title of the lesson (from the calendar view).  When the lesson detail appears, choose  

	

	· Delete Item


The lesson will be deleted from the schedule.  But the lesson plan will still be available in your lesson portfolio to be used at another time.     

For additional help with TCEPT 

· Contact your campus TCEPT support person

OR

· Click on the Support tab and submit a question or request for assistance. 
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	044
	Austin

	009
	MHS

	008
	MH9 

	005
	PAAC 

	006
	JJAEP 

	041
	Edison

	117
	Wilson

	102
	DeQueen 

	103
	Houston

	105
	Lee

	108
	Travis

	109
	Tyrrell

	110
	Washington

	111
	Wheatley

	113
	Dowling

	004
	Stilwell

	116
	Stonegate (under construction)
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Campus: ​​​​​​​​​​​​​​______________________     Technology Specialist: ______________________

	Teacher Signature
	Check-Off List
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⁭   Lesson Plans
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⁭   ESolutions


Port Arthur Independent School District

Professional Development Evaluation Instrument

SASI Teacher District-wide Training 


Presenter: Technology Specialist

_____________________________

         
August 20, 2008

                     Site




                   Date

                                                                                                            Excellent                                   Poor

1. The format and organization of the session supported the training outcome.     ___   ___   ___   ___   ___

                       5      4        3       2        1

2. The expectations were clearly defined.                                                                  Excellent                                   Poor
                                                                                                                                  ___   ___   ___   ___   ___

                       5      4        3       2        1

3. The information shared is useful and can assist me in performing my job          Excellent                                   Poor
responsibilities.






                  ___   ___   ___   ___   ___

                                                                                                                                  5      4        3       2        1

4. The topics discussed are relevant to my job.                                                    .                                                                      

                                                                                                                                     Excellent                                   Poor
                                                                                                                                  ___   ___   ___   ___   ___

                       5      4        3       2        1

     5.    Give at least one example how this information can be used with your 

      current job.

6. Would you recommend this training to other colleagues?

7.   Any suggestions on how to improve upon future training sessions?

Additional Comments

Region 5 Education Service Center 
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