TEX-AS Curriculum Management System
User’s Manual

Teachers

Rev 1.0
1/05/04




TEX-AS Curriculum Management System User’s Manual — Teachers

Copyright 2003 by Assisted Solutions, Inc.
1300 El Dorado Pkwy Ste 908
McKinney, TX 75069

Worldwide rights reserved

Phone: (972) 363-0193

Fax: (972) 569-3411
customerservice@assisted-solutions.com
sales@assisted-solutions.com

All rightsreserved. Thismanual isintended to assist users of the Assisted Solutions, Inc. Curriculum
Management System and can be freely used and distributed for that purpose. For any other purposes,
no part of this manual shall be reproduced, stored in aretrieval system, or transmitted by any means,
electronic, mechanical, photocopying, recording, or otherwise, without written permission from
Assisted Solutions, Inc.



TEX-AS Curriculum Management System User’s Manual — Teachers

Table of Contents

| ntroduction 3
Conventions used in this manual 4
Conventionsused intheCM S 4

LogIn 5

Opening Screen 6

Selection Tabs 6

Administration 7
Administration Overview 7

User Account 7

Curriculum 9
Curriculum Overview 9
Scope & Sequence 9
Reports 11

Lesson Planner 12
L esson Planner Overview 12

Lesson planner organization 12
Creating Events 12
Creating lesson plans 12
L esson Schedule 13
Creating an Event 14
L esson Activities 16
L esson Plans 17
Creating and Sharing a Lesson Plan 17
Attaching a Fileto aLesson Plan 20
Reports 21

Professional Development 22
Professional Development Overview 22
Professional Development Plan 22
Course Registration 23
Requirements 25
Reports 25




TEX-AS Curriculum Management System User’s Manual — Teachers

| ntroduction

Welcome to the TEX-AS Curriculum Management System, designed to provide web-based tools for
curriculum, lesson planning and professiona development tools for both teachers and administrators.

TEX-AS CMSincludes alesson planner developed in conjunction with Texas ASCD

(The Association for Supervision and Curriculum Development). The CM S system has over 16,000
TEKS aigned activities, which greatly enhances the customization of lesson plans. It provides teachers
with the capability to customize lesson plans, fine-tune existing lesson plans from year to year, align
curriculum both vertically and horizontally while providing for the creation of interdisciplinary lessons
and the technology to share ideas with each other.

This manual isintended to help you quickly understand and apply the range of tools that the CMS
contains.
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Conventions used in this manual

Tabs refer to the top level Administration, Curriculum, Lesson Planner, Professional Devel opment,
Assessment and Teacher Board selections, arranged at the top of the screen like folder tabs. (See
screen graphic below.)

Buttonsrefer to lower level selections such as Lesson Schedule, Lesson Activities, etc., and New
Event and Print/Export Selected Event(s) as shown below.

Italics - When amouse click is called for, clickable tab or button names are italicized to indicate they
are actionable items.

Tabs

Buttons

Conventionsused intheCM S

Clip graphic — The paper clip graphic €” indicates an attachment (file, picture, etc.) to theitemiitis
associated with, such as alesson plan.
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LoglIn

The CMS system is web-based, allowing you to access it from any computer with an Internet

connection. Most web browsers should operate without problem, but Internet Explorer 5.0 or higher is
recommended.

The URL (web address) to access the CM S is http://portal .assi sted-sol utions.com (copy and paste in
your browser).

The opening screen at that address is shown below.

Y ou may login using the Quick L ogin displayed above, or click on Login next to Home at the top of
the screen to display alarger login screen. Regardless of which one you select, the same information
must be entered.

District: Click on the down arrow and select the appropriate district.

L ogin: Enter the login name you have been provided. (Note: the login name is not case sensitive. If
your login is donnag, DonnaG or DONNAG will aso work.)

Password: Enter the password selected or assigned.
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Opening Screen

After successful login, the opening screen shown similar to the one below will be displayed. While a
demo screen is shown, your screen may contain System Alerts that inform you of any new information
you may need to know about changes, updates or system issues.

Selection Tabs

The major sections of the CM S are selected by clicking on the tabs shown at the top of the screen
They are:

Administration — allows access to your account.

Curriculum — alows access to the curriculum requirements for each subject and grade.

L esson Planner — allows access to and modification of lesson plans.

Professional Development — allows access to your persona Professional Development plan.
Assessment — allows access to the WebCCAT, a Comprehensive Curriculum Assessment Tool.
WebCCAT is accessible from, but not part of, the TEX-AS CMS.

Teacher Board — accesses ateacher bulletin board where ideas and information can be shared
on an informal basis.

The contents of each of the Administration, Curriculum, Lesson Planner and Professional
Development are explained in the following pages. Since the Assessment and Teacher Board contents
are not part of the CMS, additional information about them is not included.
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Administration

Administration Overview

The Administration section allows access to your user account.

User Account

Y our User Account isarecord of your hiring, teaching specialty, etc.

To view or edit your user account information, click on the Administration tab, then click the
User Account Management link

CMSwill display your account information:
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Enter any edits and click Save to save the changes.



TEX-AS Curriculum Management System User’s Manual — Teachers

Curriculum

Curriculum Overview

Curriculum isthefirst of the three main sections of the CMS. The curriculum section contains
information about the TEK S (Texas Essential Knowledge and Skills) for the four core curriculum
areas. Along with the TEK'S that should be taught for each grade level, the curriculum section
includes the sequence, standards correlation, strategies, resources, and vocabulary.

Scope & Sequence

Click on the Curriculumtab. CM S displays the Scope & Sequence window, which alows you
to find aparticular TEKS.

Click on the drop-down arrows to select the Subject, Grade/Course and Sequence. After these
selections have been completed, the appropriate TEKS will be displayed. (Only aportionis
shown below.)

Click on any Student Expectation (in the right column) to view the Expectation window.
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The Expectation window allows viewing the following details:

(0]

o

Standar ds — displayed at the bottom of the window. Shows correlation to TAKS,
Technology Application and other national standards.

Strategies—click to see alist of various teaching strategies for that TEKS.

Resour ces — click to see alist of District resources available.

Vocabulary —click to see alist of vocabulary words for this grade course and sequence.
Clicking on aword will link you to an online dictionary website.

New Expectation — click to open a New Expectation template allowing entry of anew EKS
and expectation.

Modify Expectation — click to open a Modify Expectation window where existing
expectations can be modified.

Create L esson Plan —click to open a new Lesson Planner template with the TEKS
description inserted.

Find Lesson Activities— click to search for alesson activity in the Texas ASCD lesson
databank that correlates to that TEKS.

(Note: Thisalso links you to the Lesson Planner section of CMS)

Back — returns you to the list of Student Expectations for the selected sequence.

Completed Expectation - when the selected expectation is completed, click on the calendar
under “Completed” and select the completion date. Click the box to the left to indicate the
completion and click Save.

10
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Reports

Click on the Curriculumtab. CM S displays the Scope & Sequence window.

Click the Reports button. CM S displays the Curriculum Reports window with all available
reports displayed.

Click on the desired report button, such as the Instructional Sequence report shown below.

Select a Subject, Grade/Course and Sequence, then click Get Report. The Instructional
Sequence Report shows which standards have been completed for the selected sequence and
which remain.

Click Print/Export Report to save the report as a PDF file for printing or later viewing. A
Print/Export Options window will allow you to choose the font size of the report beforeit is
saved.

11
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L esson Planner

L esson Planner Overview

L esson Planner isthe second of the three main sections of the CMS. It alows teachers to organize
their instruction using an online weekly lesson planner. Teachers have the ability to enter new lesson
activities or to select alesson activity from the Texas ASCD lesson databank. The Texas ASCD lesson
databank includes PK through 12" grade lessons in the four curriculum areas. It also includes
secondary levels of French, German and Spanish as well as eight of the Advanced Placement courses.

L esson planner organization

The online lesson planner is organized in events, which can be anything that occupies a period of time,
such as afield trip, reading time or math lesson. Eventsin the planner may have an attached lesson
plan, but lesson plan attachments are optional. Since many events do not include structured teaching,
those events would have no associated |esson plans.

Creating Events

As noted above, events make up the contents of the lesson planner. When you create an event, it is
alwaystied to a specific date and time or period. After the event is created and saved, alesson plan can
be attached, if desired.

Creating lesson plans

Teachers can create alesson plan from atemplate, using activities of their own creation. Lessons can
also be created by selecting from activities in the Texas ASCD Lesson Databank. These databank
activities can be edited by the teacher before saving, to customize them for the specific classroom
situation. Teachers can also choose from Shared Lesson Plans, which are plans made available for use
by the district or other teachers. After you create alesson plan for your own use, you have the option of
making it a shared plan - district wide, among a group of teachers, or with an individual teacher. All
created lesson plans are available in the Lesson Plan Vault, ready to be assigned to any chosen day.

12
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L esson Schedule

The Lesson Schedule button allows you to view your lesson planner schedule and modify it. Y ou can
view your planner on adaily, weekly, monthly or sequence basis.
Click on the Lesson Planner tab. CM S will display the schedule for the current date.

Click to create and schedule a new event

Click on any other date to see the plan for that day.

Click Weekly, under View Options, to see adisplay of al the events of the selected week.

Click Monthly to see afull month display showing the number of events.

Click Sequenceto see all the events corresponding to the selected sequence.

0 When the Sequenceis displayed, click on the pull-down arrow at right to select another
sequence.

View choices can also be made by placing your mouse over the Lesson Schedule button, then

selecting from the displayed choices.

To schedule anew event, click on New Event button, or place your mouse over the Lesson

Schedule button, then click the New Scheduled Event selection.

13
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Creating an Event

When the Lesson Schedule is displayed, you can create a new event.
Click on New Event to display the New Scheduled Event form.

o Enter information about the event and click either Save & Add New Event or Save Event.
0 After an event is saved the Edit Scheduled Event screen will appear.

o Click Add Attachmentsto attach alesson plan to this event. The Attach Lesson Plans
window will be displayed.

14
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0 Click the box beside the lesson plan(s) you want to add to this event.
o Click Attach Selected Lesson(s), then click Close. The attached plan(s) will appear on the
displayed Scheduled Event window.

o0 To deletethe attachment, click on thered X besideiit.
o Tosavetheevent, click Save Event.

15
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L esson Activities

The Lesson Activities button allows access to the Texas ASCD Lesson Databank. Y ou can use the
Texas ASCD Lesson Databank to find an activity to add to your weekly lesson planner. Y ou can
browse from alist of activitiesin any selected Subject, Grade/Course and Strand, or you can sear ch
using keywords or TEK'S code.
To find an activity, place your mouse on Lesson Activities to display Browse and Search
choices.
0 Click on Browse Lesson Activities and select a strand to view the Texas ASCD lesson
activity choices. Click on any activity to seeits details. A € symbol beside a Lesson
Activity title indicates the lesson has a graphic attachment that can be opened in your
browser and printed.
0 Click on Search Lesson Activities to find lesson activities by TEKS code or by aword or
phrase.

0 To search by Standard, enter the TEK S code in the box at right.

0 To search by Keyword or Phrase, click the Search Type pull-down arrow and select
Keyword/Phrase. Enter the keyword or phrase in the box at right.

0 To narrow the field of choices, you can also select the Subject, Grade/Course and
Strand filters.

0 When your selections are complete, click Search. Thelist of activities fitting your
selection criteriawill be displayed. Click on any activity to seeits details. A € symbol
beside a Lesson Activity title indicates the lesson has a graphic attachment that can be
opened in your browser and printed.

When Lesson Activity Details for any activity are showing, you can add it to your personal

weekly planner.

o Click Create Lesson Plan to select this activity. (Note: At this point the lesson has NOT
been added to your personal weekly planner.)

0 Make any necessary changes or additions to the text or title of the activity, then click Save
Lesson. Thelesson is saved to your personal planner.

0 To savethelesson to your personal weekly planner and create a new lesson, click Save &

Add New Lesson. A New Lesson template will open.
Click New Lesson Activity to create a new activity.
Click Back to return to the Lesson Activity list.

O O

16
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L esson Plans

The Lesson Plans button allows access to the Lesson Plan Vault and Shared Lesson Plans, plus allows
you to create entirely new lesson plans. Y ou will aso have the option of sharing any lesson plans you
create, as described below. Note: In addition to creating alesson plan as described below, you can aso
create alesson plan directly from an Expectation, using the Strategies, Resources and V ocabulary
available there. See the Curriculum section, Scope & Sequence for details on displaying a Student
Expectation.

Creating and Sharing a L esson Plan

Place your mouse on Lesson Plans to display Lesson Plan choices.
0 Click on Lesson Plan Vault (or the Lesson Plans button itself) to access the Lesson Plan
Vault. In the Lesson Plan Vault are al the lesson plans you have created.

0 Click on Shared Lesson Plansto display all shared lesson plans.

0 When either vault plans or shared plans are displayed, you can search for a specific lesson
plan by a phraseit contains. To do so, enter that phrase in the Search Phrase box at left
under Filters and click Submit. If that planisfound it will appear by itself at right. To
restore the full list of all plans, click the Cancel button under Filters.

0 Click on New Lesson Plan to create a new lesson plan. CM S displays the new lesson
template.

17
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(@)

Enter Lesson Information and Lesson Details. A variety of tools are available to allow you
to format the Lesson Details, as well as check spelling.

When lesson information and details are complete, click Save Lesson to save this lesson to
your lesson plan vault.

Click Save & Add New Lesson if you want to immediately open another lesson template.
When alesson plan is saved, you are given the opportunity to shar e the plan, as shown
below. (The default is no sharing.)

18
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0 Click on Detailsto bring up a Lesson Plan Sharing window.

0 Click thecircle beside Yesto share the lesson plan. The plan is automatically shared
district-wide unless you click on Select Group(s) or Teacher(s). Making that selection
extends the window to show the sharing choices.

o Click on acampus selection to share with all teachers on that campus. To select more than
one campus, hold down the Ctrl key while clicking on the campus. To de-select a campus,
hold down the Ctrl key while clicking on a selection.

19



TEX-AS Curriculum Management System User’s Manual — Teachers

0 Tosharewith al the district teachers of a specific subject, click on the desired subjectsin
the Teachers of Subject(s) box.

0 Tosharewith al district teachers of a specific grade or course, click on the desired
choices in the Teachers of Grade(s)/Course(s) box.

0 To sharewith specific teachers, click on Add Teachers. The User Accounts window will
open. Click on thefirst letter of the last name of the teacher you want to add. Click on the
User code of ateacher you want to share the lesson plan with. A message box will confirm
your selection has been put on the list. Click OK to continue. To add more namesto the
shared teacher list, simply click on the name(s) you want to add (the message box does not
appear again).

0 When al selections have been made, click on the X in the upper right hand corner to close
the User Accounts window. Y our selections will appear in the Specific Teacher(s) box on
the Lesson Plan Sharing window. To remove a name from thelist, click on it then click
Remove Selected. To remove all names, click on Remove All.

o Click Saveto save the selections you have made without closing the window, or Save &
Close to save the selections and close the window. (Y ou may need to click the square in the
upper right hand corner to display afull screen and see the Save and Save & Close buttons.)

Attaching a Fileto a Lesson Plan

After alesson plan has been created, you may attach afileto it.

- Click on Lesson Plan Vault under the Lesson Plans button to display all your lesson plans, as
described above. Click on the desired lesson plan. The Edit Lesson window will open (a
portion is shown below). This window allows you to make any edits to your plan, aswell as
attaching afile.

To add an attachment to this lesson plan, click Browse and select the desired file from your
computer. When thefile location is displayed in the window, click Upload to save the
attachment from your computer to your online lesson plan. Note: Some file types are not
allowed to be uploaded.

20
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Reports

The Reports button allows access to the Lesson Planner reports, for viewing and/or saving to afile for

printing.
- Click on Reports to bring up the Lesson Planner Reports window. All available reports will be

shown.

Click on the report you want to view and enter the date range the report should cover. Click Get

Report to display the requested report information.

Click Print/Export Report to save the report as a PDF file for printing or later viewing. A

Print/Export Options window will allow you to choose the font size of the report beforeit is

saved.

21
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Professional Development

Professional Development Overview

Professional Development is the third of the three main sections of the CMS. It alows teachersto
access the internal Professional Development Management and tracking system. Professional
Development allows users to view and/or modify their Annual Professional Development Plan and to
register for staff development activities and opportunities. The Professional Development system
allows teachers to create ongoing professiona development transcripts and print them in report form.

Professional Development Plan

The Professional Development Plan button alows you to view your personal annual professiona
development plan at a glance, on ayearly or monthly basis. Y ou can also view details of courses you
are scheduled for and cancel registrations for them, as well as submit evaluation reports of completed
COUrSES.
Click Professional Development Home under the Professional Development Plan button (or the
Professional Development tab) to display al pending Course Evaluation Requests.
Important Note: Even though a course may be completed, credit is not given until a course
evaluation isfilled out. Course evaluation requests will appear as the following sample.

o Click on the underlined course title to bring up the Course Evaluation form.

22
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0 Rate eachitem and click Submit to exit the form.

Click on View/Modify PDP (or the Professional Development Plan button) to display your
personal professional development plan. (Note: Completed courses are not displayed until you
check the View Completed Courses box.) Note that Registered courses are displayed with an
orange background, Completed in green, and Specia coursesin gray. Out-of-District Special
Requests are displayed with a pink background in a separate area.

Course Registration

The Course Registration button allows you to view the available courses as well as view and initiate
special requests for out-of-district development opportunities.
- Click Course List to search all available courses. You can apply the filters of category, date

offered, course name or instructor name, depending on what you are looking for.

Click View Courses by Category to apply only the category filter.

Click Search for Courseto find a course by name only.

Click Search for Instructor to search by instructor name only.

Click Search by Date to search for a course by its date only.

23
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Click View Special Requests to search for courses offered out-of-district.
Click New Special Request to submit arequest for a new out-of-district course.
Search results will be displayed as shown below.

When a course is displayed that you want to register for or learn more about, click on the
course date to display the Course Offering Detalils.

Click Register for this Course Offering to register.

24
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Requirements
The Requirements button provides access to the individual professional development requirements for
the user. These are commonly a combination of state and district requirements.

Click on Requirements to display your persona annual professional development requirements.
Both required and completed items are shown.

Reports
The reports button allows access to all the available professional development reports. The reports can
be viewed or saved as a PDF file for printing or later viewing

Click Reportsto see available professional development reports.

Select the desired report and view or save for printing as described for other reports.
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