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ClassScape Short Cuts 2010-2011
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Manage Classes
Under Classes/Students on Home Screen:

Click on Add Class

Type the name of the class you are creating.  It is helpful to call the class by period and subject (for example, 1st period Math, 2nd period Reading, etc. )**High School teachers MUST include in the class title Fall, Spring, F, S, etc. to indicate when the class meets.**Algebra Connections and 8th grade Algebra I teachers – put AlgCon in class title.
Then click on Home in the upper left corner.

Under Classes/Students on Home Screen:

Click on Manage Classes


Select the class you wish to work with from the drop down of classes you have added.


You can choose:



Edit Class – to change the name of the class



Delete Class – completely delete the class

Add Students to Class – you will see a roster of students already in the class and a Find Students in School search box.  You can search by grade, First name contains, Last name contains, Last name in range (parts of alphabet), or student ID.  Once you have determined how to search, click on Get List of Students.

The list of students will show up at the bottom of the screen.  Click in the Add box to the left of the screen for the students you want to add to this class.  You should see a green SUCCESS screen once you click on Add Students to Class if students were loaded successfully, along with the class roster.

If the student you want to enroll in your class is not on the list to select, you need to “Add the Student to School.”  If the student moved to your school from another Catawba County School, contact Melissa Moose by email so the move can be made.  If you have a Super Test Administrator at your school, this person can also move students from school to school.

Students CANNOT be enrolled in more than one CCS school at a time.

Student Information can be edited only by Test Administrators, and Super Test Administrators at the school or Melissa Moose.  If, for example, the login info needs to be changed or if the student needs to have Computer Reads Aloud access, this can be done by:
Under Classes/Students on Home Screen
Click on Manage Students 
Sort to find the student.

Click on Edit beside the student’s name to edit.

Students can also be deleted here ONLY if they haven’t participated in any assessments in the school.
Assessments
Under Assessments on Home Screen:

Click on Preview/Schedule Assessment

You can choose a specific grade level/subject from the drop down menu to choose from.

Click on the assessment you want to preview or schedule for students.  

You can preview the assessment with or without the answers indicated.

If you are going to project an assessment for a class, you probably want to Preview Assessment w/o keys.

To schedule an assessment for students to take at a computer, select the assessment and then click on Next.


-Select a start and end date for the assessment.  (The default is a 2 week window from the day you schedule the assessment.  ALL district assessments will have and end date of the last day of school for students.)


-Select a starting and ending time that students will have access to the assessments.  (The default and minimum/maximum time window is 7 am to 6 pm)  Students cannot take a test after 6 pm.


-Choose if the assessment is a Pre Assessment or Post Assessment


-Choose if the students can take the test on Saturdays or not

-Choose if the students will be able to see the score they made when they finish

-Choose if the students will be able to see the questions they missed with the correct answer indicated

Students cannot take any assessments on the following dates (2010-2011):


	September 2010
	4th, 6th

	November 2010
	25th, 26th, 27th 

	December 2010
	24th, 25th, 27th, 28th, 29th, 30th, 31st 

	January 2011
	1st, 15th, 17th 

	May
	28th, 30th 


Under Assessments on Home Screen:

Click on Create a Custom Assessment
Select the subject/grade you are working with.

Give the assessment a name.  Click on Create.

Read the “Assessment Design Guidelines” in the box in the top window.

Choose a specific Objective or Goal to work with or choose All Goals to see everything.

Click on the magnifying glass icon to see the question and answer choices.  If there is a printer icon, the passage is printable.
Select the items to add to your assessment by clicking in the Choose/Preview column at the far left.  Then choose NEXT.
You will see the breakdown of the test by genre, key, thinking skill, difficulty level and objectives.  This can aid you in your test creation.  You can choose to share this assessment with other teachers in the county or in your school.  You can also move the questions around and put them in the order of your choice on this screen.  

Then click Finalize.  The assessment is now ready to be previewed and/or scheduled for students.
Under Assessments on Home Screen:

Click on Manage Scheduled Assessments
Choose the subject/grade and class name you wish to work with and click on Get Scheduled Assessments.

You will see a list of ALL assessments scheduled for this class.  Here is where you will find:

-the Code needed for students to login to each assessment

-name of the assessments that have been scheduled along with the dates/times students can access the assessments

-a completion ratio, indicating how many of the students enrolled in each class have completed the assessment (you can click on the ratio to see a list of the students in the class and which students haven’t completed the test)

-you can edit the criteria for the assessments that you scheduled (not DISTRICT assessments) such as dates/times, testing on Saturday, etc.

-you can delete an assessment from a class as long as no student has logged in to take it

This list can be printed.  

Under Assessments on Home Screen:

Click on Manage Custom Assessments
Choose the subject/grade and a list of all assessments you have created will show up.  You can edit or delete tests you have created from this screen as long as no one has logged in to take it.
You can also print (export) a list of the items you chose for each test so that you don’t duplicate items on future tests.

Using the PRE/POST test concept:


If you create a pre test and want the students to take the same questions as a post test, go to Manage Custom Assessments, find the test and click on Edit.  You can then rename the test and save it as a new test.  You can also move the questions around so they are in a different order before you save it if you so choose. 


When you schedule these tests, be sure to indicate the pretest by changing the toggle button for “Is this a pre-assessment?” to YES (the default is no) on Step 2 of 4 of Assessment Scheduling screen so that you can see the results of both tests in the Pre/Post Assessment Report.  This will compare the results for each student and each class who participated in the pre/post assessments.
Under Assessments on Home Screen:

Click on Assessment Results to access what used to be known as the Basic Report.  This report shows real-time student results to assessments along with their specific answer choices, by test, by class.

Other information on Home Screen
Under Assessments on Home Screen

Score Constructed Response Items – if you include CRI in your custom built assessments, you can click here to easily grade these questions (on a rubric) for your students.

Upload Clicker Results – 

Under Reports on Home Screen



School Reports
Class Performance Report
Class Progress Report
Pre/Post Assessment Report


Student Assessment Report
Student Objective Report
Student Performance Report
Student Progress Report


Common Assessment Report
 District Reports
Performance Data
Subgroup Data
Goal / Objective Data

Under Help on Home Screen



Submit a Help Request – if you have a concern about a question on an assessment or one that is in the item bank, you can share your concern with ClassScape directly by completing the information on a Help Request.  If a report is not showing up properly, you can also contact ClassScape directly with this concern.



Video Tutorials – Amazing tutorials are available for using ClassScape.  They are very specific for those who may need a little more direct instruction at their own pace.



Clicker Instructions – You can find out how to use Clickers with ClassScape.  Currently SMART and CPS Data units can be used.


Under Resources on Home Screen



Read Announcements – to see any announcements from ClassScape or from CCS Accountability Services about updates or changes to the program.



Documents – you will find a link to the student worksheet that can be used as an example of how students can show their work or complete assessments without being at a computer.  You have a link to the Direct Objectives that match the Standard Course of Study on DPI’s website.  You also have a link to Newsletters that date back to November 2006.  There is valuable information in these newsletters, including suggestions on how to use ClassScape with your students and troubleshooting tips.
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