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Maplewood ConnectEd - Teachers’ Guide

Loqgin

You connect by going to: https://maplewood.amdsb.ca. On this screen you scroll down the list until you find
your school name, click on it and it will take you directly to your school URL.

| i Maplewood Online at AMDSB | + |
€ > https://maplewocod.amdsb.ca & | (2 - Google 2 &
|2l Most visited [ Getting Started [ Add to FC Bookmarks || Suggested Sites [ Web Slice Gallery E3 Bookmarks

/qcyfmaw/ Connectld at AYMDSH

education

Please choose your school from the list below and you will be redirected to your school login page

Anne Hathaway Public School IL]
Choose School -
AMDEC

Central Huron Secondary School

FE Madill Secondary School

Goderich District Collegiate Institute

Listowel District Secondary School

Mitchell District High School

St Marys District Collegiate 8V ocational Institute
South Huron District High School

tratford Central ndary hool
Stratford Northwestern Secondary School
Awvon Public School
Bedford Public School
Bluewatar Coast Elementary School
Brookside Public School
Central Perth Elementary School
Clinton Public School
Colborne Public School
Downie Central Public School =

m

Your username will be the first four letters of your first and last names. You will be prompted to change your
password upon first login.

Ed

for Teachers

Maplewood connectEd is designed to provide student information to authenticated student, teacher,
parent, and administrative staff. Unauthonized use of authenticated information services is prohibited and
subject to prosecution under student conduct code and any number of federal, provincial and local laws.

User name:

Password:

Lagin

maplewesad

copyright © 1880-2012 v&.2.0.0(MW-WEBS)

If you wish to change your password later, click on the MY Profile Icon. Passwords must be 8 characters in
length and alpha/numeric/capital. Do not have your Internet Browser remember your password. Please
note that you will be locked out of the program for 30 minutes after 5 failed login attempts.



https://maplewood.amdsb.ca/

Pop-Up Blockers

You must always allow pop-ups from this site. Most saved functions in the Maplewood interface use a pop
up window. If pop ups are Blocked, data may not be saved properly.

If pop ups are blocked on the site you will receive a Red message indicating so. If you right click on the icon
below it will let you select “Always allow Pop-ups from This Site”.

A Pop-up blocker has been detected on your browser. To enhance your experience and to use the full functionality of the Maplewood Web Portal we
strongly recommend you disable the Pop-up blocker on this site.

Tempattarily Allow Pop-ups
ma [) [ ew d Iy Paop-ups fram This Site. ..
copyright @ 1920-2006 w35 0.60

'CJ Daone e

Or you may receive a message like this instead. Use the “Options for this site button” and select
“‘Always allow”.

Bbwayn allosw
Irtemet Enplorer plocked 4 pog-up from maplewood.amdsh.ca hlkow anoe Ophions fior bhes sibe Miwe sethings

Internet Browsers

= Menu > Students > Select Student = Student Details

DO NOT use your internet browser’s Back button, data will
be lost. Please use bread crumb links, shown above. Bread crumbs typically appear horizontally near the top
of a Web page, providing links back to each previous page that the user navigates through in order to get to
the current page. Bread crumbs are always underlined. If the bread crumbs are not underlined this
indicates the page you are currently on must be Saved to return to the previous page. Please use the Save &
Go Back button.

Please note that the Board has configured the website to automatically disconnect users after a period
of inactivity. So, remember to save regularly.

Current time: Wied Moy 02 2011 10:04:01 GMT-0400 (Eastern Daylight Time)
Session will timeout in; 5 minutes.

It iz recommended that yvou save your work nove. If you do not save, your connection to the netwark may be
automatically disconnected and all your changes will be lost. Click Ok to save your work or Cancel to continue
without saving.

| ok || cencal |

Always remember to logout when you are not using ConnectEd using the Logout button at top left of your

screen.

For assistance with ConnectEd, in First Class, enter in the “TO” line, MW Report Cards.



http://www.webopedia.com/TERM/L/link.html

Main Menu

Once you have logged in your first screen displays the following headings.

% students

é%mtendance and Seating Plan
a:}{ Achievernent

Student Menu

The Student menu gives access to view student records. To select a student enter a partial surname, enter a
few letters of the surname and then click Search. You can also search by, Classes, Student OEN number or
Homeroom.

= Menu > Students > Select Student
Select Student

Method:  Partial Name -
Partial Name: [[Use Sounds Like Search
# MName Grade Homercom Designation  Teacher Status

Type the first few letters of the desired student’s surname above.

You will have access to personal (i.e biographics, phone numbers), attendance, timetables and achievement
information pertaining to your students. Select a student by clicking the name link and then use the menu
options at the top of the next screen to view and/or edit the different student data.

> Mooy > Studeots > Select Student > Student Detads
el LR

Choose Selection . Nome Personal Attondance  Timetatles  Achievernest

llen,
Cullen. lasper Student Attendance & Class Information

No

plctige Attendance Subject Toacher Markbook Last Updated
avaladle Date A PM Loaming Skitis and Work Habes (16)
2013.05-16 | l Responsiilty
2013.05-14 P M Organzation
Gender: Male Indepeodent Work
Grade: 2 ~
Status: This year and Next Collaboraticn
year Witiatvo
Homeroom: 2034 -9 SR
Flags . None Language (1)
Language (16)
Readng
School Events Thurscax May23, 2013
o oy 2013 o Mon May. 20 Toe May 21 Wed May 22 Thu May. 23 FriMay 24

S Mo N We ™ fr Sa




Attendance / Seating Plan Menu

Teachers can set up class or homeroom seating plans simply by accessing the Attendance and Seating Plan
menu. Here you will be able to set dimensions for the seating plan and place students. The homeroom
attendance portion of this menu is locked.

1. From the main menu, click the Attendance and Seating Plan link. On the following screen select
Attendance and Seating Plan again.

> Menu > Attendance and Seating Plan > Teacher's Class List |
Teacher’s Class List |

Administration Date: Monday, May 27, 2013 (Day 1, Mormal Day)

Select Homerooms/Classes
Class @ Homeroom

Homeroom Seating
205 2834 Ix5&

2. Before looking at the class layout, you may want to first change the seating plan layout, click the
currently displayed link under the Seating heading, 7 x 5. Above it shows 7 columns (wide) by 5
students in each row.

Enter Seating Plan Dimensions

/| Default 7 x 5 Default 5 x 7
Columns (Wide): 7 * Rows [High): &

*There are 20 assigned students in this homeroom.

Save & Go Back

3. If the layout is fine, you can go ahead and select your homeroom or class from the list. If not modify the
dimensions and select Save & Go Back

4. A grid displaying the seating plan will appear. You'll see student pictures or placeholder if no images
are available. The students' names will appear below the image. The seating plan can be printed.

Class Seating Plan

Empty

Empty Empty

Beiering, Jeffrey Cannon, Liza Jean Crawford, Sandra Dixon, Ronald lwan | Duffett, Brian Ross Graham, Anne hiare
Scott Aon

Empty Empty Empty Empty Empty

Pnzems, Paul PArthurs, Dennis
Pndrew




5. To move students around on the grid, simply click and hold the left mouse button and drag to a new
location. The name will be highlighted in yellow. In the image below, we are moving Ivan Dixon to the
row below. The 'Empty" title will be replaced with the image and student name.

Class Seating Plan

Be-erlnu- Jelfrw Cannon, Lisa Jean melnr\d Sanu:n Dixmon. Ronald lvan | Duffett, Brian Ross | Gooding, Sheri Lee | Graham, Anne hane
Frzems, Pad Fathurs, Dennis
Povdrem

Empty | Empty | Empty = Empty

6. Always save any modification by selecting Save or Save & Go Back.

Achievement Menu

This menu provides you with a variety of tools to enter achievement data for your students.
> henu > Achieverment

> Menu > Achievement

Achievement

. l Individual Student w l Ontario Provincial Report Cards
| |
A0 ) = )
%—I Class Achievement mr‘ Standardized School-Wide Assessments
EM)CIESS Comments by Grou . l Print Report Cards
—

,'5{ Report Card Details
\“‘) My Comments
AW] Report Card Spell Checker

H?l Search for missing marks/comments
=C-

At the Achievement Menu, you can select to enter by Individual Student, Class Achievement or Class
Comments by Group. See descriptions below.

When you start entering your report card information, you should reqularly save your data. The board has
configured the website to automatically disconnect users after 30 minutes of inactivity.




Entering Achievement for an Individual Student

Using this menu you can enter marks and comments for an individual student. This screen is also the entry
point for student that are ESL/ELD or IEP. For teachers who like to compose student comments
individually, this is a good option. If marks and comments were previously entered, this option is also an
excellent way to check your entries. Select Individual Student from the Achievement Menu.

For any students who have left the school and still require a report card check the Show Deleted Students
BEFORE choosing the subject. Click on the subject and then student.

> Menu = Achievement > Individual Student (Select Class)
Individual Student
View Options /
¥|Reportable Classes Cnly [¥|Show Deleted Students
Room Class Title
205 2B3A
206 ENZ2b English (Language)
206 EN3a English (Language)
206 HS2b Social Studies
206 HS3a Social Studies
206 MAZb Mathematics
206 MA3a Mathematics
206 PP2b Healthy Active Living
206 PP3a Healthy Active Living
206 SN2b Science and Technology
206 SN3a Science and Technology

1. A new screen will appear. Select the appropriate Term under the student’'s name. If you select a wrong
term, that term’s columns will appear greyed out betause the office has locked these terms to ensure
entry into the correct reporting term. To use camments from your library you need to have Show
Comments Preview checked off.

* Menu > Achievement > Indvdual Student (Select Class) > Select Student > Student Achievements
Student Achievements 3 Print Verification Sheets '~ Print Ontario Provincial Report Card Print Report Card
Class: EN2b English (Language) | Ea Suggested Comments. /
Student: / Save & Next Show Comments Preview
Term:  Report 2 - V| Display letter grade box
Save Save & Go Back Cancel
Term: Report 2
Topics Comments
Language (1-6) Insert Context Sensitive Word: -
NA
Reading A
ESUELD IEF
Writing B
ESLELD IER I
Oral Communication C
ESLELD IEP
Media Literacy D
ESLELD IER
Preview Add to Bank Spell Check I
Quick Comment: My #'s - Insert Gomment
|
Save Save & Go Back Cancel
EN 161 % 1px 10 1023 = 850px

2. Enter the letter grade/mark beside each topic. A Letter Box will now automatically appear when selecting
a column that allows letter grades entry. The letter box only contains letters appropriate for that column.




3. Enter the comment in the default comment box. You can use Suggested Comments or Quick Entry
Comments to insert predefined comments. You can create new comments by entering the comment
directly into the comment box. Use {Name} or {Given Name} to insert the student's name and {he/she}
pronoun to insert words based on student's gender (e.g. {his/her}).

a)

If you choose to enter comments directly into the comment box you must be sure the comment box is
active (so that there is a flashing cursor). Be sure to Insert Context Sensitive Words if creating new
teacher comments (ie. {Usual Name}, {he/she}), these context words are case sensitive. Any new
comments created here can be added to My Comments bank directly from this screen by selecting
the Add to Bank button.

You will notice that the program has automatically numbered this comment using

next available number. Click on the Save button. There are two options to how to filter your
comments. You can re-number the comment in your comment bank if you use a number
schema or you can use the option to assign filters if you prefer this method.

| | Comment Number 2003

English Comment  This is a test.

Spell Check | [nsert Context Sensitive Word: -

French Comment

Insert Context Sensitive Word: -
Filter # Courses -

m

+ Topics
# Comment Type

# Grades

m

H |evels
# Departments
# Terms

* Category -

Save Close L

The suggested comment database can only import 500 comments at a time. So it is beneficial to filter
your comments. You may filter comments by Grade, Level, and Course etc.

Any comments that contain {Name}, {Given Name} or {his/her} will insert the appropriate text for each
student once saved. Note: these words are case sensitive.

For example, a comment "{Name} was a pleasure to teach. {He/She} would consistently contribute to
class discussions”. When applied to a student named James, the comment saved would read "James
was a pleasure to teach. He would consistently contribute to class discussions."




b) You can use the Suggested Comment link (top right corner) to insert predefined comments from your
My Comments.

> Menu > Achievement > Individual Student (Select Class) > Select Student = StudenWs
Student Achievements 5\ Print Verification Sheets '\ Print Ontario Provincial Report Card <% Print Report Card

Class: EN2b English (Language) R @swgested Comments

Student: - Save & Next Show Comments Preview

Term:  Report 2 - Display letter grade box
Save Save & Go Back Cancel

c) Select All Comments or Filtered Comments if filters have been previously applied. To search for
filtered comments apply filters and select Find Comments. A list of comments will appear. You can
either double click the comment you wish to use or highlight and use the Insert button to move the
comment from the suggested box to the Comment entry box.

[ suggestea commen = x |t
Comment Selection My Comments -
- — Language English -~
®
Stluuemrd'l:ummenl; x =) ancomments @ Fiter Comments
[] Knowledge and Understanding -
Commeni Selechion ]_h. Comments - [] Areas of mprovement - Grade J
— [F] This Course Onty Level 1 w
Language English [« | 1 Term Report s -
L
Topic Learning Skils and Work Habits (1-§} -
9 aN Comments '_' Filler Comments Sub Topic  HNone (Topic Onhy) =
[ ] Department Arts-Comprehensive -
[ Keyword
Slan 1 (Max 500 comments rétumed)
Last comment in list: 2002 Find Comments

_ Kaleb recognizes a few text features (eg. tablcJES
. Kaleb recognizes how some text features (eg. |||

Mo comments found Find Comments 2

3. Kaleb recognizes how most text features (eg. 1
4. Kaleb recognizes how text features (eg. table
&. With support, ~name can sometimes make inf
6. With some assistance, ~name makes inferenc
7. ~name usually makes accurate inferences usii
8. ~name independently makes inferences using -
e

Kaleb recognizes a few text features (eg. table of contents,
diagrams, glossary, index, captions) and how they can be
used to help readers understand non-fiction texts and with
teacher support applies them when reading

Number: 1 Insert Comment

d) Use the Quick Comment to enter comments numbers when numbers to be assigned are already
known. Enter number of the comment in your bank and select Insert Comment. The number will
appear in the comment area. You can enter more than one comment at a time. i.e. comment 1 insert,
comment 5 insert.

> Menu > Achievement > Individual Student (Select Class) > Select Student > Student Achievements

Student Achievements 5\ Print Verification Sheets = Print Ontario Provincial Report Card A Print Report Card

Class: EN2b English (Language) [ sungested Comments

Student: h Save & Next Show Comments Preview
Term: Report 2 - Display letter grade box

Save Save & Go Back Cancel

Term: Report 2
Topics Comments

Language (1-6) Insert Context Sensitive Word: -
O na 111 151

Reading A

[ eswew O er

Writing B

|:| ESL/ELD |:| IEF

Oral Communication cC I
[ eswew O er I
Media Literacy D
|:| ESL/ELD |:| IEF

Preview Addto Bank Spell Check I
Quick Comment: My #s - Insert Comment

Save Save & Go Back Cancel

++ 900, 274px ] 100 1023 = 850px




e) Save and the comments will now appear.

= Menu = Achievement = Individual Student (Select Class) > Select Student = Student Achievements

Student Achievements 9\ Print Verification Sheets - Print Ontario Provincial Report Card -4 Print Report Card
Class: EN2b English {Language) [ sungssted Comments
Student: - Save & Next Y| show Comments Preview
Term: Report 2 - v Display letter grade box
Save Save & Go Back Cancel

Term: Report 2

Topics Comments
Language (1-6) Insert Context Sensitive Word: A
NA Kaleb recognizes a few text features (eg. table of contents, diagrams, glossary, index, captions)
Reading A and howthey can be used to help readers understand non-fiction texts and with teacher support
=i . applies them when reading. Kaleb usually makes accurate inferences using stated and implied
o ideas from the text to demonstrate the meaning of unfamiliar words and determine the author's
Writing B |message
ESUELD IEF I
Oral Communication C
ESUELD IEF
Media Literacy D
ESUELD IEF
Preview Addto Bank Spell Check I
Quick Comment: My #'s - Insert Comment
[
Save Save & Go Back Cancel
-} 858, B3px T 10 1023 = 850px

f)  Use the Spell Check button to spell check the comment just entered.

g) If the scroll bar appears in the Comment box, the comment may be too long for the report card. Click
the Comment Preview button to see exactly how the comment will appear in the report card. The
Preview button will also translate the Quick Comment number entries into actual comments, and if you
like the comments, you may click Apply Comment to show the comment text rather than
numbers. You must still save the comment for it to be applied to Report Card. Once saved, the
comments will turn red if you have exceeded the report card comment area.

h) Clicking any of the Save options will save all the information on the page. Clicking Save & Next will
save the information for the current student and then load the page for the next student alphabetically
in the list. Similarly, Save & Previous will save and then load the page for the previous student. You
can also have the option to Save & Go Back or just to Save.

i)  To verify your Report Card entries for this student use the Print Verification Sheets link. The link is
found in the top left hand corner of the screen. The verification reports are created in PDF format.

Note: Adobe Acrobat Reader must be installed if you are planning to print reports.




Entering Class Achievement

This method allows teachers to enter marks for an entire class at once. Teachers with a comment database
prepared can assign comments as well by entering the corresponding comment number. You can only modify
comment numbers in this screen not actual text. If modifying comment numbers you must have the Use Quick
Comment Entry checked.

Select Class Achievement form the Achievement Menu. Under the topics specify which subject you want to
work on. Choose the Subject and include Show Deleted Students. This is helpful for those who have a
student who have left the school, and are still required to complete a report for them. For the Progress Report
remember to check off Show Totals. This must be selected so that users will have the ability to enter
information.

Class Achievement

View Options
¥ Reportable Classes Only [¥| Show Deleted Students [¥| Show Totals [¥] Use Quick Comment Entry

Room Class Title

1. Once you have selected your subject and topic you can enter your marks. Select the appropriate Term
and All Topics, the software should default to the current reporting term. If you select a wrong term, that
term’s columns will appear grey as the office has locked terms that do not need to be reported on. To
apply comments to the whole class make sure that the Teacher Comment #'s is chosen. Enter the
comment number in the box appearing in the comment area. You can enter the complete class at once.
Remember to save often while entering by class. By selecting the Save and go back button, it takes you
back to the main Class Achievement screen.

= Menu > Achievement > Class Achievement > Enter Class Achievement

Enter Class Achievement LA Print Verification Sheets A Print Ontario Provincial Report Card LA print Report Card
Class: EN2b English (Language) Use ArrowsEnter Keys [V Tab Vertically
Term: Report 2 ~ Topic: All Topics - ¥| Display letter grade box

Comment Options:
School Comment #'s @ Teacher Comment #'s
@ Append Replace

Save Save & Go Back Cancel

Enter Comment #'s e.g. 1,2 or 1+2

Students « Gr. w | Langua  Readin | Writin | OralC | Media = Topic | Final Language (1-6) -
2 A =] A B Kaleb recognizes a few text fe ..
2
2
2
2
2
2
2
2
2
2
2

Save Save & Go Back Cancel

+ 573, 147px ] 100 1023 = 850px

2. By default, the mark entry tabs vertically. When adding numerical marks this is appropriate. When adding
Learning Skills and Comment #'s you may wish to uncheck the Tab Vertically box. This allows you to tab
horizontally (top right corner of the screen).




Another feature has been added to allow teachers to use the keyboard arrow/enter keys rather than the
tab key. Please check the Use Arrow/Enter Keys checkbox to use this feature.

A ‘Letter Box’ will automatically appear when selecting a column that allows letter grades entry. The letter
box only contains letters appropriate for that column. Letters grades or indicators can be entered in the
“Grade”, “Interview” and “Learning Skills” columns.

For Comment Options choose Teacher Comment #’s if you have My Comments defined
(see page 19).

a) The comment may be appended (added to the end of the student's current comment) or replaced
(overwriting the student's current comment) by selecting either Append or Replace radio buttons.
The default in Maplewood ConnectEd is always Append.

b) Enter comment numbers into the Comment Box. Separate each comment number by a comma ‘,” or
a plus sign ‘+’.  Once saved, the comments will turn to text and/or turn red if you have exceeded the
report card comment area.

c) If you have entered the wrong comment you can correct it by entering the correct comment number
but make sure that the Replace button is checked off and save.

> Menu > Achievement > Class Achievement > Enter Class Achievement
Enter Class Achievement X Print Verification Sheets L% Print Ontario Provincial Report Card A print Report Card

Class: EN2b English (Language)
Term: Report 2 ~ Topic: All Topics

Use Arrow/Enter Keys v Tab Verticaly
v Display letter grade box

Comment Options:
School Comment #s @ Te
Append @ Replace

er Comment #'s o

Save Save & Go Back Cancel

Enter Comment #'s e.g. 1,2 or 1+2

Students Gr. v | Lengua Readin = Writin = OralC = Media Topic = Final Language (1-6) = B
2 1 Kaleb recognizes a few text fe .
2
2
2
2

Please save yvour work on a reqular basis. Inthe Class Achievement screen you have two options to
save your work. Use Save to save and keep the page open or use Save & Go Back to return to your
class lists.

To verify your Report Card entries for this class use the Print Verification Sheets link. The verification

reports are created in PDF format. Note: Adobe Acrobat Reader must be installed if you are planning to
rint reports. TN L [

P P __v!. Print Verification Sheets

When you save, a new pop up screen is presented saying “Processing Information, Please Wait”. Once

the page has been refreshed, the form will disappear. While this program is processing, it is important not

to touch any keys in order maintain data integrity.




Class Comments by Group

This option provides an area to change multiple student comments at once (i.e. students that may have like
achievement — Level 4 students etc.) As well, this option allows you to view and modify an individual student’s
comment. Currently, you cannot modify marks using this screen.

1. Select Class Comments by Group from the Achievement Menu. Select the terms and topics and sort
the student list if you wish by using the red arrow at top of each column. For any students who have left
the school and still require a report card check the Show Deleted Students before choosing the subject.
The following screen will appear listing the students in your class.

> Menu > Achievement > Class Comments by Group > Assign Comments .
Assign Comments A Print Verification Sheets

Class: EN2b English {Language)
Term: Report 2 ~ Topic: Language (1-6) + [ suanested Comments

Default Comment: @ Append Append on new line Replace
Insert Context Sensitive Word: - Select the term and topic and =ort the students, if needed.

Enter the comment in the comment box. Use Suggested Comments to
browse and select from predefined comments. Use Quick Comments if you
already know the comment numbers (numbers will be replaced with
comments upon saving).

m

Use {Name} or {Given Name} to insert the student’s usual or given name
and {male word/female word} to insert words based on student’s gender
(e.g. {his/her}). Note these words are case sensitive.

Addto Bank Spell Check The comment may be appended (added to the end of the student’s current
Quick Comment: My #'s - Insert Comment; comment) or replaced (overwriting the student’s current comment).

Check off the Apply column for the desired students and then click Save or
Save & Go Back (at the bottom of the class list).

Save Save & Go Back Cancel

Sluteni s & Bzt e GrEe Do e ;P& Vindicates the cummerionr:ar:zi?eed limit for report card.
B This is a test.
B This is a test.
B This is a test.
B This is a test.
(=]

]

This is a test.

SRR R R R )

This is a test.

$ 922, 437px 1 1] 994 « 850px

. —= = — T o T = m

2. Enter the comment in the default comment box. You can use Suggested Comments or Quick Entry
Comments to insert predefined comments. Or create new comments by entering the comment directly
into the comment box.

a) If you choose to enter comments directly into the comment box. The comment box must be active
(select so that there is a flashing cursor). Be sure to ‘Insert Context Sensitive Words’ if creating new
teacher comments (ie. {Usual Name}, {he/she}), these context words are case sensitive. Any new
comments created here can be added to My Comments bank directly from this screen by selecting
the Add to Bank button.

Comments

Insert Context Sensitive Word "'|
Présvisw Add o Bank Spall Check

Quick Comment: | School #5 Insert Comment




Any comments that contain {Name}, {Given Name} or {he/she} will insert the appropriate text for each
student once saved. Note: these words are case sensitive.

For example, a comment "{Name} was a pleasure to teach. {He/She} would consistently contribute to
class discussions." When applied to a student named James, the comment saved would read "James
was a pleasure to teach. He would consistently contribute to class discussions."

b) Select the Suggested Comment link (top right corner) to insert predefined comments from your ‘My
Comments’. Select All Comments or Filtered Comments. Then apply filters and select Find
Comments. A list of comments will appear. You can either double click the comment you wish to use
or highlight and use the ‘Insert’ button to move the comment from the suggested box to the Comment
entry box. The suggested comment database can only import 500 comments at a time. So it is be
beneficial to filter your comments. \

£| Suggested Comments *
Comment Selection My Comments -
Language Englsh

- — Al Comments @ Fiter Comments

Suggested Comments x Knowiedge and Understanding =

Areas of improvement ~ [Z]Grade J ~

Comment Selection My Comments (v] This Course Only Zltovel 1 ~

—— 1 @ Term Report 2

Language Engish [ v | 2] Topic Loarning Skils and Work Habks (1-6)

Sub Topic None (Topic Only)

e

9 Al Comments Fiter Comments

Stant 1 (Max S00 comments retumed)

No comments found Find Comments

c) Use the Quick comment entry to enter comment numbers when the numbers to be assigned are
already known and select Insert Comment. Only the comment number is inserted, not text.

d) The comment may be appended (added to the end of the student's current comment) or replaced
(overwriting the student's current comment) by selecting either Append or Replace. Append is
always set as the default.

To apply the comment in the Comment box, click the checkbox beside a student or multiple students in the
Apply column and then click Save or Save & Go Back to attach the comment to those students.

Placing the mouse over the comment beside each student will display the entire comment. A red
exclamation mark indicates that the comment is too long to be printed on the report card without being
truncated. If the comment is too long or if you want to edit the comment, click the clipboard icon to copy
the comment to the Default Comment box and make your changes. The red exclamation mark will
disappear when the comment is saved and is no longer too long.

! e

To verify your Report Card entries for this class use the ‘Print Verification Sheets’ link. The link is found in
the top left hand corner of the screen. The verification reports are created in PDF format.

[ rint Verification Sheets




My Comments — Add/Edit

From the Achievement Menu click My Comments. You will see a list of comments if you have entered or
imported into your bank.

1.

> Menu > Achievement > My Comments

My Comments &

Comment Filter: Search Add New |

Number English Comment French Comment Courses Topics Types Grades Levels Depts. Terms Categories
{Name} recognizes a few text features (eg. table o...
{Mame} recognizes how some text features (eg. tabl...
{Mame} recognizes how most text features (eg. tabl...
{Mame} recognizes how text features (eg. table of ...
With support, {Name} can sometimes make inferences...
With some assistance, {Name} makes inferences from.__
{Mame} usually makes accurate inferences using sta...
{Name} independently makes inferences using stated. ..
MNext Steps: {Name} needs to use success criteria p...
MNext Steps: {Name} is encouraged to continue to f...

{He/She} is encouraged to think about what matters...

|$ |_:‘.| |a_,.| |a [[=-T e I (= - T [ I P SRR | T Py
OO0O0o0OEOEEEDEEE

{He/She} is encouraged to work on summarizing the ...

Total Comments Found: 165

To add a new comment to your bank select add. If you have a comment you would like to edit select the
underlined comment number and the edit screen will appear for you to make corrections. After you are
finished select Save Changes & Go Back. This will bring you back to your list of comments.

> Menu > Achievement > Define My Comments > Add/Edit Teacher Comment

Add/Edit Teacher Comment

Comment Number 2

English Comment  {He/She) has difficulty explaining reasoning for similar and
congruent triangles. 3D shape pose difficulty

Spell Check | Insert Context Sensitive Word vl

a) When adding a new comment, enter the comment in the English Comment area. For those teachers
who teach French please use the French Comment box. The system will automatically choose a
number not in use. If you wish to enter your own comment numbers just enter the number in the
comment number field, you will be notified if the Comment Number is already in use.

b) When composing a comment, use {Name} or {Given Name} to insert the student's name and {male
word/female word} to insert words based on student's gender (e.g. {his/her}). Note: these words are
case sensitive.




Applying Filters

Under the Filter options you have different option available to filter your comments.
Courses - you will see a list of your classes (i.e. AD2 —Drama)
Topics - subject and strand; you can choose more than one per comment.

Comment Type - strength, area of improvement and next steps

Grades - 1-8

Levels - 1-4, R

Departments — Not Applicable

Terms - Progress, Report 1, Report 2, KCHK (Kindergarten Checklist) and KFIN (Kindergarten Final)
Category - Knowledge and Understanding, Thinking and Inquiry, Communication and Application

1. The Filter area is only visible after a comment is initially saved. Therefore, filters can be set up when you
edit an existing comment. If you are defining a comment for the first time, click Save, rather than Save and
Go Back to have the comment Filter screen available. If you add filters to your Comment list you will be
able to search a smaller group of comments when within the Individual Student or Class Comments by
Group areas. The different filters that can be added to your comments are listed below. Select the “+” sign
beside each type of filters to expand and define. More than one filter can be defined on an individual
comment. To select multiple choices in the course, comment type, grades, levels hold down the Ctrl key
and at the same time using your mouse, click on the values you want selected.

2. To print a copy of your comments, click on Print Comments in the top right corner of the My Comments
window. Select My Comments. Using the checkboxes, check off which fields you want included and then
click the VIEW button at the bottom right of the screen. This creates a PDF in a pop window.

> Menu > Achievement > Define My Comments > Add/Edit Teacher Comment > Menu > Achievement » Define My Comments > Add/Edit Teacher Comment
Add/Edit Teacher Comment Add/Edit Teacher Comment
Comment Number 802 Comment Number| 802
English Comment  {He/She} can usually identify and explain the specific choices {he/she} makes when English Comment (HEJ’S.hE} can usually idEn.Ufy and explain the specific choices {he/she} makes when
planning and producing {his/her} art work. planning and producing {histher} art work.
Spell Check Insert Context Sensitive Ward: - Spell Check Insert Context Sensitive Word: -
French Comment French Comment
Insert Context Sensitive Word: A Insert Context Sensitive Word: -
Filter # Courses - Filter = Topics o
# Topics ® [“]Learning Skills and Waork Habits (1-6) E
# Comment Type = [[lLanguage (1-6)
# Grades Reading
# Levels £ Writing
# Departments Oral Communication
# Terms Media Literacy
# Category - = French (1-6) <
« [ 4
Previous. Next Save Changes | | Save Changes and Go Back Cancel Previous Next Save Changes | | Save Changes and Go Back Cancel




Importing and Exporting Comments — ConnectEd/Media-x

If you are leaving a school and moving to another school in our board, comments ==&
can be exported in a text format from the old school and be imported into the new school. The export text file
must be requested prior to you leaving the original school, if you wait too long your data will be cleared. The

Export (red) and Import (green) buttons are at the top right hand corner of the main My Comments screen.

1. Toimport comments into MW, click on Achievement, My comments, Import comment. Select eTeacher or
Maplewood as your file source. Browse to where you saved the file and click Import.

a) To export comments from MW to share, click on Achievement, My Comments, Export Comments.
Save this file to your desktop or home directory. It will automatically be named
MW_Commentsl12 01 2010.txt (12_01 2010 is the date you created the file). To share with another
teacher, you will have to email them the file. They will then have to import them into ConnectEd,
making sure to choose the Maplewood option. It WILL overwrite any existing comment if you have
added any new comments to your new school comment bank. You will have to re-number your
existing comments before importing from your previous comment bank.

b) It will not transfer from school to school like eTeacher did.

> Menu > Achievement > My Comments > Import Comments

Import Comments

Please select where to import the comment list from:

(©) E-Teacher
) MediaX
@ Maplewood

Encoding: UTF-8 /ANSI -

File to Import:  C:\Users\lisaover\Des|

import Cancel

2. Exporting eWeb Comment Libraries

a) Click on Comment builder and then on the comment library you wish to export. If you have more than
one, you will have to export them separately. Select the export Library icon.

meRt gL ERO

New New Copy Paste Share Edit Print Delete Export
Foldler ~ Comment Folder  Objects Settings  Library  Library librarv

| Export library

File Download | x|

b) ATt et e Tt s e ke 7 When this screen appears select save.

D Name: library.xml
C Type: XML Document, 342 bytes
From: mxweb2.media-x.com

Open Save |[ Cancel |

While files from the Intemnet can be useful, some files can potentially
] harm your computer. |f you do not trust the source, do not open or
save this file. What's the risk?




c) Save it to the desktop of your machine, the program automatically names it, library.xml. If you are
exporting more than one library the program will number them. (e.g. Library1, Library2).

Save As 2] %]
skiao) [EISGNZN
ﬂ My Documents
4 My Computer
% bty Meatwork Places
|- 8plus_staff
[ Misashares on 10.93.0.40' (M)
File name: Ilibrary.xml j Save I
Save ag type: IXML Document j Cancel |
w7

d) Once you have exported your eWEB comments library you can now import them into ConnectEd or,
open First Class, new message and attach your comment libraries. You do not need to send this
message, just leave as is.

e) Toimport comments into MW, click on Achievement, My comments, Import comment. Select
eTeacher or Maplewood as your file source. Browse to where you saved the file and click Import.

f)  Please import your comment database into the new school prior to making any additions or
modifications to My Comments.




Report Card Details

This option enables you to indicate a student who is ESL/ELD, IEP or the NA for a subject not taught at the
time of report card. You can enter the information individually under Student Programs or by class under
Student Programs by Class. Using the Student Programs by Class is more efficient therefore the instructions
below will be based on Student Programs by Class.

1. Atthe Achievement Menu, select Report Card Details. The following schreen will load.

@-." ;{h..;,A_ ?

> Menu > Achievement > Report Card Details

Report Card Details

_pl nt Proar

—

12
'g‘ J Student Programs by Class

2. Select the class and the appropriate Term and Topic. For any students who have left the school and still
require a report card check the Show Deleted Students. For a strand that has not been taught under the
NA column, click on ALL, this will put a check in each box. Click on Save & Go Back, and continue with
other classes that need to be marked as NA.

3. Select the appropriate checkboxes to assign student programs ESL/ELD or IEP for those students. You
can select the student individually or by clicking on ALL. Save your work by selecting Save or Save & Go
Back.

Class: AD3b Drama Save Save & Go Back
Term: |Report1 v
Tapic: | The Arts (1-B) -= Drama %

Student iltons | alli s | Al Nens
Bear, Winnie F ]
Defour, Paris OJ F
Manchester, Alice [ O]
Reid, Johnny O O
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Report Card Spell Checker

This spell checks the report cards by Class or Homeroom. From the Achievement Menu select Report Card

Spell Checker. Select a class or homeroom, and term from the drop down list. Select the Spell Check Term
checkbox.

Select Homerooms/Classes

) Class © Homeroom

Spell Check Term

AD1a Dalrymple, Jennifer | Term: | Report 1 v
# of spell check
Student Checked errors
Morden ix) 1

Legend for icon’s under the Checked column

c (hecked comment, ro Checked cormimeanld
& aron. {1 Mo comment enterad. B contaire amorfs)

To modify a comment that contains errors select the error number that is underlined to make changes Select
Ignore, Replace or Add to your Comment bank.

Term: Report1  Topic: Learning Skills and Work Habits (1-6)
Class: AD1a  Teacher: Dalrymple, Jennifer
Student lMorden

Comment Preview:

IMaorden is a diligent student who works hard and
usually sees rewards forhis wark

Word not found in dictionary:

|forhis | lgnore

Change to:

| | Replace

Suggestions: Add

for his

FHA D_hia Comment Onby
Ilgnore All
Replace All

Close
[ 2)



Select close and it will take you back to the class list.

Searching for Missing Marks / Comments

Use this feature will find missing marks, learning skills, comments and comments that overrun the space
provided. Select the appropriate term and the options you wish to search for. Select the search button and a
list of student names will appear indicating the errors.

= Menu = Achievement > Search for missing marks/comments

Teacher: Hoevenaars, Kim h

Term: Reportt1 - [¥I Find Missing Grade/Mark
[¥IFind Missing Comment
[¥] Find Overrun Comment
[CIFind Marks < 50 (Grades 7.8)
[T Find Invalid Program Assignments Search Cancel

A report screen will appear. The red ‘X’ indicates that there is missing data.

= Menu > Achievement » Search for missing marks/comments
Teacher: Hoevenaars, Kim v
Term: Report1 - V] Find Missing Grade/Mark
[¥]Find Missing Comment
[VIFind Overrun Comment
[CTFind Marks < 50 (Grades 7.8)
[CIFind Invalid Pragram Assignments Search Cancel
Name Room/Class Teacher Mark Comment Overrun Comment
Black, Jacob (Jake) AM3a Hoevenaars, Kim 3 b 4
Brooks, Aiden AM3a Hoevenaars, Kim b 4
Brooks, Fallon AM3a Hoevenaars, Kim X b 4
Cullen, Jasper AM2a Hoevenaars, Kim 3¢ b 4
Defour, Paris AM3a Hoevenaars, Kim 3 b 4
Depp, John (Johnny) AM3a Hoevenaars, Kim 3 b 4
Hoevenaars, Kim ENBa Hoevenaars, Kim b 4
Manchester, Alice AM3a Hoevenaars, Kim X b 4
Potter, Harry AM3a Hoevenaars, Kim| 3 b 4
Shepherd, Amelia AM3a Hoevenaars, Kim 3 b 4
Swan-Cullen, Rene (Bell) AM3a Hoevenaars, Kim 3 b 4

The report lists the student name and class for you to review prior to printing report cards.
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Printing Report Cards

From the Achievement Menu select Ontario Provincial Report Cards. Select a class or homeroom, and

term from the drop down list. By Report Date, enter the date that the report cards go home to the students,
and choose the proper report card.

> Menu > Achievement

Ontario Provincial Report Cards

Settings Select Student [ incluge Deleted Stugents
Report Date: 02/22/2013 22l @ Homeroom O Class © Advisor Group
Page: All - 924348  Defour, Faith -
[T1 Include Decimals All| None
Report Information # Name Grade
Term: Report 1 - 1 Brooks, Aiden 2
Include Alternate Homeroom Teacher 2 Cullen, Jasper 2 ]
[T Include Rotary Teacher 3 Defour, Paris 2
[T Include median with mark of ALT 4 Depp, John (Johnny) 2 =
Report Period Ending:  g2/13/2013
View Cancel

This date is

defaulted by the

program.

If there are 2 homeroom teachers click on the Include Alternative Homeroom Teacher.

You can choose to print the report cards by homeroom or class.

> Menuy > Achievement

Ontario Provincial Report Cards

Settings Select Student Include Deleted Students
Report Date 02/22/2013 (24 ® Homeroom ©) Class © Advisor Group
Page All v 9 2A3A  Defour, Faith \
Include Decimals ‘
Report Information # Name Grade |
Term Report 1 v 1 Brooks, Aiden 2 T
7] Include Alternate Homeroom Teacher 2 Cullen, Jasper 2 ‘
Include Rotary Teacher 3 Defour, Paris 2
Include median with mark of ALT 4 Depp, John (Johnny) 2

Report Period Ending:  02/13/2013 (34

View Cancel

For any students who have left the school and still require a report card check the Include Deleted Students.
You can select individual students by placing a checkmark in the box or you can select ‘ALL’ if you want to
print the entire homeroom. Click on the view button. This will open the .pdf

At this point you can either print (click on the 2 printer icon), or save this file (Click on S save).
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Progress Reports

Under Class achievement you enter D, W, or V in the first column only. The other columns have been locked
by the office and appear greyed out.

Class: EN2a English (Language)
Term: Progress = Topic: All Topics -

Comment Options:

) School Comment #'s @ Teacher Commeant #'s
@ Append ' Replace

Students Gr. =

=]
|=
1<
E

Cullen, Jasper 2

Under Individual Students this is what you will see for the Progress Report.

Menu > Achievement > Individual Student (Select Class) > Select Student > Student Achievements

S5tudent Achievements

llass: ENZ2a English (Language) |5 suquested Comments

student: Cullen, Jasper - [T] show comments Preview

‘erm: Progress - Display letter grade box
Save Save & Go Back Cancel

‘erm: Progress

‘opics Comments

_anguage (1-6) W Insert Context Sensitive Word: -

I:‘ ESLELD I:‘ IEP I:‘ MA

Jasper is doing quite well now.

Reading
Writing Preview Addto Bank || Spell Gheck
Oral and Visual Communication . .
Quick Comment: My #'s - Insert Gomment

Media Literacy

To print the progress report card select Achievement Menu, Ontario Provincial Report Cards, set the term to
Progress Report.

Ontario Provincial Report Cards

Settings Select Student [Tinclude Delsted Students

Report Date: 05/16/2013 | © Homeroom @ Class © Advisor Group

Page: All - 9 AD2a Defour, Faith -
[T Include Decimals Alll None

Report Information # MName Grade

Term: Progress Report - 1 Cullen, Jasper 2

[T] Include Alternate Homeroom Teacher
[T Include Rotary Teacher
Report Period Ending:  1g/29/2012 [

View Cancel

24

——
| —



For any students who have left the school and still require a report card check the ‘Include Deleted Students’.
You can select individual students by placing a checkmark in the box or you can select ‘ALL’ if you want to
print the entire homeroom. Click on the view button. This will open the .pdf. At this point you can either print
(click on the printer icon), or save this file (click save).

Standardized School-Wide Assessments

At the Main Menu select Achievement and then Standardized School-Wide Assessments.

> Menu > Achievement

Achievement

\ l Indmvidual Student $ l Ontario Provincial Report Cards
— —
@ Class Achievement é 45 Standardized School-Wide Assessments
v Y b
é})C\ass Comments by Grou Print Report Cards
p—

ks
LQL Report Card Details

—
. My Comments

ALVCl Report Card Spell Checker

Aﬁ? o
“-'1 Search for missing marks/comments
=

In the next screen you will see have access to Standardized Assessments.

> Menu > Achievement > Standardized School-Wide Assessments Results

Standardized School-Wide Assessments Results

Filter By

© Class

@ Homeroom

0 Advisor Group

Homeroom: 205 2B3A -
Select Assessment By

Assessment Name:  Grade 3 EQAO -
Assessment Period:  2012-2013 -

OK

Filter by Homeroom and then select the Assessment Name and Period you wish to enter from the dropdown
menu. Click OK. Enter the results and be sure to save regularly. Once your data entry is complete select
Save or Save and Go Back.

= Minu > Achiswement > Standardized Schoal-YWide Assessments Results > Edit Standardeed School-Wide Assessments Results

Edit Standardized School-Wide Assessments Results

Class: MA3a Tads Vierticaly
Assassmant Name: Grads 3 EQAD Assassmant Period; 2012.2013 Assassmant Version; 2
Student Kath Reading Writing
Gr 3 Math Gr 3 Reading  Gr 3 Writing
1 2 3
3 2 1

Save Save & GO HBack Cancel




Appendix 1

Course Codes

EN — Language

MA — Mathematics

PA-Physical Education

PP-Healthy Active Living

SN-Science and Technology

HS — Social Studies (grades 1 to 6 only)
FS — Core French (grades 4 to 8 only)
FI — French Immersion (all grades)
CG — Geography (grades 7 & 8 only)
CH — History (grades 7 & 8 only)

AD- Drama

AM- Music

AT-Dance

AV- Visual Arts

——
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