Creating Assignments

60 minutes

Description

Creating and entering scores for assignments, and then sharing them with students and their
families online, is an easy way to keep everyone invested in your classroom informed about
expectations and progress.

In Aspen IMS, create assignment categories to organize the assignments you create, share
them online, and enter scores for students and parents to view in the Student and Family portals.
Also, you can copy assignments you use repeatedly, and import assignments from another
class or school year.

Use your Planner's calendar to help plan for days, weeks, or months of assignments.

Upon completion of this lesson, you will create assignment categories and assignments.

Prerequisites

Make sure you have completed the following lesson plans:

o Finding Your Way Around Aspen

e Getting Started with Aspen IMS

e Setting Up Your Aspen IMS Gradebook
e Using Digital Content in Your Classroom

Participant Objectives

o Create assignment categories.

o Create assignments on the Assignments side-tab, Planner, and Scores page.
o Create ungraded assignments.

e Use your Planner to plan and create assignments by day, week, or month.

o Share assignments and their scores with students and parents in the portal.

¢ Attach resources to assignments.

o Copy assignments.

¢ Import assignments from another class or previous year.

e Use Aspen IMS Mobile to view assignments on your Planner.



Activities

o Answer questions in the Plan section to determine the assignment categories you need to create
and how you will create assignments.

o Create assignment categories for a class, and any classes linked to it.
o Create an assignment on the Assignments side-tab.

¢ Create an assignment on the Scores page.

¢ Determine your Planner settings.

o Create an assignment on the Planner, and add resources to it.

o Create an ungraded assignment on the Planner.

o Copy an assignment.

¢ Import assignments from another class or year.

o Use Aspen IMS Mobile to view assignments on your Planner.

Resources

For more information on this lesson and to complete the Plan and Apply sections, refer to the resources
listed below. These are available in Aspen from the Help menu, Videos. You can also access online
Help from the Help menu.

Quick Reference Guides:

o Assignment Categories
o Assignments
e Using Your Planner for Assignments
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Plan

Use the space provided to record your answers to the following questions.

1. How do you organize the assignments you give in your classes for grading purposes? For example,
do you have test, quiz, homework, and project grades? List your assignment categories by class
here:

2. Do you weight individual assignments in a certain category more than others? For example, does a
unit test have more weight than a chapter test? List those instances here:

3. Do you ever offer extra credit points for an assignment? If so, what is your policy?

4. Do you ever offer assignments that are entirely extra credit? If yes, write an example here:

5. Do you give assignments that happen every week? For example, do you administer a spelling quiz
worth 10 points every Friday?
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6. Do you often make copies of handouts to give students for homework? Would it be possible for you
to provide these to students online instead?

7. How do students in your class know what their homework assignment is each night?

8. How do you currently share student grades with students and their parents? Do you want students
and parents to see grades or scores as soon as you enter them, and see how it affects their term
grades?

9. Doyou use similar assignments each year?
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Apply

Now that you've taken an in-depth look at organizing and creating assignments, complete the
following in the order listed:

|:| Create an assignment category.

|:| Create an assignment on the Assignments side-tab that students can view in the portal.
|:| Create an assignment on the Scores page.

[[] Define your Planner settings.

|:| Create an assignment on your Planner that is due next week, and attach a weblink as a
resource.

|:| Create an ungraded assignment, such as reading a chapter or article, on your Planner for
tonight's homework.

[] Copy an assignment.
|:| Import an assignment from another class.

D Using your phone or tablet, view assignments on your Planner in Aspen IMS Mobile.
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Assess

Staff Name: Date:

Creating Assignments

Use the following table to confirm that you successfully completed each task, and to make
any notes:

Do this in Aspen...

Create an assignment category.

Create an assignment on the Assignments side-tab.

Create an assignment on the Scores page.

Define my Planner settings.

Create an assignment on my Planner.

Attach resources, including files and weblinks, to an assignment.

Create an ungraded assignment.

Copy an assignment.

Import assignments.

Use Aspen IMS Mobile to view assignments on my Planner.

Notes:
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Follett Aspen- Assignment Categories

: o Quick Reference Guide
nstructional Management System

Create Assignment Categories in the Gradebook

Define the types of assignments you give in all of your classes by creating categories. For example, you
might assign homework, quizzes, tests, term papers, and a presentation. Define a category for each one.

To define a category:

Log on.

Click the Classes tab.

Select a class to create categories for.
Click the Categories side-tab.

o s~ DN~

On the Options menu, click Add. The New Category page appears:

Pages ' Classes Planner Quest Student Tools
Options Repors Help

[Class List :: 2012-2013-011-01-English 9 C :: New Category

Code* W

Desaription * Homewerk

Assignment Defaults

Grade Soale > Hame Q

Entry mode Botn -

Total points *

Extra cradit points

Scare cannot be drapped

Visibility type. Public ~

Alse add this category to linked classes

5. Type acode and a description for the category.

6. If you set your gradebook preferences to calculate term averages by weight, type a Weight if you want
the system to weight any grades you enter for an assignment in this category. For example, if you
create the assignment type Homework, and homework is 15% of the students’ final grade, type 15.
Then, when you enter a grade for a homework assignment, the system automatically weights that
grade 15% towards the current grade for the term. This field does not appear if you calculate term
grades using total points.
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Quick Reference Guide

7. Inthe Assignment Defaults box, you can determine the default values for any assignment you create
for this category. This can save you time when creating assignments:

At the Grade Scale Name field, click Q to select the grade scale you want to use when entering
grades for assignments in this category. For example, you might enter a 1,2, or 3 for a homework
assignment. Therefore, you would create a grade scale named Homework with the grades 1,2, and
3 and their point values. Then, you would select that grade scale at this field.

At the Entry mode drop-down, select Both, Numeric Only, or Letter Only to determine the grade
values you can enter for any assignments in this category.

Type the Total (maximum) points.
Type any Extra credit points a student can earn for an assignment.

Select the Score cannot be dropped checkbox if you do not want the system to drop any lowest
scores from this category.

Select a Visibility type for this assignment category. Private: Assignments do not appear in the
Student or Family portals; Public: Assignments and grades appear in portals; Public— no grades:
Assignments appear in portals but without grades.

8. If youlinked this section to any other sections on the Class Details page, select the Also add this
category to linked sections checkbox.

9. Click Save.

10. Repeat steps 4-9 to create all the categories you use in your classes. Then, you can create
assignments to add actual assignments of this type to your gradebook.

Q Follett
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Creating Assighments in the Gradebook

You can create two types of assignments:

o Graded assignments. Graded assignments appear on the Scores page for you to enter information.
They also appear in the Student and Family portals. Graded assignments might be tests, quizzes,
homework, papers, etc.

o Ungraded assignments. Ungraded assignments do not appear on the Scores page. They do have due
dates, and appear in the Student and Family portals. Ungraded assignments might include reading or
other activities you want students to be aware of on their ‘to do’ lists, but they will not earn a grade or
score for.

While working with assignments, use the filters available to view and work with only the assignments you

want.

After you receive online or hard copy assignments for students, you can enter scores.

You can create assignments on the Classes tab, or from the Planner tab.

Create Assignments

Create assignments in the gradebook to track student scores for particular tasks. When you enter scores
for assignments on the Scores page, the system updates students’ term averages.

If your school uses the Student and Family portals, assignments can be viewed by students and family
members. You can also determine that students can upload completed assignments using the Student
portal. These completed assignments are then available in your gradebook.

When you create an assignment, you can create a recurring schedule for it. You can determine that an
assignment recurs on specific days, weekly, or monthly. For example, if you create the assignment
Spelling Quiz, and create a recurring schedule for every Friday for a term, the system creates an
assignment named Quiz for each Friday, with a sequential number attached (Quiz — 1, Quiz — 2, Quiz - 3,
etc.).

You can copy assignments to quickly create duplicates, and you can import assignments from another of
your class sections or from previous years.

Also, you can click Add on the Scores page to add an assignment for a class.
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To create assignments:

1. Log on to the Staff view.
2. Do one of the following:

o Click the Classes tab. Click the Assignments side-tab. On the Options menu, click Add
Assignment.

¢ Click the Planner tab. On the calendar, find and click in the date you want to assign the assignment.
Select the type of assignment you want to create.

e Click the Scores side-tab. In the last column header on your scores grid, click Add.

The New Assignment page appears:

Pages .Ciass.es. Planner  Quest Student Tools

Options Reports Help

[Class List :: 2011-2012-SCI31304-002-Chemistry :: New Assignment

" Default Template
Details i

Roster Portal Description  Standards

Contacts
Seating Chart Qe B
Groups ch2az 0
Curriculum Chapter 2 Quiz il
Map B
et Date assigned 0102012 ] Public 5
S| s
e oate e 81012012 = Both -
Categories Total points* 1000 Standard A Q
I Weight 10 Q
@ © (5] (5]

— online submission Reourring Optr ® None © Daily © Weekly © Monthly
— Open date =
Attendance . ]

Also add this fo linked cl N

13-
Resources Provided by the Teacher
Add Add
H Fie & Webiink

3. Use the following table to enter information in the fields:
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Field Description

Category Click Q to select the category for this assignment. If you defined default values
for assignments in this category, those values appear in the appropriate fields.

Type the name or code for the assignment that appears in the column header on
the Scores page.

GB Column

Name

Note: Type a short code with no spaces.

Assignment

Name Type a detailed name for the assignment.

Type or click Q to select the date you created the assignment.

Date assigned Note: You can move assignment dates forward or backward for a course
section. This is helpful if a day of school is canceled because of weather, or
a last-minute assembly is scheduled for an upcoming school day.

Date due Type or click Q to select the date the assignment is due.

This field appears only if you calculate averages by total points. Type the number
of possible points a student can earn.

Total points
You determine how you calculate averages when you set your gradebook
preferences.

This field appears only if you calculate averages using category and assignment

weights. Type a number if you want to weight this individual assignment in relation

to other assignments in this category. For example, you might weight a difficult
Weight homework assignment more than an easy reading homework assignment.

You determine how you calculate averages when you set your gradebook
preferences.

If you want students to be able to submit files for this assignment online using the
Student portal, type the dates to set the Open and Close Dates for the online
submission.

A |
Online

submission Note: You must set up your gradebook and class Pages to receive
assignments from students online.

You receive these files on the Scores page.

Options

Extra credit Select this checkbox to treat this entire assignment as extra credit.
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Field Description

Note: If you select this checkbox, donot enter a value in the Extra credit
points field below. Do only one of the following:

o Select the Extra Credit checkbox to treat the entire assignment as
extra credit; or

« Entera value in the Extra credit points field to allow students to
earn extra points, in addition to their earned points, for this
assignment.

Enter the number of extra credit points a student can earn for this assignment. A
student can earn these points only; students are not penalized for extra credit
points.

Note: If you enter a value in this field, donot select the Extra Credit
Extra credit checkbox above. Do only one of the following:

points

o Select the Extra Credit checkbox to treat the entire assignment as
extra credit; or

« Entera value in the Extra credit points field to allow students to
earn extra points, in addition to their earned points, for this
assignment.

If you select to order your gradebook column headers on the Scores page by
Sequence number Sequence number in your user preferences, type the number that determines the
order in which this gradebook column appears.

Score not Select this checkbox if you drop scores for this course section, and you do not
droppable want the system to drop this score if it meets the requirements you set.

Select one of the following to determine if you want students and parents to be
able to view this assignment in the Student and Family portals:

e Public: The assignment appears in the portals.

o Private: The assignment does not appear in the portals.

o Public - no grades: The assignment appears in the portals, but no scores
or grades you enter for the assignment appear.

Visibility Type

Click this drop-down to select Both, Numeric Only, or Letter Only to

Entry mode
y determine the grade values you can enter for this assignment.

The grade scale you associate with the category you select at the Category

Code field appears. If you want to use a different grade scale for this assignment,
Grade Scale
begin typing the value and select the one you want, or click Q to select from a

pick list.
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Field Description

The system enters the grade term based on the date you enter at the Date due

Grade T
rade ferm field. You can change this value.

This field appears only if you calculate averages by category weight or category
and assignment weights. Enter the maximum number of points a student can earn
for this assignment.

Max points

You determine how you calculate averages when you set your gradebook
preferences.

If you want to create a recurring schedule for this assignment, select one of the
following options:

o Click Daily to define a daily schedule. A dialog box appears. Define the start
and end dates of the recurring schedule. In the Frequency field, type the
number that determines how often the assignment recurs on schedule days.
For example, if the assignment recurs every other day the class meets, type
2in the Frequency field. Click OK.

o Click Weekly to define a weekly schedule. A dialog box appears. Define the
start and end dates of the recurring schedule. Type a value in the Recur
every {how many} weeks field. Then, click the day of the week the

. assignment recurs on.
Recurring

options o Click Monthly to define a monthly schedule. A dialog box appears. Define
the start and end dates of the recurring schedule. In the Frequency fields,
type the number day of the every {number} of months to recur the
assignment. Click OK.

Note: If this section is linked to other classes, you can also recur this
assignment for the linked classes. To recur this assignment, you must
define the schedule before you click Save for a new assignment.
Subsequent edits you make to any assignment or recurring schedule for the
assignment apply to the class you are working in only; the system does not
copy edits to assignments to other linked classes.
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Field Description

Also add this Select this checkbox if you linked other sections to this section on the Class
assignment to Details page, and you want to copy and automatically create this assignment for
linked classes all linked sections.

Click Add File or Add Weblink to attach a file or weblink to this assignment.

Note: If your district uses Aspen IMS, you can also click Create Online
Quiz or Select Google Doc.

Resources

Provided by the

When you attach a file or weblink to an assignment, Aspen automatically adds the
Teacher

file to your Uploads folder in My Resources.

Note: For students to see this information in the Student portal, be sure to
enter online submission dates.

4. If the assignment is available in the Student and Family portals, click the Portal Description sub-tab
to enter that information. The description can contain weblinks, tables,and all of the features of an
Aspen text editor.

5. If you or your district have defined reporting standards for this class, you can align this assignment to
reporting standards.

6. Click Save. You can now enter grades or scores for the assignment on the Scores side-tab.

Create Ungraded Assignments

Create ungraded assignments to alert students of assignments they are responsible for but will not earn a
score or grade for. For example, you might want to assign reading for homework. You want this
assignment to appear in students' To Do widget in the Student portal, but you will not enter a score for the
assignment:

“ My Info  Academics Groups = Calendar Quest

& Assignment - Microsoft Internet Explorer provided by EIT - Bringing IT Together

e Gancel Defeult Template -
Schools
B4

- Attention Chemistry Lab Groups: Category > Description

For the "Copper to Gold" experiment, each group must have 10 Date assigned * 7122012 ]

Date dua w2202 =
1 Read Chapter 1. Be prepared to wite 3 jouml entry based on fhe information in the chapter Upen entering class tomonaw. The prompt will be provided
Description
on the whitebosra
Fl7odey [ omormow
Today: Monday, July 2
Course Assignment Ceneel
| ) Parent Appreciston Ngntdooe
7T Professionsl Development pdf

Category

You can copy assignments to quickly create duplicates, and you can import assignments from another of
your class sections or from previous years.
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To create an ungraded assignment:

Log on to the Staff view.
2. Do one of the following:

o Click the Classes tab. Select the section you want to add the assignment to, and click the

Assignments side-tab. A list of assignments already created for this section appears. On the
Options menu, click Add Ungraded Assignment.

¢ Click the Planner tab. Click the date you want to assign the assignment. A menu appears. Select
Add Ungraded Assignment.

The New Assignment page appears:

Pages Classes = Planner Quest Student
Options Reports

Tools

Help Aty Resourcas B
Medis Production Linked Classes v Date assigned - Bz12012 ]
Chapter 10 Resding - 8212012 =

ey o Q Gradeterms | @4 Q
[ -
OEeEE & = = £ 2= Hsorce &
Arial - 12 = MNormal - =" AT B I U Xx & =
Read Chapter 10. Arrive to class prepared to write a thoughtful journal entry in response to the prompt that will be waiting for you on the whiteboard upon your arrival ta class tomorrow.
Descriptio
body p i
Resources Provided by the Teacher
[)aserie | 6 asswenine &

3. Enterinformation in the following fields:
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Field Description

Classes The classes this assignment is created for appear here after you click Save.
Assignment Name Type a name for the assignment. This name appears in the To Do widget.
Category Select the assignment category.

Type or click E to select the date you created the assignment.

Note: You can move assignment dates forward or backward for a
course section. This is helpful if a day of school is canceled because of
weather, or a last-minute assembly is scheduled for an upcoming school

Date assigned

day.
Date due Type or click EEE to select the date the assignment is due.
Grade Term Select the grade term.

Select one of the following to determine if you want students and parents to
be able to view this assignment in the Student and Family portals:

e Public: The assignment appears in the portals.

Visibility Type
o Private: The assignment does not appear in the portals.
e Public - no grades: The assignment appears in the portals, but no
scores or grades you enter for the assignment appear.
Description Use the text editor to type a description of the assignment. The description

can include links to the web, and any other feature available in the text editor.

Click Add File or Add Weblink to attach a file or weblink to this assignment.

Note: If your district uses Aspen IMS, you can also click Create Online
Quiz or Select Google Doc.

Resources Provided
by the Teacher When you attach a file or weblink to an assignment, Aspen automatically

adds the file to your Uploads folder in My Resources.

Note: For students to see these resources in the Student portal, be sure
to enter online submission dates.

4. Select the Also add this assignment to linked classes checkbox if you want to add this assignment
to any classes linked to the class you are currently adding the assignment to.

5. Click Save.
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Copy Assignments for a Class

After you create an assignment for a class in your gradebook, you can copy that assignment to quickly
make a duplicate for that class. For example, assume you are assigning five identical homework
assignments for the week (Worksheets 1-5). You can create the homework assignment for Worksheet 1,
and simply copy it four times to save yourself the time it takes to define the assignment and its point
information.

To copy assignments for a class:

Log on to the Staff view.

Click the Classes tab.

Click the Assignment side-tab.

Select the checkbox(es) next to the assignment(s) you want to copy.

On the Options menu, click Copy Assignments. The system asks you to confirm the number of
assignments you want to copy. Click OK. The system copies the assignments.

Select the checkbox next to an assignment, and click Details on the Assignments side-tab.

Edit information specific for this assignment. For example, you might want to change the name from
Worksheet 1 to Worksheet 2.

Click Save.
Continue to make any changes you need for each copied assignment.

Import Assignments from Another Class or Year

You can import assignments into your class sections from one of your current sections or from a previous
year in your gradebook.

To import assignments:

Log on to the Staff view.

Click the Classes tab.

Click the Assignment side-tab.

On the Options menu, click Import Assignments. The Import Assignments dialog box appears.

At the Import from field, click Q to select the section you want to copy assignments from. A list of
your course sections sorted by year appears.

. Select the course section you want to copy assignments from, and click OK.

Select one of the following to indicate which assignments you want to copy:

o Selected: to select specific assignments from the section. The Assignment pick list appears in
descending order. Select the checkbox next to each assignment you want to copy, and click OK.

Aspen is marketed by X2 Development Corporation, a wholly owned subsidiary of Follett Software Company.
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o Category: to select entire categories of assignments to copy from the section. The Category pick
list appears in descending order. Select the checkbox next to each category of assignments you
want to import, and click OK.

¢ All Assignments: to copy all assignments from the section.

8. Click OK.

Using Your Aspen IMS Mobile to View Your Planner

Itis Sunday night, and you are in line at the grocery store. You have that sudden feeling that you forgot to
create all of the assignments you meant to provide for students to access this week in school.

No problem. While you are waiting, access your Aspen IMS Mobile for teachers on your phone to refer to
your Planner for the week.

1. Log onto Aspen IMS Mobile.

]  CALENDAR
2. Tap . Your Planner automatically displays any assignments you

created for all of your classes.
3. Tolimit the classes you see, tap All Classes. A list of your classes appears. Tap a specific class
name to view assignments for that class only.
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& Chemistry
Month Week Day
Sections
G
November
« October 2013 Decembe

27T 28 29 30 3 1 2

7 11 12 13 14 15 16

17 18 19 ﬂ 21 22 23

24 25 26 27 28 29 30
M Lab Reports 1

H States of Matter

To remove the checkmark and information for those sections from appearing, tap the checkboxes:
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Follett Aspen

ictional Management S

NSl

X
Choose Which
Sections to
Show

W Chemistry - Blue
M Chemistry - Purple

W Chemistry - Green

On a phone, assignments appear at the bottom of the calendar. On a tablet, up to three assignments
appear within the date on the calendar:

8- Chemistry
| Sections
Month - Week ‘ Day 2 ehosen
« Prev Week Week of Nov 17 — 23 Next Week »
Sun, Nov 17 Mon, Nov 18 Tue, Nov 19 Wed, Nov 20 Thu, Nov 21 Fri, Nov 22 Sat, Nov 23
o
(=T

4. Toview details or attachments, tap an assignment name.
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Using the Planner

The Planner tab Aspen IMS is an online teacher plan book. On this page, you can create, view, and edit

assignments for your sections, as well as manage personal appointments:

Pages Classes Planner  Quest Student  Toels
Options Reports Help

Torm
INT11302 Advisory (High ous. - i
10 May 13 - May 19

Seh

Mon May 14[Tue May 15]Wed May 16[Thu May 17]Fri May 1

ficotas Cremsny Copy: Read Chemistry Lab Temperature Lab Kiten Test onMols - Comresions Pre-Lab 19 - Titration of Unknown Concentr
[scistsoson Gaod luck anthe 4 queston quiz! tudy your notes and the textbook (chapter 17).
5C131304.001 Cremistry | | | scmtsoro02 Ghemisty @/ | || scisrsoror chamsty 5% ol ep— 5131304001 Ghemistry

cmmum Cory: Read Chemistry Lab. 7] | [ Copy- Read Chemistry Lab & | [itohen Quiz
Good luckc on the 4 question quiz!

Copy Pre-Lab 15 - Titration of Unkriown ﬂ‘
5C131304-001 Chemiatry | | [cEmcsoransing 2% || | sciz1304-002 Chemisiny 7% SCI31304.001 Chemistry

The Efects f Caftene on Typing Speed ﬁ‘

Copy: Test 1 on Moles - Com
St your ot and the terbouk (chapter 17).
0131504001 Eramisty

5C136303 Hanors . " 7
it ‘Copy: Read Chemistry Lab. &

Changes
e || | SCr3130+-002 Cramisty

Linked Sections
E—

Kitehen Quiz The periodic tatls we use todsy s bssad on the
Good luck on the 4 question quiz! SCI31304-002 Chemistry =
SC137304-003 C

=

'SCI31304-002 Chemistry

'SCI31304-001 Chemistry a4

cm

'SCI31304-002 Chemisiry Y

If your district or department has created curriculum maps for your classes, you can also view the
curriculum maps.

Your Planner contains three views:

o Curriculum View: See which map topics (units) and lesson plans to cover each day, according to the

curriculum map defined for this course.
« Event View: Create and view your assignments and personal appointments.

o Lesson View: Create and view lesson plan notes and resources you create for lessons outside of a

district curriculum map.

Before you use your Planner:

¢ Define your Planner settings, which include the colors you want to use to identify your classes.

« Determine the information that displays on the Planner, such as which classes and which dates.

Define Your Planner Settings

Define your Planner settings to determine how your classes appear on your Planner.

To define your Planner settings:

1. Click the Planner tab.
2. Onthe Options menu, click Planner Settings. The Settings page appears:
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Settings

B

Show weekends

Activate Reminders

Calendars

Name

[a]

lor__(Options
My Evenis

Fallett Schoals

Crow Paint High Sehoal

DUTY-040 Duty

igh Sehecl)
[PREP-021 PREF

SC131304-001 Chemistry
SC131204-002 Chemistry

SC121304-003 Chemistry

SC121304-00¢ Chamistry

SC128303-001 Honors Chemistry

RO

| ssve || camcel |

* Please note that changes to the Planner settings will affect the appearance of the Teacher Classes widget.

3. Use the following table to define your Planner settings:

Field Description

Show Weekends Select this checkbox if you want to see Saturdays and Sundays on your planner.

Select this checkbox if you want to display a single line reminder for each date
within the date range of an assignment (date assigned through date due). The
reminder line is a lighter color on the days the assignmentis not due, and darker
for the date the assignment is due.

For example, if the date due is three days after the date assigned, a reminder line
appears on the calendar for all three days.
Activate
Reminders I ———————M——————————i———————
Note: If you select this checkbox and you view information for all of your
sections on your Planner, your Planner could contain many assignment

reminder lines for each date.

This function is primarily intended for students to remind them that they are
supposed to be working on something.

Determine the highlighter colors that represent your sections and appointments
on your Planner.

In the Color column, click the color box next to the item. The Color Chooser
appears. Click a color, and click OK.

Color Within each class section, you can click All Categories to open the Category
pick list. Select only the assignment categories you want to appear in the color
you selected for the class.

Note: The colors for appointments is set by the My Events color.

Aspen is marketed by X2 Development Corporation, a wholly owned subsidiary of Follett Software Company.

0 FO | Iett 888.244.1366 781.903.1000 www. FollettSoftware.com/Aspen © 2014 Follett Software 2
Company.



Follett As

pen

nstructional Management Syst

(21T

Using Your Planner for Assignments

Quick Reference Guide

1.

4. Click Save.

Determine the Calendar View on Your Planner

When using your Planner, click the tabs at the top of the page to change the timeframe to view:

£

I

SC131304-002 Chemistry

Curriculum Map B
Q1 =] D Week
INT11302 Advisery (High May 13 - May 19
School)
INT11302-008 -
Mon May 14| Tue May 15|Wed May 16|Thu May 17 |Fri May 18
S5CI131304 Chemistry Copy: Read Chemistry Lab Temperature Lab Kitchen Quiz Test 1 on Moles - Conversions Pra-Lab 19 - Titration of Un)
SCI3304-001 Good luck on the 4 quastion quiz! Study your notes and the texibook
SCI31304-001 Ghamistry % @ | | | SOI91304-002 Chemisty [} | | | SOI31204-001 Chemistry % (| | [ S6121304-001 Ghemisiy 5C131304-001 Chemistry ©
SCI31304-002 7] Test1 on Mol Copy: Pre-Lab 19 - Titration of
: n - o £ | | Copy: Test1 on Moles - 3 - Titra
'SCI31304.003 CorviReariChenistyilat & || copr:RasdCrumisytas & A s B ||y srroue e * ﬂ ’ ﬂ
X on the 4 question g i is
SOSN8 | | sciataoso0t chemistry % (| | | SOR1304003Chemisty % © | | | 56131304002 Chemistry | | [25E1304-001 Cremisty. SESE R e
. 7 - | | Periodic Table - Atomic Weights The Effects of Caffeine on Typin
SCI36303 Honors Copy: Read Chemistry Lab o — Kitchen Quiz. &5 The periodic table we use today is
Chemistry Changes. Good luck on the 4 question quiz! 5CI21304-002 Chemisty B | | 5c7a1304-002 Chemistry @
'SCi31304-002 Chemistry % & o SCI31304-003 Chemisiry Oy &
SCienson | ]
% cm 2
. S
Chemistry £ SCI31304-001 Chemistry (=1

Click one of the following:

« Day to view assignments and appointments for one day
o Week to view assignments and appointments for one week
« Month to view assignments and appointments for one month

To determine which dates you view information for:

On either side of the date(s) you are viewing, buttons to move between dates appear:

Q Follett
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Pages Classes Planner Quest Student Tools

Options. Reports Help AMy Resources B
Tem | o
i e May, 2012 —— Bt 5]
School)
INT11302.008
Thu Fri
 5C151304 Chemistry 30 3 4
oo Em——— e o [ o= [T |
(5Ciz1304-002 | |[Fe=t 1 on Moles - Conversions [Read Pages 10-15
SCI31304-003 [Baity Homework -1 | [Read Page= 1015
b ] ~ -
7 8 9 10 1
SCI36303 Honors [Dsily Participation - 2 | [paily Participation -3 | [Or=n Response Example J|[Homewark 7 J|[paily Homewark -4
Chemistry [paily Participation - 4 |
SCI6303001 |
Linked Sections
CEIT— = = e -
! ' [Capy: Read Chemistry Lab [Temperature Lab | Mchen Quiz ‘ |:[esk 1 on Moles - Conversions ‘ [Pre-m 19 - Titration of Unknown
|'Cnpy: Read Chemistry Lab [Copy: Read Chemistry Lab | [Kitchen Quiz ||[Copy: Test 1 on Moles - Conversions | |[Copy: Pre-Lab 19 - Titration of
[Balancing Equations p251 ||Nin=hmtauiz ‘ |Fwimi|: Table - Atomic Weights. ‘ |Tr- Effects of Caffeine on Typing
- - - - -
22 23 24 25
| [Daily Participation - & | [Baily Partisipation -7 J|[EhemistryTest 54 J|[wednesdaymaysixteen test -2
[paily Partisipation -8 ||[ednesdaymaysixteen test -2
[wednesdaymaysixteen test -2
=
29 30 M 1
|aap|er 10 Question - 1 | [ChemistryTest 514 | [ChemistryTest 514 ||[Fest 1 on Moles - Conversions J|[wednesdaymaysixteen test -3
[ChemistryTest 5114 ] [wednesdaymaysixteen test -3

2. Do the following to move between dates:

o Click Next to view the day, week, or month after the one you are currently viewing.
¢ Click This Week to view the current week.

Use the Event View on Your Planner for Assignments

Use the Event View on your Planner to plan and create assignments by day, week, or month:

Pages Classes Planner  Quest Student  Tools
Options. Reports Help <y Rosources B

May 13 - May 19

o

o Click Previous to view the day, week, or month previous to the one you are currently viewing.

Mon May 14[Tue May 15]Wed May 16[Thu May 17]Fri \!
Copy: Read Chemistry Lab Temperature Lab Kitchen Quiz Test 1 on Moles - Conversions. Pre-Lab 19 - Titration of Unkn:
i O e Stucy your notes and th textoook (cnsster 17).
SCI31304-607 Chemistry % © || | 56121304002 Chemisiy B4 | | | sc13r304-001 Chemiztny %, © | | | S6131304-001 Ghemistry SCIZ1304-001 Chemisty

- Copy: Test i« Gopy: Pre-Lab 18 - Titration of Unknown
" Copy: Read Chemistry Lab
Copy: Read Chemistry Lab opr: £ wEmare ‘Stucy your notas and the textbook (chapter 17}
CILDOT =G SG151304-001 Ghermistry 50131304-001 Ghemi
SCI21304-001 Chemisty % @ || | 51302003 Chemisty % €| || screra0s-002 Chemisty % € i
] Periodic ic Weights, The Effeots of Caffeine on Typing Speed
SCI36303 Honors ; B | ['citchen quiz The periodic table we use today s based on the
Chemistry G ) e e e e SC131304-002 Cremistry SC121204.002 Chemistry
SISO 2l SC131304.008 Chemisty S

Kitehen Quiz
Linked Sections g i cm Good luck on the 4 quesion auiz!
2 SCI31304-004 Chamistry

SCr21304-001 Chemistry =%

You can create the following:

e assignments
e appointments

Open My Resources to drag and drop resources to assignments.

The following icons appear for assignments on the Day and Week tabs:
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Icon | Description

= The Envelope icon indicates that this assignment has information you can
download and review.

The Chain Link icon indicates that this assignment applies to other linked
sections.

The Attachments icon indicates that the assignment has an attachment.

The assignment is private; it does not appear in the Student and Family portals.

The assignmentis public, and its grades and details appear in the portals.

@& @ [E

The assignment details are public, but the grades do not appear in the portal

Create and Add an Assignment on Your Planner

You can create and add assignments for your classes directly on your planner. You can add the following:

¢ Assignments
o Ungraded Assignments
¢ Appointments

There are two ways to add graded and ungraded assignments:

1. Click on the date you want to assign the assignment or create the appointment for in your calendar. A

Optio SRR « vy Reso B
erm: [E1] [=] Da Month
AT oo March, 2012 Eevien [
INT11302.-008
Mon Tue Wed Thu I Fri
SCI31304 Chemisiry 2 28 20 0 2
SCI31304-.001 [E25 Guiz ~Tonic Bonds
SCI31304-002 [ER25 Guiz Tonis Bonds —
SCI31304-003 [En25 Quiz - lonic Bance
(SCI31304-004
5 6 7 B 9
SCI36303 Honors
hemistry T
e —)

+ Add Ungraded Assignment

= & » Add Appointment 5

[Outine chapters | azasss ] [r2s auiz -tonie Bonds ]
[Dutiine Chapters ] [aaazz333 ]

Chemistry

[Dutline Chapters | [paazz333 ]
19 20 2 22 2
[Firation Caioutations i
[Titration Caloulations #
% 27 Fo 29 30
[Eatancing Equations 1 7 [Eaiancing Equations 521 7

Select the type of assignment or appointment you want to create for that date. The corresponding
page appears.
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Classes *
Category *

‘GB Column Name *
Assignment Hame *
Date assigned
Date due *

Total points *
Online submission
Open date

Close date

Options Reports

130-01 [selected)

T

ff

Q

test test test

4i13/2012

4/13/2012

100

Options.

Extra credit *

Extra credit points *

Sequence number *

100

2

Score not droppable

Private
Entry mode *
Grade Scale

Grade Term *

NumericOnly

DHS Standard AF

™ Q

General Portal Description

Q x

Attachments

A Conspiracy of Decency

x 2 Student Editable

Civil War Battles

% 2 Vake Student Editable

2. Open My Resources, and click, drag and drop an assignment template to a date on your calendar. The
New Assignment page appears.

3. Enter the assignment information.

You can attach files, links, online quizzes, and Google Docs to your assignments by dragging and
dropping them from My Resources.

If any of the files are Google Docs, you can make the document editable by the student. To do so,
click Make Student Editable to the right of the document title:

Cuniculum Map [ LT o 7

My Resources

4 Centent Folder

Civil Wer Battles
] 132_hamiltan_1.paf
ACeonspiracy of Decency.

To edit an assignment or appointment, click the assignment or appointment on the calendar.

To delete an assignment, click the assignment or appointment on the calendar. On the Options menu,
click Delete Calendar Item.

If you create an assignment for a section that is linked to other sections, you can link the assignments.

Create Appointments on Your Planner

Appointments are personal reminders that only appear in your Planner. They can only be created on the
Planner tab. Appointments appear as a single line.
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To create an appointment:

1. Click the Planner tab.
2. Click the date you want to make the appointment for. A menu appears.
3. Click Add Appointment.
4. Use the following table to enter information in the fields:
Field | Description
Name Type the name of the appointment. This is the name that appears on your
Planner.
Start Date gyi)e the date on which the appointment begins, or click R to select the
ate.
Start Time Type the start time of the appointment.
Description Type a description of the appointment.
5. Click Save.

Work with Linked Sections

If you create an assignment for a section that is linked to other sections, you can link the assignments.

In your Planner, linked sections appear in the list of classes on the left side of the page:

Options Reports [S——
Tem Day  Week My Resources

s

INTA 1352 Asvisary (g Mareh, 2012 [ Eeivier | ew e

chool)

) New Folder (2)
Mon Tue Wed Thu | Fri "F] Acceptatia Use Policy.pdt

S
[ auz tomeBonas | ey Crapier 1

=| T commuity Sarvon Consactost

SCI38303 Honors.
Chemistry

tinked Sections »
13 14 15 16 [25] Homenworc Grapter uestons

foneastry o] [Dutine Crapters == ] e

[Dutiine Chapter s ] [aamzz33s | - @ Kennedy Vicdie School
[Dutline Chapter 5 ] [aaaz2353 ] I @ Madison Elementary Schosl

0 21 7 [

- Add  Edit My Quota (90 MB lefl)

b 28 29 50
[Batancing Equations 1 7 [Balancing Equations p251 7

Click the Planner tab. The label for the linked sections now appears:

Linked Sections

Click the linked section's name to include all assignments for all the sections within the link.
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