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Navigation GuideSection Manager and Student Accounts

1. To access the teacher tools, click on the My Textbooks tab in the top navigation bar and
login using your provided credentials.

You are not logged in.  Login

Home About Testimonials Sample Chapters Subscribe Renew Demo Professional Development My Textbooks

& Please Login

You must login to see your textbooks and other tools. Please enter your username
and password below.

2. hyOS &2dzQ@S t233SR Aysz &2dzxff aSS Iy IR
navigation bar. Click on Teacher Tools.

& My Students | Grades | 4th Grade Social Studies | 8th Grade History teacher n Logout
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4th Grade 8th Grade
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Once in Teacher Tools, you will see four options: Grades, Section Manager, Student
Accounts and Assessment Configuratiba.lean how to use the Assessment

/| 2y FA3dzNF A2y YR DNI RSa&a (2Raflesand) SIFaS asS$s
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begin creating your student accounts, click on 8extion Manager

& My Students | Grades | 4th Grade Social Studies | 8th Grade History teacher [/ Logouc

Home  About Testmonials  Sample Chapters  Subscribe  Remew  Demo  Professional Development — MyTextbooks — Teacher Tools

8 Teacher Tools Teacher Tools

What would you like to do? Look at your studentargeages create student accounts, edit your assessment con

it Configuration

Grades: Review the Section Manager: Add, edit dent Accounts: Create and  Assessment Configuration:
assessments your students 2nd remove an uniimited pdate student login Open, close or schedule an
have taken, grade e of dlass sections, accounts, lookup passwords,  assessment to open and close
assessments, view your change passwords and assign  on specific dates. Edit poirt
assessment configuration students to class sections. values for individual
schedule. assessment questions
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4. TheSection Manager will alloyou to create multiple section$f you choose not to
ONBIGS yed aSOGA2yasz &2dzN)J addzRSyda oAttt
You are unable to delete this section, but you can rename it by clicking on the gray box.
After you have named the section, click the Savei&ediutton.

Home About Testimonials Sample Chapters Subscribe Renew Demo Professional Development My Textbooks Teacher Tools

# Teacher Tools Section Manager \

Grades B Save Sections H

Section Manager Section ID Section Name Action
— —

Student Accounts 000-46893-default  pefault Section [Default Section]

Assessment Configuration @
Add New Sections

To add new sections, just enter the section IDs and names in the blanks below and click Save Sections above. Need more blanks? just click
'Show More Sections'.

New Section ID New Section Name
New Section ID New Section Name

New Section ID New Section Name

Show More Sections

5. To add new sections enter a Section ID (this can be any number combination) and a
Section Name by clicking on the gray boxes. The section ID will allow you to assign
students to a particular section during the student account upload prod¢egsu need
more than three sections click the Show More Sections button.
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6. Once you have entered your Section ID and Section Name click the Save Sections
button. A message will appear letting you know your sections have been added. To
delete a gction, check the permanently delete box and click the Save Section button. A
section will only be permanently deleted if all students have been moved out of the
section first. If students still remain in the section, you will be unable to delel®it.
change the name of an already created section, click on the gray box, type in the new
name and hit the Save Sections button.

Home About  Testimonials Sample Chapters Subscribe Renew Demo Professional Development My Textbooks Teacher Tools

& Teacher Tools Section Manager

Grades

Section Manager

Student Accounts
& Save Sections E

Assessment Configuration /
Section ID Section Name Action

1 Class 1 [ permanently Delete
2 Class 2 [ Permanently Delete
3 Class 3 [ permanently Delete
000-46893-default  pefault Section [Default Section]

Add New Sections

To add new sections, just enter the section IDs and names in the blanks below and click Save Sections above. Need more blanks? just click
‘Show More Sections'.

New Section ID New Section Name
New Section ID New Section Name
New Section ID New Section Name

Show More Sections
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7. To add student accounts, select tBeudent Accountgool.

& | My Students | Grades | 4th Grade Sodial Studies | 8th Grade Histt teacher u Logout

Home About Testimonials Sample Chapters Subscribe Renew Demo Prof nal Development My Textbooks Teacher

£ Teacher Tools Teacher Tools

What would you like to do? Look at your students’ grades, create student accoysg II Iil essment configuration and more,

Grades: Review the Section Manager: Add, efit, Student Accounts: Create and efEment Configuration:
assessments your students and remove an unlimited update student login 2. close or schedule an
have taken, grade number of class sections. accounts, lookup passwords, Bssment to open and close
assessmeants, view your change passwords and assign specific dates. Edit point
assessmeant configuration tudents to class sections. values for individual

schedule. assessment questions.

8. There are two ways you can upload students. You can add students one at a time by
clicking the plus sign.

Home About  Testimonials Sample Chapters Subscribe Renew Demo Professional Development My Textbooks Teacher Tools

& Teacher Tools Student Account Manager

All Sections v

Manager Section Username Password

Student Accounts No student accounts found

nt Configuration
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9. To create a new student account, fill in the following information:

a. StudentID¢ KA&d Ad (GKS &aGdzRSyd L5 |aaiaiaySR

student information system. This value MUST be unique for each student.

b. Name:The last and first name tthe student.

c. Section:select from the list of prereated sections.
d. Email AddressThe valid email address for this student. If the student does not

have an email address, leave it blank and one will be created by the system.

e. UsernameL ¥ € ST oflyl =

dza SNY I YS

oAt t

system to use the email address as the username. Every username must be
unique. If the usernames already in use, the username will be red instead of

green.

f. PasswordThe password you wish to set for the student. It does not need to be

unique.

Once all of the information has been entered, click Add User.

Add New Student Account
Student ID @ 151617
Name Jane Doe
Section Class 1 r
Email jdoe@gmail.com
Username aneC Username OK
Mew Password ohio
ohio
Textbooks 4th Grade Social Studies
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10.0nce a student has been successfully added the following message will appear: Student
account created for (student name) with username . Assigned to section

Home About  Testimenials Sample Chapters ~ Subscribe ELE Demo Professional Development My Textbooks ~ Teacher Tools

8 Teacher Tools Student Account Manager

* Student account created for Jane Doe with username (JaneD). Asigned to section (1)

Section Manager All Sections v

Student Accounts
ID Name Section Username Password Grade

151617 Jane Doe Class 1 JaneD ohio 4th Grade

11.To add multiple students at a time, click on the green upload button.
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12.1In order to upload multiple students at once, you will need to create a .CSV file. To
create a .CSV file, click the Download Sample Students CSV file.
\

£ Teacher Tools

Student Accounts

sment Configuration

Student Account Manager

* Student account

Upload CSV to Create/Update Student Accol

Choose File | NO file chos

s

Please create a CSV file containing the following columns: Sctol ID (leave blank), Student ID, Last Name, First Name, Email

Address, Username, Password, Section ID (optional). Click 'Brofyse’ to select the CSV file from your computer. Then click Upload

to upload the file.

& Download Sample Students CSV File

Field Definitions:
School ID: This column is left blank and is reserved for system use.

Student ID: This is the student ID assigned to your student by your school's student information system. This value
MUST be unique for each student.

Last Name & First  The last and first name of each student.

Name:

Email Address: The valid email address for this student. If student has no email address, then one will be created
automatically by the system.

Username: If left blank, a username will be autogenerated. "E" will tell system to use email address as username.

Password: The passwod you wish to set for this student to access the textbook.

Section ID: This is the section ID of the section you want assigned to this student. If left blank, students will be

assigned to the default section.
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13.Fill in the .CSV template with the following information:
a. SubscriptionlD: This column is lefblank and is reserved for system use.

b. Student ID:¢ K A

a Aa

0KS addzRSyd L5 FaaAir3aySR

student information system. This value MUST be unique for each student.

c. Last Name & First Namé&:he last and first name of each student.

d. BEmail AddressThe valid email address for this student. If the student does not
have an email address, then one will be created automatically by the system.

e. UsernamelL ¥

the column tells lhe system to use the email address as the Username. This value

ft ST

6t y1s I dASNYIYS At

MUST be unique for each student.
f. PasswordEnter the password you wish to set for this student to access the

textbook.

g. Section IDThis is the section ID of the section you want the student assigned to.
If left blank, students will be assigned to the default section.

g2

oS

1 |Subscription ID StudentID Last Name First Mame Grade Email

L M

P wD o =] nooLn

A B C

2001 White Man
2002 Brown Vye
2043 Greene ¥in

2104 Black lon
2330 Silver len
2331 Gold Mel
2401 Blue loe

D E

F G H I
Username Password Section ID

4 whitenan@email.com E password 4th-social-studies-A

4 brownvye@email.com password 4th-social-studies-A

4 preeneyin@email.com yin.greene password 4th-social-studies-A

4 blackjon@email.com password
4 silverjen@email.com password
4 poldmel@email.com password

4 bluejoe@email.com

14.0nce you have entered your student information, save the file.
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15.To upload your .CSV file, click the CleoBae button and choose the appropriate file.
Then, click the Upload butto message will appear letting you know if any errors were
found in the .CSV file or if a student account was successfully created. If there is an error
with a student account, goect the error on the .CSV file and-ugload it.

Home About  Testimonials Sample Chapters Subscribe Renew Demo Professional Development My Textbooks Teacher Tools

8 Teacher Tools Student Account Manager

Grades

Section Manager

Student Accounts
Assessment Configuration All Sections Y

ID

Section Password Grade

Name Username

3 Larry Corrin Class 3 Lcorrin ohio 4th Grade m
2 Katie England Class 2 Kengland ohio 4th Grade m
1 Blake Harry Class 1 Bharry columbus 4th Grade m
4 Chris Humphries Class 1 Chumphries cardinal 4th Grade m

16.To edit a student accounyou can eithexlick the Edit buttoror make the change on
the .CSV file and reploaded it To permanently delete a student check the box next to
their name and click the X button.
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17.To move a student to another section, you can change their Section ID on the .CSV file
and reupload it or you can check the box next to their name aick¢he gray list
button.

£ Teacher Tools Student Account Manager

All Sections v

Section Manager ID Name Section Username Password Grade

Student Accounts Larry Corrin Class 3 Lcorrin ohio 4th Grade

nent Configuration Katie England Class 2 Kengland ohio 4th Grade

Blake Harry Class 1 Bharry columbus 4th Grade

Chris Humphries Class 1 Chumphries cardinal 4th Grade

£ Teacher Tools Student Account Manager

Giades All Sections v Select Section 2 m

Section Manager ID Name Section Username Password Grade

Student Accounts 3 Larry Corrin Class 3 Lcorrin ohio 4th Grade

2 Katie England Class 2 Kengland ohio 4th Grade

1 Blake Harry Class 1 Bharry columbus 4th Grade m

4 Chris Humphries Class 1 Chumphries cardinal 4th Grade
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19. A message will appear, alerting you to the change.
& Teacher Tools

Student Account Manager
Accounts Moved: Student IDs: ('3') Moved to section 2
s+ [ oEn
Student Accounts
D Name Section Username Password Grade
Configur
3 Larry Corrin Class 2 Lcorrin ohio
2 Katie England Class 2 Kengland
1 Blake Harry Class 1
4 Chris Humphries

4th Grade
ohio
Bharry
Class 1

4th Grade
columbus
Chumphries

4th Grade
cardinal

4th Grade

your sections by selecting the All Sections option.

20.To view your students by section, click the gray box next to the select battdrthoose
which section you wish to view, then click the Select button. You can also view all of
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