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Getting started guide for Teachers

Introduction

NEO is a world-class, award-winning learning management system (LMS) for schools and universities.
The platform is known for delivering a great user experience while incorporating all the essential tools

schools need to support effective teaching and learning.

NEO is a product of CYPHER LEARNING, a company that specializes in providing learning platforms
for organizations around the world. CYPHER LEARNING provides a similar LMS for use by businesses
called MATRIX and an LMS for use by entrepreneurs called INDIE. CYPHER LEARNING products are

used by over 20,000 organizations, have millions of users, and have won several awards.
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We want you to get the best results when using our site, especially when you are just starting out.
That is why we created three getting started guides for the main types of users on NEO:

administrators, teachers, and students.

Getting started guide for Teachers (this guide) explains topics such as: creating a class,

using competencies and grading assignments.

Getting started guide for Administrators explains topics such as: navigating in NEO,

configuring features, customizing the platform and managing users.

Getting started guide for Students explains topics such as: enrolling in classes,

submitting assignments and communicating with teachers.

This guide covers the most common steps teachers go through when they start using NEO. Please

consult the table of contents if you want to find a specific topic.

If you have any additional questions or want to explore more of the platform'’s features, please browse

the Help Center or visit our support forum.
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Navigating the platform

The teacher dashboard is the first page you see when you log in to your account. Here you can find

an overview of the most important site information. On their dashboards, teachers can also see their

calendar, to-do list, announcements, and more.
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lcons and navigation

You will see various icons in the platform that are used for adding, editing, deleting, and other actions.

Here is an overview of the most important icons:

+ Add content such as classes, sections and resources.
— Remove items from your platform.

& Edit a page or an item.

Fo Configure different items, such as your classes.

] Delete items.

Access your messages through the messages icon in the top right bar.

Notifications allow you to keep up with different changes in the system.

The trash icon opens a pop-up with deleted content such as classes or lessons.

Your shopping cart contains your ordered learning items (if e-commerce is enabled).

This icon provides access to the NEO Help Center.

Use the search icon to find specific content on your site.

BOBEBEL
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Left bar

The left bar displays tabs that allow you to quickly navigate to the main areas of the site, such as

Classes, Groups, Dashboard, News, Welcome, Users, Resources and Reports.
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The left bar allows you access to these tabs no matter where you are in the site. If you hover over a

tab, a pop-up window will appear with the most important options for that area.
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Top right bar
The top right bar displays icons which you can click to access your messages, notifications, calendar,

trash can, help center, search and profile.
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News feed

The home page news feed aggregates news items from your classes, groups, friends and school.
Product News announcements usually contains updates from the NEO team and your site
administrator. By default, a news feed only shows the latest news and you can scroll down the page

for more items.
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Help Center

We provide extensive support at every step of our collaboration. To access the Help Center, click the

icon at the top right bar.

A pop-up box will open with different options. Use the searchable online help to browse different help
topics. If you are on a certain page and need guidance, a help for the current page option will also
appear. Here you can also find access to our Support forum and Product news, where we frequently

post updates on new features.
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topics without leaving your current page.

You can find the topics that are most relevant to you in the searchable online help. Most of them have

detailed instructions with screenshots. The Help Center is a pop-up so you can browse through the

Help center x

= Introduction
An overview for teachers,

& Attendance
Take and track attendance

Certificates
Award certificates of completion

I3

Classes
Create and manage classes.

Coteachers
Add co-teachers to a class

¥ Game
Use gamification 1o add fun

ih. Grading scale
Set the apticnal grade map.

th. Mastery
Track mastery of proficiencies using a
curriculum

Teachers  Students

8 Adaptive learning
Adaptive learning.

¥ Badges
HAward badges

v Class completion
Class completion.

Compliance
Compliance programs.

© Drip content
Unlock content on a timed schedule

Grade calculation
How grades are calculated.

< Import
Import a class.

& Micro leamning
Micro learning and micro classes.

- BA

Assignments
Create and grade assignments.

* Best practices
Best praciices.

* Class templates
Create class templates for reuse.

ili Configure
Configure a class.

- Export
Export a class.

Gradebook
Use the gradebook.

& Lessons
Add lessons to yaur class

News

Configure and post to the news feed.
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Profile

Your profile page shows your basic information, account details, photos, and more. The information

that is visible depends on your account type and the portal’'s security settings.

To start setting up your profile, go to the top right bar and click on the profile button. Then, click on

the Edit button in the top right.
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Go to the Settings tab in the left bar to choose different options related to your profile, such displaying

your online status for students or allowing users to request to chat with you.

Karen Richards
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Example of a class

Before we show you how to create your own class, we would like you to become familiar with how a
NEO class might look like. We will show you how to navigate in a class, explore the main tabs, view

lessons and assignments, and more.

The default landing page of a class is its Lessons area. Here, you can see many aspects of your class,
including the lessons, a left bar with tabs that give you direct access its most important areas. The
right side provides access to a quick class Administration, to-do list, announcements and even games

leaderboards, if gamification is enabled.
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Next, we will go over each section.
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Main left navigation
When you are in a class, the main left bar is minimized. You can navigate in any area of the site by

simply hovering over the icon from the top left.

How to use your DSLR

Lessons

Lessons ena sections can be completea in any orcer.

1. Introduction
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Left bar

The class left bar allows you to navigate in different areas of a class such as: news, lessons, calendar,

assignments and the gradebook.

Lessons

Welcome

Assignments

]

Calendar

Gradebook

th.
Mastery
fiil
Resources
°

-
Students

Here is more information about the left bar tabs:

Admin - configure the class, copy the class, import/export content;
Welcome - create a welcome page for your students;

News - shows the latest news items from your class;

Lessons - lists the lessons in the class;

Calendar - shows current and upcoming class events;

Assignments - shows the class assignments;

D D N N N N NN

Gradebook - displays all the grades;
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Mastery - track class competencies;

Resources - the area where you can store resources that are independent of any lesson;
Students - lists all the students that are in the class;

Teachers - lists all the teachers that are in the class;

Teaching assistants - lists all the teaching assistants that are in the class;

Parents - lists all the parents that can see the class;

Games - if the class has a game this is the area where you can see an overview;
Automation - see a list of rules based on automation that you have set for your class;
Attendance - track student attendance;

Seating chart - allows teachers to organize how students are seated in class;

Forums - forums for discussions between class members;

Groups - groups for class members;

Chat - users can exchange text messages in real time;

Wiki - a collection of pages that more than one person can edit;

Blogs - students and teachers can share their online journals;

Purchases- if you have e-commerce enabled, this tab offers a list of all the purchases of a class;

Syllabus - the syllabus area allows you to create an overview page of the class.

AN N NN N Y N N N N U N N N N N N N

Reviews - allows you to see students’ ratings and reviews of classes they are enrolled in.

You can configure the class to enable or disable most of these tabs and depending on how your site

administrator has set up your platform.
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News feed
The news feed shows class announcements, posts from teachers and students, new assignments,

lessons, events, and more.

+ Post | ok Announcement | Ry RSS feeds
:’} Karen Richards
A .. q
i Hello everyone and welcome to "How 1o use your DSLR | am Karen, your new teacher!
2 ago Like Comment Edit Delete Remove sticky
Lessons
=] Johnson
News
2 sago Like Comment Delete
Welcome ol 1 person likes this.
Assignmens Zsolt Bertalan
Hello Everyone!
ih.
Mastery M 2pré, 1:14pm Unlike Commemt Edit Delste Remove sticky
8 ¥ou and 1 other persen like this.
] :
Calendar Karen Richards
e Hil Welcome to the class!
e
B minutes ago Like Comment Edit Delete
Gradebook
] Danielle Murray
Resources Hello, | have organized a get together to study. Please join the group If you are interested!
- 2 go Like Comment Edit Delete
Students e like this.
F3 Sally Johnson
Parents Great idea!
L 2minutesago Like Comment Delete
Teachers . .
. Steven Timm
bd | have already joined!

You can edit and delete any news item, including posts and comments by students.
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Right bar
In the right bar, you can find the Admin control panel that allows you to quickly publish the class and
find the class access code. Here is also the to-do list, announcements and a game leaderboard if you

have enabled games for the class. To view more details, click on an item.

Admin £
Published

Q unpublish

& Access code: DDDY-CIDC

reset
i Enroliment: open

e Creator
Alina Toderascu

g8 Catalog: Fashion, 1st Year

o

To-

# 39 assignments 1o grade

8]

Announcements

& Hello everyone and welco...

Participation >
Steven Timm L J
Advanced 408 9
Zsolt Bertalan * v
Advanced 283 7
Sally Johnson * v
Advanced 20 6
Ken Sanders * v
Advanced 260 3
Ryan Smith * v
Advanced 210 2
Tracy Mullon * v
Intermediate 210 2
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Lessons
If you click on the lessons tab, you will see all the lessons in the class. You can reorder lessons using

drag and drop.
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Depending on your preferences, you can also switch to the List view option from the top right. This

view shows all the sections for all lessons:
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A lesson is usually comprised of content sections and assignments. You can see the sections of

lessons by going to the Sections tab.

How to use your DSLR &' & @ B Q KerenRicrars (@) -
& FE Shutter speed and aperture Next
- Lesson overview
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© M Delete | < >
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o I O
How o
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1S0
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Content pages

A content page is created by using our built-in HTML editor and can contain any kind of media,
including audio, video, Office documents and Google Docs. You can create rich, engaging lessons with

little technical knowledge. Here is how a content page might look like:

26 2 =
How to use your DSLR & & B B Q KarenRicharos () v
% & < P How to photograph still objects Next >
' still life photography
e
Admin Content ompletio Resources + Add | & Edit | i Delete
" Still life photography is the depiction of inanimate subject matter, most typically a small grouping of objects. More so than other
- types of photography it gives the photographer more leeway in the arrangement of elements within a composition.
o Still life photography is a demanding art, one in which the photographers are expected 1o be able to form their work with a refined
LRl el scnse of lighting, coupled with composition skills. The still life photographer makes pictures rather than takes them. Knowing where
o 10 look for propping and surfaces also is a required skill. A still life is a portrait of a thing as opposed to a person. The good news is
How o that things don't complain when you pose them in odd positions for long periods of time. Be sure to explore shooting from different
LUCCVERII  angles under different lighting conditions
moving
objects
° Tips for still life photography:
How to
P:?ﬁmgfag“ Select interesting objects to Carefully craft the Choose an appropriate
still objects i
shoot composition background
Still fife
Pphotography
Attenagance
()
Howto
choose the
correct ISO
setting
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If a class is self-paced, you will see the Completion tab, where you can add completion actions that

should be performed when a student completes the section.

How to use your DSLR & &£ B H Q KarenRichards (§) ~
s { Prev How to photograph still objects Next D
" Still life photography
Admin Content  Completion Resources
Lessons Completion requirements
© This section is considered completed when it is visited.
Introduction
P Lesson completion
How to Require this section to be completed for lesson completion
phy aph
m ng

objects Completion actions

© Add actions here that should be performed when the section is completed.
B ol
How to
e M There are no actions.
still objects
+ Add

Sill life

Each page has its own Resources area, where you can upload learning resources such as files, pages,

or add existing ones from your personal, organizational or school library.

How to use your DSLR & & B B Q KaenRicnaras () v
% < prev How to photograph still objects Next >
Still life photography
£
Admin Content  Completion  Resources B
LisaTE Resources
o Here are the resources for this section.
Introduction + Add
©
How to = Remove E EXDO'[
hotograpt
? mT.f.ﬁ,rfg“ [] Resource
objects
= [] @ Top Tips to Still Life Photography
° - fo Oy =1 v
Lo [ ®& still Life Photography
el ELOl [ Sl Life Photography Tips and Tricks

still objects
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To see a list of the assignments for a class, go to the Assignments tab. An assignment can be

connected to a lesson or a standalone task.

26 2 P
How to use your DSLR & & B H Q KerenRicharss (§) ~
=gt Assignments + Acd
B AIE Tograde  Analytics
&
ST & Edit | @ Delete
a : Max  %of  Tograde/
lassers L] Assignment score  overall  Submitted
a Lesson: Introduction
N D =TT —— e - ic rolres 8 5
" Survey on what you expect 1o learn in this course & @ 100 3
N ] Photo collection 100 5 14 1
1 "‘ Survey on what you expect to learn in this course 100 5 1
Assignments
" Lesson: How to photograph moving objecis
Mastery 0 'i' ;ff:cﬁrqectn 100 5 274 16
E \J
Calendar [1 ,# Fastmoving cbjects 100 5 19
[1 @ Howtouseyour DSLR 100 5 13
Gradebook

You can create twelve different types of assignments:

v" Quiz - a set of questions that students can answer online;

v' Essay - students can submit their response using the HTML editor, and include an unlimited
number of attachments;

v Offline - a traditional assignment such as a paper-based test or reading a book. There is no
online submission for this kind of assignment, and the teacher is expected to enter the grades
for each student based on the results of the offline work;

v Survey - choose between multiple choice and freeform questions;

v Discussion - students earn points by participating in a single thread of discussion that is started
by the teacher;

v" Debate - students add arguments for or against a proposition that is supplied by the teacher;
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Team - allows groups of students to work on joint submissions. The teacher organizes the
students into teams, each of which get their own private group;

Dropbox - students upload one or more files as their submission;

SCORM - captures the results of a SCORM item;

Attendance - awards points based on a student's attendance record;

Turnitin - add assignments that can have an originality check through our Turnitin integration;

AN N N RN

Custom LTI assignments - integrates 3rd party LTI assignments.

To see the details for an assignment, click on its name. Here is how an assignment in a lesson looks
like:

How to use your DSLR i 4 B B Q KeenRicharss () ~
< prev Shutter speed and aperture Next >
- Shutter speed test
. = Assignment Questions Grade Tograde MNotsubmitted Analytics Gradingscale #F ~ + Add | @@ Delete
Admin
lr=ams Instructions Assignment edit
(>} The quiz is not timed, so you can pause it and resume at any time. Type: Quiz
el | vou cancel the quiz, your answers are discarded and they are not counted as a submission. al Max score 22
> # Edt | > Take quiz & Grading: Normal
pn’:‘fu‘:;rl:ph 83 Category: Quiz
maving
objects
- Grading gradebook
How to & 3assignments 1o grade
pzhmﬁre“cﬁh @ Due 10, Submitted: 18
) Graded: 15

Depending on the type of assignment, you can find some or all of the following tabs:

v' Assignment - shows the most important information about the assignment, such as its grading

status, submissions and instructions;

v Questions - displays the questions of an assignment if it's a quiz or survey, and the number of

points that are allocated to each of them;

v Grades - shows a list of student grades for the assignment, submissions for each student;
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To grade - indicates the assignments that need to be graded;

Not submitted - indicates the assignments that haven't been submitted yet;
Analytics - displays the grade distribution amongst students;

Grading scale - here you can see the grading scale associated with the assignment;
Rubric - view the rubric associated with an assignment;

Competencies - see the competencies that are assessed by the assignment;

D D N N N N NN

Completion - if the class is self-paced, you can add rules that are performed when the

assignment is completed;

<

Score rules - add rules and actions for when learners achieve a specified score;
v Personalize - you can personalize an assignment to only show it to certain students or hide it

from certain students.

We will go into more details about adding assignments later in this guide. Now that you know how a

complete class looks like in NEO, you are ready to start creating your own.

The next sections of the guide will show you how to create a class, configure it, add lessons and

assignments, grade assignments, enroll students, and more.
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Creating a class

To create a class, hover over the Classes tab from the left bar and choose Add.

Add class x

Class

Addaclass

M Class template
Add a class template
il Existing
Add a copy of an existing class or class template

Here are some notes when creating a class:

v Access code - if you enable the access code option when creating a class, the access code (for
self-enrollment) is displayed on the class landing page, in the right bar under “Admin”,

v Style - you can choose from four different styles:

Add aclass b 4

Qverview  Options

MName

Style Start Subject:
Instructor v May 03 2018 ] Fashion Design M

e

Blended
Self paced May 102018 e

Micro class

* Dptional Save
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» Instructor - learning takes place in a traditional classroom environment. This is the most
common choice for schools that are using online learning in combination with their regular
school setting;

» Blended - learning takes place in a classroom environment, but some of the modules are
self-paced, often with gateway assignments that only allow students to proceed once
they've achieved a certain score;

= Self-paced - all lessons are self-paced, and students can take the class anytime,
anywhere.There is no class schedule, no dates for particular lessons, no "giving" or "due
date" for assignments, and no grading periods;

= Micro class - a very lightweight class that provides access to lessons/sections and no other
tabs. In all other aspects, it is the same as conventional classes.

v" Duration - you can select the dates between which the class will be held, or if your class is self-
paced, you can specify a duration without setting fixed dates;

v Subject - choose the subject of the class from the list provided;

For more advanced options, visit the Options tab.

Add aclass X

Overviev Options
Language: | English (US) | Time zone: | (GMT+00:00) UTC T
Course: * ‘ ‘ Section: * ‘ ‘
Period: * ‘ ‘ Term: * ‘ ‘
Semester: * ‘ ‘ Credits: * ‘ ‘
Qrganization ‘ University of Arts ‘ Grading scale ‘ Standard regular grac ¥
* Optional
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Here you can set up your class language, time zone, the semester that the class is held in, the number

Getting started guide for Teachers

of credits for the class, organization and associate the class with a Grading scale.

Once you've added a class, you are taken to its default landing page, which is its Lessons area.

ih.
Mastery

Resources

Students
*
a
Teachers

b4

Games

%
Anendance

Light in Photography

Lessons

Your class is ready for content!

{:ﬂ *z M| m Q, Karen Richards ‘:i:‘ v

+ Add | il Analytics

Add lessons by clicking Add at the top of this page. Within each lessan add sections such as
pages or assignments

Invite students to enroll themselves using the access code [gRIEENTIN or enroll them by
visiting the Students area and clicking Add

For & social experience, post regular updates and encourage discussions in the News area

To configure your class features, visit the Admin/Configure area.

Admin -3

Published
unpublish

Access code: HIMD-
CNWT

o

Enroliment: open

Creator:
Alina Toderascu

e & B

Catalog: Fashion,
88 Fine Arts, Visual Arts,
st Year, 3rd Year, 4th Year

Announcements
A None

Class game >
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Configuring a class

As a teacher, you have many options for configuring your class, from choosing which tabs are

displayed in the left bar, to setting what happens when a student completes the class.

Go to Admin and select Configure in the the left bar.

z z = 2 ) —
Light in Photography &£ BH Q carenRonaros @ ~
Configure 58 Cotelog page

— Basics Tabs Schedule Enroliment Lessons Assignments Completion Deactivation Catalog E-commerce
&
bl  Overview
2 Name: Light in Photography
Lessons
Short description: X
Long description: 3
# Eatt | kJ Cnange picture
As
m Settings
Geizie: Name Value
& Tie color
Mastery
Access code HIMD-CNWT
= iluir'ﬂs Style Blended
Duration Mar 23,2016.. Jul 31,2016
a
Stugents Subject
1 Language
a -
e Time zone
T
cames c3
qs Section cf g5
=
Amenaance Period
* Term name
Reviews Credits
& QOrganization University of Arts

Automation
# Eait
Custom fields
Name Value
Custom field 1
Custom field 2
# Edit

Landing page
Tab
O Welcome
- News

Next, we will go over the most important configuration options.
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Tabs

You can select the tabs that you and your students can see in the class left bar, such as news, lessons,

calendar and collaboration tools. By default, only the most common features are enabled, less

Getting started guide for Teachers

common features such as wikis and chat are disabled.

Enrollment

P
&

Admin

Lessons

Welcome

Assignments

Gradebook

th.
Mastery
(]
Resources
i 3

-
Students

Light in Photography

Configure

Tabs
Click to enable/disable a 1ab, drag to recrder 1abs

Name
Admin
Lessons
News
Welcome
Aszignments
Calendar
Gradebook
Mastery

Resources

ORK <« ORKOR <

Students

Basics Tabs Schedule Enrollment Lessons

Assignments

This area allows you to select enrollment options. For example, you can choose if you want students
to be able to enroll or unenroll themselves from the class. You can also set up rules that should be

performed when students are enrolled or unenrolled, such as sending an automatic message to them.

Light in Photography &' &€ BB Q KeenRicnaros @ v
Configure
m|E chedule Enrollment Lessons Assignments Completion Deactivation Catalog E-commerce
L]
A Enrollment
= Feature
Lessons
Allow students 1o enroll
Qpen enrollment

Max students

Notify teachers of enrollments

oo

Netify administrators of enrollments

& Ean

Enrollment actions

Add actions here that should be performed when a student is enrolled.

Action Added Edit  Remove
Send the "enroliment’ canned message Aug 23,2016 Z -

+ Add
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Lessons

Getting started guide for Teachers

In this tab, you can configure your lessons and sections. Choose whether you want your students to

complete them in order or not and configure the lesson layout. You can also enable drip content, whcih

allows you to schedule student access to lessons rather than have them all available at once.

[Vl - Q_ Karen Richards \"i:‘ ~

Students

*
Teachers

Completion

Light in Photography
Configure
Tabs Schedule Enrollment Lessons Assignments Completion Deactivation
Sequencing
Description

[] Require lessons to be completed in order

[] Require sections to be completed in order

ol Drip content

Enable this feature to unlock lessons an a preset schedule

+ Enable
Layout
Feature
Enable grid view for students (the default)
Enable row view for students
Automatically number lessons
Show legend

Add actions that should be performed when a class is completed, such as awarding a certificate,

badges, sending custom messages to students or enrolling them in another class.

Light in Photography

f}‘ &z B Q, Karen Richards (E:‘ ~

WL
%

Admin

Lessons

Welcome

Assignments

Gradebock

th.
Mastery

i
Resources
.

a
Students
-

o
Teachers

Configure

s Schedule Enrollment Lessons Assignments

Completion requirements
The course is considered completed when all its accessible modules are completed

= Disable

Completion actions

Add actions here that should be performed when the class is completed, such as awarding a certificate.

Action

B Send the 'class completion” canned message
& Enrollin class How 1o use your DSLR

@ Lock lesson Introduction

& Enrallin class Nature photography

B Award certificate Completion certificate

+ Add

Completion  Deactivation  Catalog

Added

Aug 23,2016
Mar 13,2018
Apr 23,2018
Apr23,2018
Apr 23,2018

Edit
&

AN NN

Remove
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Adding lessons

To add a lesson, go to Lessons view then choose Add. Enter its title, an optional date, a description,

then click Save.

How to use your DSLR B B Q KarenRicharos () v
s——— o
| + Acdd . Analytics = x
! Lessons [+ fcc ] the a0l Admin =
- ) ) I | @ Delete Publi
Lessons and sections can be completed in any order. Selectall | @ Delete Q ui) Ished
% unpublish
Admin ~ Access code: DDDY-CIDC
E B reset
Lessons i Enrollment: open
o Creator:
Ne ®  Alina Toderascu
. 28 Catalog: Fashion, 1st Year
elcome ! & Price: 20
1. Introduction 2. How to photograph 3. How to photograph still
Assignments moving objects objects To-do
ih. Welcome 1o the class! Here you will Students will learn the basics of moving Students will learn the basics of still life # 39 assignments to grade
Mastery leam about everything you need to photography and how to shoot photography, how 1o shoot objects, and
Mast
know about how to use your DSLR subjects. work with shadows.
B ELEL Announcements
Calendar secti o i ° 5
N x 4 sections Hox 4 sections Hx2 3 sections & Hello everyone and welco

Once you've added a lesson, you can use the edit icon to change settings or description and the
picture icon to change the picture. You can then add a section to your lesson, which can either be a

content section or assignment.

Add section x

Content

B Page
Enter your own content, such as text, images and video.

Assignment

Quiz
Take an online quiz
W Offline
An offline assignment such as taking a test or reading a book
% Discussion
Discuss a topic and earn points for participation
& Team
Group students into teams and grade their combined efforts.
W SCORM
Take a SCORM guiz
U Unicheck
Unicheck assignment
%, Virtual Microscope
Virtual Microscope

ili Library
Add a copy of one or more of your existing assignments.

W SCORM
Content from a SCORM package.

»# Essay
Respond 1o a question with some text and optional attachments

o Survey
Take an online survey

W Debate
Debate a proposition and earn points for participation
& Turnitin
Create a Turnitin assignment
Dropbox
Submit one or more files
4, How 10 use your DSLR
http://www.lynda.com/
A, Smart Builder
Smart Builder
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Adding sections
To add a section to a lesson, click on the Sections tab, then select the kind of section you want to add
(see the picture above). For example, add a content Page, enter a title and you can use the HTML

editor right away to create content.

Title: Introduction to the class

Content

S x X L B~ © 0
— © fx Q ¥ W

This course takes the basics that you

know of photography and adds more
creative scenarios, including: basic
understanding of camera settings, IS0,
shutter speed, aperture, composition
basics, better understanding of lightand

220 WORDS |

Here you will have many options for editing your content page. You can use the picture icon to upload
pictures, add text, upload any kind of file, including video and audio. Additionally, you can record video

or audio content directly from your browser. Here is how your created page might look like:

How to use your DSLR & & B B Q KerenRicharos @ v

| < Prev How to use a reflector Next )
Knowing the basics

Content Completior Resources + Add | # Edit | @ Delete

Reflected light can add depth and a fresh dynamic to your natural
light portraits. Sometimes naturally occurring reflected light can
be used, but by far the easiest way is 1o use a reflector. The most
important thing is to learn to see the light falling on your subject
and then control the strength and quality of the reflected light you
are adding. Here are some tips to help you learn 10 use a reflector.

setting

>}
Erar e Naturally reflected light
and aperture
When making candid portraits, I'm always looking to see if some
(] reflected light is affecting my subject. At the right angle, any
BRI  surface can bounce light back onto your subject. You can train

light in E

Pl /Our eye 10 see it
1) It may be light bouncing off a nearby wall or pavement, an open
Camera newspaper or skeins of yarn (as in the photo above). With the
eincentell  strong sunlight behind the lady as she hangs out her skeins of
washed thread, the light is reflecting softly back into her face.

L] Naturally reflecting light is easier to make use of if you are posing
1n2\::n;:sf\c your subjects and have some control over where they are positioned. Finding a location where the sun is hitting a large light-toned neutral surface
camera can provide you suitable reflected light for portraits.
settings

In this photo of the fish vendor at the local fresh market, the light is reflecting off a white painted building behind me. Behind her is an open entrance
] 10 a room with no windows, providing a dark background to nicely isolate my subject.

How ousea 32
reflector
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To add resources to a content page, click its Resources tab, then select the type of resource that you

want to add.

How to use your DSLR

26 2 —
[Vl - Q, Karen Richards (§) -

, < Prev How to use a reflector Next )
2 N
Knowing the basics
¥
Admin Content  Completion  Rescurces
TS Resources
(> There are no resources in this area. Click on the kind of resource to add:
How to @ File
choose the _rl f :
corrent 150 A file from your computer such as a document or video.
setting =] Page
() Plain text or HTML
Shutter speed a4 Toal
TrilEpE A provisioned tool provider
] & Web resource
Understanding Alink to a resource on the web.
light in _
photography i Folder
A folder that can hold resources
(>}
B fii Library
maintenance Resources from a library or your favorites

For example, to add a file from your computer, click File, select the file you want to upload, a

description and the library that this resource will be a a part of.

Add File x

File name: Reflector(2).docx [change]

MName: ‘ Reflector Resource ‘

Description: * Guide 1o using reflectors

Subject: * Visual Arts v
Library: (® Personal () Organization () School () District
* Optional

33



Getting started guide for Teachers

Setting competencies for a lesson

If your class is associated with competencies, you can set them for a lesson. Go to the lesson, then

click its Competencies tab, select the related competencies then click Save.

How to use your DSLR &' & B B Q KarenRicharss @ ~
" How to choose the correct ISO setting
e [.esson overview
Arﬁm Sections Competencies Completion  Participants  Notes
Leﬂon Digital Photography

3. Composition basics

© e 3.1.Understand basic compositional elements
Introduction .
4. Light and color
(> ] * 43 Choosing Camera Settings
(B 6. Backgrounds
photograph N . i X
moving * 6.1 Understanding the basic concepts of working with backgrounds
Chiszs * 6.2 Mixing colors and patterns in backgrounds
© P
e # Edit | = Clear
photograph
still objects

To reorder lessons or sections in a lesson, you can use drag and drop. To delete items, select them,
then click Delete.

How to use your DSLR & & B B Q KarenRicnaros () v
e { Prev How to photograph moving objects Next
Lesson overview
Mﬁm Sections @ Competencies Completion Personalize Notes + Add | # Edit | [z Picture | [ Delete lesson
2 Sections
Lessons
© m Delete | £ >
Introduction [ ] Section Hide
(> ] Il g Moving chjects W L
How 1o
pns&%:;ph ] * Team project @ ]
objects
ovingo O ,0‘ Fast moving chjects O
T [ \" How to use your DSLR ]
Fast g
&= + Acg
Hi our
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Enrolling students

To begin enrolling students in a class, go to the Students tab in the class left bar.

“n kz m Q, Karen Richards (:E:' v

E.. l,nl StUdentS C sortbyenrolled | Q | + Add | [
z Active B Completed Unenrolled  Invited
o

Qs Bl Message Grades | @ Passwords 4 Awsrd = Unenroll = Transfer D Deactivate  Complets [ Exportcertificates
y 8 < [ ] Student Progress  Scores (Grade Due  Awards Notes Portfolio Mastery E;:?!rzs More
0D@E ®& O 2 o om - - Q M .
e 2 o Lo - - - - gmmEeog
Sl O o o . 7 s - - QY e
I.mem . 0 :‘gt;erac-n, n ° ???E 13 a . . . ;Jfar:-sl:‘ozma o
Bl O 0 o & v 1 9 EEY
e 0 o0 L s ¥ e @
2 EGE @ 0 = ¢+ - 0 ZEFc
oo ISR 0 L s s 0 wpFt e
= 0 ) w2 y YEswe g

Then click Add in the top right and select one of the following choices:

Enroll students x

Here are the ways 10 enrcll students:
Classes tab
Students can hover over the Classes tab, click Enroll, then enter the access code DDDY-CIDC.
People picker
Enroll students using the people picker
Email invitations
Send invitations by email.

35



Getting started guide for Teachers

Classes tab

If you give students a class access code, they can use it to enroll in a class themselves. Alternatively,
if you have enabled the class catalog, they can hover over the Classes tab, click Catalog, then enroll

from there.

People picker

You can enroll students using the people picker, which allows you to filter people by name, account
type, groups, organizations and classes. Select the students you want to add and click the middle

arrow to move them in the column on the right, then click Add.

Select users x

|\Iame ‘ | Student v | | All groups '| | All classes v | | Allorganization v || All years '|

[ ] Matches [] Selected <
0 Duvan, Tom 0 Jackson, Phil

Il 0 Ford, Tom ‘ Roberts, Jen

Ll Jensen, Fred

D o Mihai, Livia

] o Pavaloiu, Andreea
| 0 Rossi, Beth

] 0 Sanchez, Sergio

] test 2, test 1

] 0 Wilson, Matt
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Email invitations
Select the approximate number of invitations to send, then enter the email addresses and names of

the students to add them to your class.

Ejs hz = Q, Karen Richards ':3::' v

Y% Enter invitation information X Cancel

Opticnal fields are indicated with a *.

* # Email First name* Last name*

Admin

. 1 sallyjochnson@email.com ‘ ‘ Sally ‘ ‘ Johnsaon ‘
E=]

Lessons .

2 | ellen@email.com Ellen Addams

o NER | | | | |
' + | | | | | |
Welcome

Assignments =
gnm Send

An email is sent to each user. The email includes the invitation message and a clickable link. When
the person clicks the link, they are sent to your site and asked to click an “Accept” option. When they

click Accept, they are logged in to the system and taken to their home page.

How to use your DSLR & & B W B Q KaenRicharss @ ~
e * Students
Active 0 ete Unenrolle Compliance Invited B
¥
ReToLy Resend MW Cancel
E=| [] User Email Sent Link Accepted
Lessons
] 0 Josh Thomson j-thomseon@gmail.com Mar 14, 3:44 pm Y
News O 0 Tim Stevens timothytimstevens@gmail com 3:43 pm Y
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Adding assignments
An assignment is a task that a student has to complete in order to earn points. These points add up

towards a final grade based on the selected weighting scheme.

There are two ways of adding assignments: you can add an assignment directly from the lesson page

or from the Assignments tab of the class. From a lesson page, click Add Section, then select an

assignment from out list of twelve different types:

Add section

Content

B Page
Enter your own content, such as text, images and video.

Assignment

Quiz

Take an online quiz
il Offline

An offline assignment such &s taking a test or reading a book
® Discussion

Discuss a topic and earn points for participation

& Team
Group students imo 1eams and grade their combined efforts.
W SCORM
Take a SCORM quiz
U Unicheck
Unicheck assignment
A, Virtual Microscope
Virtual Microscope

il Library
Add a copy of one or more of your existing assignments.

N# SCORM
Content from a SCORM package.

»# Essay

Respond 10 a question with some text and optional attachments
@ Survey

Take an online survey
ke Debate

Debate a proposition and eam points for participation

& Turnitin
Create & Turnitin assignment
Dropbox
Submit one or more files
A, How to use your DSLR
http://www.lynda.com/

A, Smart Builder
Smart Builder

From the Assignments tab of your class, click Add Assignment from the top right.

26

=  How to use your DSLR &' & B B Q KaenRicharos (§) v
A AU .
fleg et Assignments | e |
- AlEl Tograde Analytics
e
Admin # Edit| @ Delete
g — Max % of To grade/
Lessons B ey score  overall  Submitted
B Lesson: Introduction
Bleas | "‘ Survey on what you expect to learn in this course & @ 100 5
Welcome O E Photo collection 100 5 1# 1
B O "‘ Survey on what you expect 1o learn in this course 100 5 1
Assignments
" Lesson: How 1o photograph moving objects
Mastery O * gsfjgcﬁrojec[n 100 5 s 16
@ \J
Calendar [0 ,# Fastmoving objects 100 5 19
- " .
How 1o use your DSLR 100 5 13
Gradebook [ .’ .
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For example, if you select an Essay assignment, you can see the following options:

Add Essay assignment

Overview  Options

Title

Max score Category Lesson

‘ Naone v ‘ | Introduction

Max. attempts Grading

[ Nome ]

Instructions:

S ¥ o H EEB 7 Y S x ¥ L E-ro @
Paragraph ~ RobotoLightNew~ 12pt» 3= ~ (= + A =~ .v FE O — © fx Q ¥ W

Here are some notes on the assignment settings:

v" Max score - the maximum score that a student can obtain;
v' Points - if you selected “weight by points”, then these are the points that the assignment is
worth;
v' Category - the category of the assignment. You can see the available categories via
Admin/Configure/Assignments;
v' Grading - here are the options:
= Normal - the assignment grade, counts towards the final grade;
» Extra credit - a bonus towards the final grade;
= |gnore - does not contribute to the final grade;

» Not graded - the assignment is not graded and does not contribute to the final grade;
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v' Max attempts - the maximum number of attempts that a student can have for submitting an
assignment;

v Allow late - allows students to submit the assignment after the due date has passed;

v' Lesson - indicates the lesson associated with the assignment, if any;

v Allow students to comment — students can comment on the submissions of other students;

v' Gateway - an optional minimum percentage that a student must achieve to pass the
assignment;

v' Instructions - instructions on how to perform the assignment.

How to use your DSLR i £ B W B Q KarenRicnaras (@)
(e *  Water drops macro o I =
Submission History Competencies
]
Rt Submission
g This water droplet technigue can also be applied 10 other objects besides o Bertalan. Zsolt MR
L flowers. Even in the absence of rain, throwing an eyedropper into your
camera bag the next time you get the itch to experiment with macro /100 »
News photegraphy will help you to create more compelling compositions

Submitted: Mar 22, 1222 pm  Atempts: 6 [history] Max. attempts: Unlimited
- A wide aperture produces a shallow depth of field and places stronger Allow late submissions: X

emphasis on the droplet, while a narrow aperture reveals more detail in the

Welcome e edit
petal on which the droplet is sitting. Photographing the droplet from above
produces a completely different lock compared to shooting at a low angle
EeRREel  5long the plane of the petal. Water droplets can also be used 1o refract light Comments
@ from surrounding elements, preducing a crisp image cf, for example, an -
N entire flower contained within the droplet -
Calendar
submi
#
# Edit H
Gradebook submis
! submission 4
Purchases
submi
ih, -
Mastery ubmiss|
il B 7 UL PPOE %W
Resources
*
-
Students
a
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Grading assignments

There are three ways to grade an assignment:

v' Automatically - quiz assignments are automatically graded if they do not contain freeform
questions; survey assignments and attendance assignments are always automatically graded;

v' From the assignment page - online assignments that are not graded automatically are best

viewed and graded from the assignment page;,
v' From the gradebook - offline assignments are not submitted online, so the most common way

to enter their grades is via the gradebook.

Note that when you visit your teacher dashboard or a class landing page, assignments that need

grading will appear in the to-do list. You can click on an item in the list to see more details and to go

to the grading page.

< Apr 2018 >
S M TWT F S
6

1 2 3 4 5
g 9 10 11 12 13 14
12 16 17 18 19 20 21
22 23 24 25 25 27 I8
29 30 1 2 3 4 3

full calendar hide

To-do +

# 39 assignments 1o grade
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Grading from the assignment page

If you go to an assignment page and there are submissions that need to be graded, they will be

indicated under Grading.

How to use your DSLR

fjﬁ hz x| Q. Karen Richards ‘fi:' ~

e
Admin

Lessons

©

Introduction

©

How to
photograph
movin

How to

photagraph
still cbjects

( Prev
Shutter speed test

Assignment  Questions  Grades o grade Jot submitted  Analytics  Grading scale

Instructions

The quiz is not timed, 50 you can pause it and resume at any time.
If you cancel the quiz, your answers are discarded and they are not counted as a submission.

# Edt | - Takeouiz

Shutter speed and aperture

Next )
Completion #F ~ + 4dd | {i Delete

Assignment edit
Type: Quiz

al  Max scare: 22

& Grading Normal

EE  Category: Quiz

Grading gradebook
I # 3 assignments 1o grade I

@ Due 10, Submitted: 18
Graded: 15

Or you can visit the To grade tab.

How to use your DSLR

EE e
Vil Q. Karen Richards (§) ~

&

Admin

=)

Lessons

[>]

Intreduction

How o
photagraph
ing

( Prev
Shutter speed test

Tograde @ Not submitted  Analytics

ASSIgnme Luestons Lrages

To grade

Student Show/Grade  Submitted
© scens v s =epo
g Toderascu, Alina & f\ggrpr:lrs
O Walters, Roland & L\ia;;’z

Shutter speed and aperture

Score

2

Next )
etencie omple o I
Grade Teacher comment
?
7
7
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How to use your DSLR &4 B W H Q KarenRicnards (§)
B * Shutter speed test o I =
Submission History Competencies
e
G Submission
2 Here are the latest answers: g ¢ | Stevens, Mark T2
Lessons
B Question 1 @ 'z 2
B ,# Freeform: test Supmitted: Sep 6, 8:38 am  Time taken: 0 m, 50 s, Awemprs: 1 [nistory]
Max. attempts: Unlimited  Allow late submissions: v
Response: test
Welcome edit

Score |:| outof 1@

el  Tezcher comment (optional) Comments

B submission 1 made at 8:38 am Sep 6, 2016

Calendar

| |B 4 YL LDOEE W

Gradebook
- Question 2

Il = Uitiple choice (one answer): What is depth of field?
ih Response: The total distance from near to far that you are capturing in your

Mastery photo Post

] Carrect answer: How much of your photo from near to far is in sharp focus

Resources

Score D outof 10 X

a

v" On the right side, you can see assignment information such as the date of submission and
number of attempts. Click on edit to override the default maximum number of attempts. Here
you can also find the threaded comment section should you wish to leave a comment for your
student. Threaded comments allow teachers and students to maintain a threaded dialog for

every submission’

v" The History tab shows you a complete history of the submission;

v' The Competencies tab allows you to see the competencies that the assignment is associated
with;

v' Use the arrows to navigate from one student’s submission to another.
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Grading from the gradebook

Another way of grading assignments is from the gradebook, which is particularly useful when you
have offline assignments such as a traditional paper-based test. To see the gradebook, either click
Gradebook from the class left bar or from the assignment page.

2% 2 TN
L & A Q, Karen Richards (§) ~

Wi ¢ Prev Introduction Next >
” - R
el Survey on what you expect to learn in this course
,ﬁ Assignment Questions Grades Motsubmitted Analytics Grading scale £f ~ + Add | T Delete
Admin
T Instructions Assignment edit
P # Ecit | & Take survey S Type: Survey
Introduction A Max score: 100
It ! & Grading: Normal

28 Category: None

cour Grading

Prot jon @ Due: 27, Submitted: 1
n:| Graded 1
leam in this

Depending on how many students and assignments there are, scroll bars that let you scroll through

the grades list will appear.

26
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(R U
#Sag st Gradebook o+ @ %3
- Assignments by name ~  Students by firstname ~  All categories v
o] Assignments Team project Fast moving How to use your | Essa Attendanc
Admin gnments objects DSLR
E Category Homework - - Test Participation Test
Less Stdents O 0 A X Overall |a 100 : @ 100 |8 100 i # 100 i &4 50/ec i Wk 100
© 5enalan, zsokt i 79% B 80 95 100 60 50 0
© sine Damian H 1 85% A 70 85 95 o 50 80
Welcome © corser, Troy H 79% B 40 93 96 90 50 100
& o 1 0% F o
nts o
O 91% A 96 3 0 86
I
Mastery (- 1] 88m A - 68 85 o o5
]
Calendar 0 Jefferson, Tom : 79% B 75
© Jonnson, sally H §1% B+ & 85 95 90 50 70
Gradebook EE——
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Each assignment is listed at the top of the gradebook, with an icon to indicate its type, a link to the

assignment and the number of points associated with the assignment.

To edit a gradebook cell, click on it and then enter the number of points, a percentage (a number
followed by %), a letter grade, a blank (to clear the grade), and select from exceptions such as Excused,

Missing, Absent, or Incomplete.

PE

How to use your DSLR L & E B Q KaenRicnaros (@)

etk Gradebook Wi+ @ oo
o Assignments by name ~  Students by firstname ~ Al categories v
o] Assignments gt Team project How 10 use your | Essay on stil life Anendance Sh
Admin 9 | DSLR |  photo q
3 Ca[egory Homework - - Test Participation Test
LmEmETs Students O 0 A X Overall DM 100 ¢ 100 P8R 100 i 4 100 P Mg S0/ec P o 100 %
© EBeralan, Zsolt : 79% | B 80 96 100 60 50 %0
@ &iyne, Damizn i 1 85% | A 70 85 95 o ¢ 50 0
3 © corser Troy : 79% | B 40 95 9 90 50 100
illon, James i 1 0
» @ Doilon, Jam 0% | F . 5
I © Doboaca, Olivia : 91% A 96 89 0 36
Mastery © Do Rop : 1] 88% | A L - 3 45 0 95
] o .
Calendar 0 Jefferson, Tom H B 75

If you double click on a cell, a pop-up window will appear with an extra option for leaving a comment.

Jess Potter | Team project

Score

/'IOD

Teacher comment

Good job!
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To configure the settings for the gradebook display, click the Configure icon in the top right. You can
then select options such as what combination of points, percent and grade to be displayed in each

cell.

Configure ®

Large value in cell Score
Small value in cell None
Left value in summary: Percent

Right value in summary: Grade
Display category

Default to full window mode?
Condensed mode?

Display M, |, AB, and X counts?
Show all submission icons
Enable grade map dropdown

Disable alert when the entered
score exceeds maximum?

Include ID column in XLS

}DD DDHDDHIIII

The gradebook has a full-screen mode and configurable display options, including ordering of
students and assignments. It also has pop-up analytics for the whole class, for individual assignments

or for individual students.

Analytics x
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To export the gradebook, click the Export icon in the top right. Then select if you want to export an
XLS or CSV file. If you choose CSV file, select the fields to export, then press 'Export’. This creates a

comma-separated-value (CSV) file that you can import into other systems.

How to use your DSLR
= Export

Select the items for export:

Admin Class information (one line per class)

E= Class ID
Class name
L[| semester
Course code
[ ] section cods
Teacher name

Grade information (one line per student)

Class ID

Class name
MesE Student 1D
Student first name

& Student Iast name
Calend:
iy Overall percent
Qverall grade

Gradebook Overall average points
Qverall weighted score




Getting started guide for Teachers

Mastery and competencies

You can track your students’ progress and undestanding of the class material through competencies.
Competencies are associated with lessons, including content pages and assignments. To associate

a class with competencies, visit the Mastery tab and click Add competencies.

Sport Photography [l Q KarenRichards (§) v
ol | MaSterY + Add competencies
il Competencies
&
Sl Competencies
-] Your class is ready for competencies!
Lessons
News °
II. ° Click Add to create a set of competencies or reuse cne from our library.
Assignments
B
Calendar
B o ==
Gradebock ! 7] —
— o Align lessons and assignments with the competencies that they teach and assess.
th. ; f—
Mastery []
[1]]
Resources
2 W= =
Students = ° Click Coverage 10 see how well your class covers its competencies.
2 =
Teachers

You can add your own or use pre-existing competencies from a library.

Add competencies

Select an option:
+ New
Add new competencies

iii Library
Use competencies from a library or your favorites
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Then fill in the required information and you are ready to start adding competencies using a form or

by importing them from a file:

Add competencies x

Name: |Sport Photography 0] |
Description: Sport Photography Competencies
4

Subject: | Visual Arts v

Organization: | University of Arts

State*: | California '|

Country*: | United States v

Library: (® Personal (O Organization () School () District
* Oprional Save

For example, this is how the competencies for a class might look like:

= & - a
How to use your DSLR is & B H Q KarenRicharos (§) v
:’;‘J'_‘ Mastery + Add competencies
2 Students Competencies Coverage Rules Options
e
Sdns Competencies
g Name Remove
Lessons
Digital Photography -
Ne
Digital Photography
Welcome
Competency
—— 1. Introduction to Digital Photography
1.1. Knowing your camera
th.
Mastery 1.2 Understand basic camera operation
i
Gl 2. Making a photoshoot
2.1. Setting up your equipment
Gradebook
2.2 How ta choase your subject
il L
Resources 3. Composition basics
lesources
2 3.1. Understand basic compositional elements
Students 3.2 Understanding of patterns, lines and textures
a 3.3. Understanding of focal length, aperture and angle

49



Getting started guide for Teachers

Once the list of competencies is prepared, you can tag lessons with the competencies that they should

be teaching and assignments with the competencies that they should be assessing:

How to use your DSLR & & B B Q KarenRihards (§)

Overview of the most basic camera settings

Lesson overview
&

. Sections  Set competencies Completion  Personalize  Notes
Admin

a Set competencies
Lessons

Select the competencies and click Save.

Digital Photography

1. Introducticn to Digital Photography
1.1. Knowing your camera

Shutter speed [v] 1.2 Understand ba amera operation
TG T [ 1.3. Develop a foundation of historical photographic know
> ] 2. Making a photoshoot
Understanding 2.1. Setting up your equipment
light in .
photography 2.2. How to choose your subject
) 3. Composition basics
Carmers [13.1. Understand basic compositional elements
Lamera

maintenance 3.2. Understanding of patterns, lines and textures

In the Coverage analysis tab, you can see how well the class covers the competencies.

How to use your DSLR &4 & E W B Q KarenRicharss (@) ~

Coverage
Here is how well the class teachas and assesses its assaciated competencies
Poar ~ - 3
\ | Gooa Fair Il Poor Unknown
\ L J
News Fe
Welcome
Assignments
i
Calendar
Gradebock
Goot
1h.
RSBl Digital Photography
Q Detals
[] Competency Lessons  Assignments Rating
Students 1. Introduction to Digital Photography
s | ng your camera 5 4 -
-
Parents I:| 12 and ba: amera operation 5 6 -
ax ] 1.3 Develop a foundation of historical photographic knowledge 3 2 -
et 2. Making a photoshoot
b4 ] 21 Setting up your equipment 3 5 -
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In the Mastery grid you can see the students’ progress through each competency and identify the

ones that are doing well or the ones that are struggling.

How to use your DSLR “EEW Q, Karen Richarcs (§) v
i Mastery ARl
Students Competencies Coverage Rules Options
]
Admin Students by first name
ﬂ c Introduction to Knowing your | Understal asic Develop a Mal a Compd
Lessons ompetencies Digital Ph.. camera C fou f hi photc ot bas
a Code 1 11 12 13 2 3
News Students neage | (SEND GEED D D B D L
;D EED D = S = 5
Welcome
54%
E = = [ | e
Sl Ccoeoy 1 () EED EED EER = S
B O oo | (EE) | N D D 2 EE =
Calendar
EFuERET Q omsonzay | (D D D 54% [e6% | =
th. .
ey BCIGERETANEEN - BN BN BN BN BN [e
i & weoeee o (B EED D S S =
Resources 0 e : - i -
*
-
ST O oon P N O S = [ ]

- P
Classes : ' >
IS .

Path:
s
L2
Groups
Assignment R Certificate ‘E Competencies
® — =
6 items 3items 3items
Dashboard
a "
News -
.
O -
Welcome
o B -] 4 . - -
- = A ) —
Users > i g / —
fili & File ih. Grading scale & Lesson
Resources 16 items 6 items 3items

o1
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Using automation in a class

Automation helps teachers save time and makes classes more enjoyable for students. The
automation feature allows you to define actions that occur under certain conditions. You can set up
rules that are performed when students do certain tasks. For example, you can send a custom

message when learners enroll in a class or award certificates when they finish it.
Here is a list of rules that you can add:

Adding rules

Rules can be added to various areas such as classes, lessons and different sections of a lesson.

Add action x

i@ Add to group

Add the user as a member into a specific group.
@ Award badge

Sent to a student when they are awarded a badge
Award cerificate

Sent to a student when they are awarded a certificate.
% Award points

Sent to & student when they are awarded points
B Enrollin class

Enrall the user into a specific class.
= Enroll in path

Enroll the user into a specific path.

¥ Hide assignment
Hide an assessment

& Hide lesson
Hide a lesson
@ Lock lesson
Lock a lesson
A& Send custom notification
Send a custom natification
M Show assignment
Show an assignment
& Show lesson
Show a lesson
@ Unlock lesson
Unlock a lesson
& Webhook
Invoke an API
[d xAPI

Invoke xAPI
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Adding class completion rules

You can add actions that should be performed when the class is completed by going to the class

Admin/Configure page and the Completion tab. Here is where you would normally choose the “Award

certificate” option.

% 3 —
How to use your DSLR is &4 B B Q KarenRicnaras (§) v
v yipm
#leatt. Configure
Basics Tabs Schedule Enrollment Lessons Assignments Completion lews feex atal E-commerce ore
-]
A Completion requirements
The course is considered completed when all its accessible modules are completed.
= Disable
Completion actions
Welcome Add acticns here that should be performed when the class is completed, such as awarding a certificate
Action Added Edit  Remove
B =1 Sond the "class completion' canned message Jan 18,2016 4 -
h. Award certificate Completion certificate Jun 3,2016 rd -
Mastery .
= Enroll in path Mastering p ny Mar 6, 2018 rd -
8
Calendar B Enrollin class How 10 use your DSLR Mar 13,2018 & -
Award certificate Certificate of completion Apr 24,2018 rd -
Gradebook
+ Ada
i

Adding rules for lessons

To add rules for a specific lesson, click on a lesson and go to its Completion tab. The process is similar
for content pages.

26 3 Fony
How to use your DSLR is & B H Q KarenRicnaros () v
i o How to photograph moving objects
Lesson overview
. o Sections Competencies Completion B Personalize  Notes
Admin
2 Completion requirements
Lessons P q
P The lesson is considered completed when all its sections are completed
Introduction B B
Completion actions
]
Hom Add actions here that should be performed when the lesson is completed.
photograph .
moving Action Added Edit  Remove
objec
™ * Award 100 points for game Participation Jan 25,2016 Fa -
¥ Hide assignment Essay on shutter speed Mar 26,2018 rd -
& Show lesson Shutter speed and aperture Apr 18,2018 K -
W Award badge Best Student for game Participation Apr 23,2018 Fd -
W Add to group The use of light Apr 23,2018 rd -
+ Add
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Using gamification

Gamification is based on our automation feature and allows you to create site-wide and class-wide
games where students can earn points and badges by doing certain tasks such as completing

assignments. They can also advance through levels and see leaderboards with rankings.

Configuring gamification in a class

Visit the Games tab and click Add to add a new game to your class.

2

=  Analog Photography & & B W B Q KarenRicharcs (@) v

g oo
=

This area is ready for games!

Admin
(-}
2 [~ —
Lessons o — : ° Click Add to create a game, then add levels and configure its leaderboard
o =01 -
News

Assignments

] ° Add rules that award points and badges based on student activities.
Calendar

L]

Syllabus

* .
Gradebook ‘ 200 5of7

ih. e Students will see their progress and leaderboard ranking.

Mastery — W
0 s

Analog Photography & B W B Q KarenRicharos (§) v
ﬁ Analog Photography Game © Games | oo derboard
Add the game dascription here No plavers have points
. & # Edit | = Delete
Admin
= Levels
Lessons
- There are no levels set for this game.
News + Add
Assignments Badges
] There no badges set for this game
Calendar
o Points
Syllabus There no points set for this game.

LR eaderboard settings

1 Option Value
Mastery
Enable
i
W
Resources Show to students
Include completed students [l

Students Size
. 54




Getting started guide for Teachers

After adding the levels and points for each one, you can begin adding rules for lessons, sections, and

assignments that award points and badges.

Award badge

Game Select

Select
Badge Participation

Message: (® Canned () Custom () None

Subject

You were awarded badge @badge_name

Content:

Congratulations, you were awarded badge @badge_name!
@why

To see your awards, click here

Filters

No filter is set for this action.

i
ey S 24 3
€ Games
Participation Leaderboard
- & Edit | = Delete o Steven Timm * v
Advanced 408 9
1
Admin Levels Zsolt Bertalan * @
Advanced 283 7
Ls?j . Levels Points  Edit  Remove e Sally Johnson * @
.l Beginner 100 7 - Advanced 270 6
. <en Sanders * @
Nev al Intermediate 200 ra - Advanced 260 3
al Advanced 300 & - Ryan Smith * v
Welcome Advanced 210 2
al Expert 600 rd -
Tracy Mullon * v
S Imermacizte 210 2
I 5
= + Add
Jamie Powell * v
il Advanced 210 3
Mastery
Badges Olivia Dobcaca W @
1] Intermediate 200 3
Calend: Description Badge
Calendar ° Rob Dove * @
@ For completing section Understanding basic camera settings. Gold star Q Imermediae 00 4
Gradebook — o Natalie Staton * @
- @ For completing assignment What does auto mode help with?. Mostimproved (|2} Advanced 200 1
~
sources For completing assignment Essay on the use of light in @
v Great job
o photography. L
-
HLEEE W For completing lesson Shutter speed and aperture. Best team member ﬁ
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Taking attendance

You can track student attendance for a class session, including arrival on time, arrives late, leaves

early or is absent. You can also excuse a student and include a note. You can award points for

attendance by adding one or more attendance assignments.

Assignments

]

Calendar
Gradebook
il

Mastery

Resources

Advanced Photography

Attendance

Details @B Summary

Student v A O
° Bertalan, Zsolt 2.0 1
° Doboaca, Olivia 2.0 1
@ _ohnson, sally 300
0 Philips, Jeremy 2/0 0
o Rangel, Armando 2.1 0

@ roserts, Jen 3.0 0
o Stane, Trish 2.1 0
o Thomson, James 3.0 0
. Timm, Steven 3 00

0'\':slsrs Roland 3|00

4

Apr3g i

e <«

<

S

AN

Apr26

v

A N N N N A N NN

% 5 —~
i & B W Q Karen Richards Q@ v

B rForm Export 4 Add  E3

+ Present A Absent (D Arrived Late (D Left Early

Apr2d i

v

S N N N N N

To record attendance for a session, click Add, enter the time of the class session and the details for

each student:

* Opticnal

Status: Present

Present

Mote: Arrived Late

Left Early
Absent
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To see a summary of students’ attendance, click the Summary tab.

ﬁzs hﬂ ::: I 1 Q, Karen Richards ':i:' v

Attendance summary @ Export | B
Detalls  Summeary @
e
i Student Ontime  Arrivedlate  Left early Absent Excused
L o 9 Bertalan, Zsalt 3 1
o Doboaca, Olivia 2 1
Ee3 e Johnson, Sally 3
Welcome
0 Philips, Jeremy 2 - 1
E
ment o Rangel, Armando 2 - - 1 1
i
Calendar s Roberts, Jen 3
Gradebook g Stane, Trish 2 - - 1
th. N con Jammec : ; ;
& homson, James 3 2
Mastery - s

To export the list, use the Export button:

®x 5 ' =
Advanced Photography & & B W B Q KarenRicharss (§) v
Attendance B rom[@® Epon] + 40 3
Details @ Summar: + Present A Absent D Arrived Late (D Left Early
&
done Student v A ©O O M3 Apr3o i apras i sprzd i
. ﬂ 3,0/ 10 v [y v v
3/0 10 v v v 0
News
3 0/1 0 [ )] v v v
Welcome 3,0 01 v () v v
3.1 00 v A v v
Assignments
4/0 00 v v v v
]
Calendar O stne mrisn 3/1 00 v A v v
-
homson, James 40 00
Gradebook “ v x v v x v
" @ Tim, Steven 4/0 0 0o v v v v
Mastery e
Q viatters, Rolenc 400 00 v % v v x v
i 3 3
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Importing/Exporting class content

Our site allows you to import/export class content using Common Cartridge Format (CCF), which is
the industry Standard for import/export of class content. We also support importing classes from

Moodle or Blackboard.

For example, to import content into a class, click Admin/Import. Similarly, to export class content go

to Admin/Export.

Upload file

Local Resources Equella Add source

Select the file to upload and click Continue. You will receive a message when the upload is complete.

Automatic notification x
From: Automatic Notification
@ Apr 24, 412 pm (less than a minute 2go)
Subject: Common cartridge import complete

Your common cartridge import is complete. To see the results, click here.

:
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Creating learning paths

A learning path is a set of goals that a student must accomplish. Paths are used to create a
personalized learning experience for them. You can configure goal completion and define actions that

occur when the path is completed.

To add a new learning path, go to the main left bar.

Dashboard

Teaching E&

Classes

Mastering photography

Groups 28 Catalog - Enroll | + Add

®
Dashboard

2

G HREW Q. Karen Richards ‘:}:\,' ~

I e, A
A= Goals * 2% Admin o
‘-l’ Your path is ready for goals! - Not published

o publish

dmi ~ Access code: HOBM-NTPP
B reser
@ ° o Add goals by clicking Add at the top of this page. Each goal is a class
Goals that the student must complete. 2 Creztor:
Karen Richards

28 Catalog: Fashion

Announcements

Invite students to enroll themselves using the access code HOBM-NTPP 4 None
or enroll them by visiting the Students area and clicking Add.

Students °
- 00000

Admins

b4

Games

For a social experience, post regular updates and encourage discussions
in the News area

@ ﬁ o To configure your path features, visit the Admin/Configure area.
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Choose the classes that you want as part of the learning path:

Add goals

Select one or more classes to be completed and then press Submit,

‘F\her ‘ ‘ All subjects

[[] Analog Photography
Analog Photography - Art

[] Artistic Photography
Artistic Photography - Fine Arts

Composition and Storytelling
Composition and Storytelling - Art

|:| Foed and Preduct Photography
Food and Product Photography - Visual Arts

[1 Graphic Design Fundamentals
Graphic Design Fundamentals - Art

How 10 use your DSLR
How to use your DSLR - Art

Light in Photography
Light in Photography - Fine Arts

[ Nature photography
Nature photography - Art

[ Portrait Photography

Drtrait Dhntnnranbns - fierinl Arte -

You can then post news, enroll students and configure the learning path. You can also add rules such
as enrollment actions through the Automation tab and games in the Game tab. Personalize the

learning path by clicking the configure icon next to a goal:

Mastering photography &4 B W B Q KerenRicnaros () v
L_ Pl Composition and Storytelling € coals
e . .
Completion  Participants
&
Admin ShOW
= Disable perscnalization
@
Goals = Remove
B [] Name Added When
News
< O 0 Tom Duvan Manually Tue Apr 24,2018, 232 pm
-
ST O Q Rob Dove Manually Tue Apr 24,2018, 2:32 pm
W
Admins + Add | % Al
L d

Games Hide

& = Remove
Auomaricn - RN Added Vinen
[} e Sally Johnson Manually Tue Apr 24,2018, 2:33 pm
m O o Jim Johnson Manually Tue Apr 24,2018, 2:33 pm
Alina Toderascu
+ 400 | # Al
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Communicating with users

You can communicate with your students and other users through our private messaging system. To
see your inbox, click on the message icon in the top right bar. A drop-down menu will appear that lists

your most recent messages.

Steven Timm

. Hi Karen! X
Sys Admin

n EO April Newsletter X
Apr 3, 457 pm
Sys Admin

n NEO March Newsletter X
Mar 5, 5:06 pm
Sys Admin

O X

- Sys Admin .

MEM lannarns Mawwclattar A4

= Seeall + Markallread 4 Newmessage #£¥ Configurs

To read a message, click on it. To reply to a message, click Reply, enter your response and click Send.

To delete a message, click Delete.

Message from Sys Admin x

From: n Sys Admin
R &Y @ Mar 5, 5:06 pm (49 days ago)

Subject:  NEO March Newsletter

.

Composition and Storytelling How to use your DSLR Wildlife Photography

HB0Y - 90709 Contact us €658

L) 3 ARRRN

Micro learring. 15 minutes wtes Micro keaming, 10 minutes
) Tosersseu, Aina 0] ) Toderascu, Aloa

< >
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To send a message to someone, hover over their name (links to users appear in most places in the
site such as a list of students, teachers, profile pages and in the forums), click Send Message, then

enter your message and click Send.

‘jﬁ 4&3 ) Q, Karen Richards {}:}' ~

A Catalog Friends My students Students Bl Teachers TAs Parents Administrators  Archived C sortbyvisited Q| [

7 Students

Grades | |l Portfolic
T [1 Student Classes Completed Deactivated Groups Awards Parents Last visited
Paths
" ] o Bertalan, Zsolt 5 3 2 15 25 Online
L]
Groups
o O 3 2 2 6 19 6 days ago
®
Dashboard 1 19 days ago
] 7 g about 5 hours age
1 1 2 2 5 8 67 days ago

Welcome

R Catalog Friends My students Students Teachers TAs Parents Administrators — Archived Q
= My students
clas Message Grades
T [] swadent Classes Groups Parents  Last visited
Paths
O o Bertalan, Zsolt 10 15 about 3 hours ago
Groups z Blyne, Damian 7 3 15 days ago
o
Dashboard ] o Coboaca, Clivia 3 7 1 day ago
N Q Dove, Rob 5 5 77 days ago
[
O 0 Duvan, Tom 11 6 77 days ago
W ]
. 0 Jackson, Phil g 5 22 days ago
-
Users
o O O Jefferson, Tom 3 4 16 days ago
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Similarly, if your site administrator has enabled this option, you can also chat with online users.

‘dz‘ iz ff ™ EH Q Karen Richards (

[l a Dove, Rob 1 2 2 5 8 67 days ago
Welcome
- ] 0 Duvan, Tom 8 2 1 6 13 68 days ago
Users
P [] 0 Ford, Tom Never
R
] 0 Jackson, Phil 5 2 1 5 9 13 days= ago
z "
Reports Ur y s 2 2 4 5 7 day
D 0 @ « Onling ° fcavs B
[l Send message % Chat @ Skype N =
Karen Richards R X
v [l e Johnsen, Sally 10 3 16 | Discussion Users
James Stevens K Richards: Hi Sally!
aren Richaras: Hi >al
Q [J a McGreger, Tom 4 1 4
sally Jonnson [ o Mihai, Livia 1
] n Mullon, Tracy 5 1 3 2
Steven Timm
[l . Murray, Danielle 1 3 3 4
[l o Pavaloiu, And 11
U 0 Philips, Jererny 3 1 2 write a message You
K
[] n Poppins, Martin 5 3 1 R\acr:;ms
O Potter, Je 1 1 V| Mute

1 Q, KarenRicharas (§)

Info  About
[ [l Enrolled School
[ ] Grades g University of Arts
Info Schools in CA
Enrolled
P [ class Progress Scores  Grade Due Mastery oo More
W ) \ar 20 Communication
[ tography A W )
* U : o £ J 2‘,0;1593 o B Send me
Awards .
Anar + Add friend
Ei (e ] - - 1 - Ei’iig%ow & B Ignore messa
; %  Monitoring
[zl
_ May 4, 2017 * Report
AimiE - £5 025 500 o
[
Partfalio o o 10 N Account
- 1
™ 100% a Type: Student
Parents B Joined: Jan 25,2016
- ; . May 4, 2017 o @ Lastlogin: 6 days ago
Friends dzcaypzae
9, Login credentials
2 - -
ogin history B+ Jan 25,2018 C  Reset password
CI=Ey a1% 1 ’\‘, 130avs a0 o
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Notifications

To see all your notifications, click the notifications icon in the top right bar. A drop-down menu will
appear that lists your most recent notifications. Notifications include posts from forums you are

subscribed to, enroliments, new submissions that need grading, and more.

Q?s *3 =::: I ) Q, Karen Richards 'I&:I' v

Automatic Motification
o Grade recalculation completed X
Automatic Notification
Class copy completed v

9:37 am

Zsolt Bertalan
Re: Photoshoot session X

Anr 16 1-40 o

Sally Johnso
@ Re: How to use your DSLR: Class announcement X

E seeall + Markall read £ Configure

To select which notifications are automatically emailed to you, click the Configure option. If you are
subscribed to a forum, you can reply to a posting directly from the notifications box or click “See

thread” to see the entire thread on the forum.

Notification from Zsolt Bertalan x

From: Zsolt Bertalan on forum Questions about the class
@ Apr 16, 1:40 pm (8 days ago)

Subject: Re: Photoshoot session

I'min!

Reply 1o forum [l See thread >
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Summary

The Getting Started Guide for Teachers provided the basic information that teachers need when they

first start using NEO.
Some of the topics we covered were: navigating in NEO, using the Help Center, creating and
configuring a class, adding lessons and assignments, enrolling students, communicating with

students and taking attendance.

If you have any additional questions, please browse the Help Center or visit our support forum.

WwwWw.neolms.com

0000006
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