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The Piece Parts: Lesson Books, Unit Plans, Lesson Plans
and Lesson Pals

" 4. - Lesson Books — The Lesson Planner is organized into

/ . .
V Lesson Books. You are automatically given one book per
l course section or subject you are teaching. There can also

- Unit Plans — Lesson Books contain Unit Plans. One
“default” Unit Plan is automatically created in each Lesson
Book. You can have one or many Unit Plans in your
Lesson Books. Unit Plans contain Lesson Plans.

be “template” Lesson Books.

- Lesson Plans —You create the Lesson Plans for your Units.
You can put an unlimited number of Lesson Plans in each
Unit Plan. Lesson Plans last for one or more days and are
laid out on your Lesson Plan Calendar. Lesson Plans can
be copied and moved from Unit to Unit and Lesson Book
to Lesson Book and day to day on your Calendar.

&

- Lesson Calendar - Lessons are laid out on your Calendar
and assigned to be taught on specific days. These ‘due
dates’ can be easily changed and Lesson Plans seamlessly
shifted to new dates.

ﬁ';i - Lesson Pals — Your Lesson Pals are other teachers you
have requested collaborate with you in polishing your
Lesson Plans and with whom you can share plans.

iz ™% . Reviewers — Reviewers are administrators and other
Genesis users to whom you formally release your plans

for review and who can comment on your plans. There is
a separate Reviewer’s Guide for Lesson Planner.

1Y 1Y 1Y s 1Y 1Y 1Y s
s S S £ S £ S £ S £ S £ S S
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First Things First: Setting Up Lesson Books

You must identify the Staff Member Object(s) which really identify you.
Before you do this you will initially see the following screen:

Genesis Genesis Township Schools & 5 DR g 4
School Year:  2011-12[>) 3 [+]
chool Year: Genesis High School |~ et

Student Data | Attendance | Calendar | Gradebook | Web Desk JECEELLEZERGETS
Lesson Books |Calendar | Setup Review Plans Reports

Lesson Planner.Calendar |~

Monday Tuesday Wednesday Thursday Friday

0 total courses << 08/06/2012 | [ 22 08/07/2012 | 08/08/2012 08/09/2012 08/10/2012

No schedule has been found for your user
during the week of 08/06/2012

Here is a list of possible solutions:

Make sure you have attached a staff member to your user account in the by clicking here.
- Update the start and end dates for your type ‘Semester’ Cycles. Makes sure there are no gaps in the dates. (Setup -> Schools -> Attendance Cycles)
- Check your school calendar to make certain that the cycles days have been applied.

Make sure you have active Lesson Books.

This simply means that either you have not linked yourself with your Staff Member
Object(s) or “teacher structures”, or that you have no course sections/subjects listed in
the school’s current Master Class Schedule. Either way, the first thing you must do is
to attach yourself to your “teacher structures”.

Procedure to Select a “Default Teacher”
If more than 1 Teacher is assigned to your Genesis User Login, use this procedure to
select “who you really are” — the Staff Member identities that really represent you.

1. Navigate to the Lesson Planner->Setup->Staff-to-User Screen

2. Staff Members — Select the Staff Members who really represent you. Check
the checkboxes for all Staff Members who “are you”. You may only see one
listed — this is fine. Choose at least one. IF THERE ARE NO NAMES LISTED
HERE CONTACT YOUR SYSTEM ADMINISTRATOR.

3. CI|ck “Save” to save your changes:
Lesson Planner

Lesson Books Calendar | Setup | Review Plans Reports
[Lesson Planner.sotup =]

Staff to User | Lesson Pal Requests® | Document Management Integration 8 Custom Fields | Templates | Admin Tools

Please check off the staff members who represent you

Staff Member Schoals Type

Andrews, Jim Genesis High Schaal m
Genesis High School

Y. Jack East End Middle School m

Save
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Personal Preferences
Next, it’s time to set your personal preferences for Lesson Planner operation:

Lesson Planner Preferences

How many courses would you like to display on your calendar? i

Display lesson books, that are not attached to a course, on the Calendar screen? * Yes MNo

Print font size? Large ¥
Order lesson books by? Sequence ¥

Fit row height to screen size (Calendar)? L4
Default new Lesson Plans to 'Sharable'? Ld
Show standards on Weekly Lesson Plan Report? Ld

Email Address:  janrussak@yahoo.com

Save Preferences

Procedure to Set Personal Preferences

1.
2.

Navigate to the Lesson Planner=>Setup=>Preferences Screen.

How many courses would you like to display on your calendar? — Select the
number of course “strips” to display on the Calendar on a single page. This
controls how many courses are visible on your Calendar at one time. You can
always navigate to all your courses, no matter how many are displayed.
Allow lesson books that are not tied to a course on the Calendar? — This lets
you create new lesson books and display them on the calendar screen. Select
Yes or No.

Print font size? — Select your preferred font size for reports.

Print font size? | Default Iz‘
Default

Larger
Largest

Order lesson books by? — On your Calendar screen, Lesson Books can be listed

in either “Period” order or in “Sequence” order.
Order lesson books by? |Period

Sequence
“Period” order lists your Lesson Books top to bottom by your class periods.
“Sequence” order allows you pick the order you wish your Lesson Books to be
listed in. You specify the “sequence number” for each Lesson Book on the
Lesson Planner>Lesson Books=>List Books screen. See below “Ordering Lesson
Books on the Calendar”.
Fit row height to screen size? -
Default new Lesson Plans to ‘Sharable’? - Every Lesson Plan can be set to be
‘shared’ with your Lesson Pals and published to the Library. This controls your
personal default. When this is checked your Lesson Plans will default to
“sharable”. When it is unchecked, your Lesson Plans will default to being
private to you.
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8. Show Standards on Weekly Lesson Plan Report? - Checking this prints the
standards to be covered on the weekly lesson plan reports. Otherwise, to
save space and paper, the standards are not printed.

9. Click [save Preferences | {5 sgve your changes. — You must save!
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A TOUR THROUGH YOUR LESSON CALENDAR

The Calendar is your number one “Home” screen in Lesson Planner. This section takes
you on a tour through its piece parts.
The Lesson Planner->Calendar screen displays your weekly Lesson Plans:

© P~ [ F Wal l‘ﬂr':
Mod

Doctuments  Lesson Planner  Standards

Ges

Iessonplanaer
Staff

Select your books or your Lesson Pal’s books.

<< Previous

Each strip is a separate “Lesson
Book” or course section.

Tuesday Wednesday

e " Left side block describes the details of the
associated Course Section/Lesson Book and
displays useful icons and controls. These
blocks can be color coded by class.

Craam Swaren Pase Craame Saaren Base

Every “box” is one day for one Lesson Book —
many lessons can be in one ‘class day’.

s cruam Saaren s crum Suaren s Ccruam Sasren e

The left side Course block describes your course and gives you

= man == information about the Lesson Book. Click on the course name to
US HISTORY 2 open the Lesson Book settings screen.

Barry USHISTORYZ - Click on the book’s name to bring up the “expanded

M;:;"F‘?‘Ff plan” view for this Lesson Book for the selected week. See below.

E Copy all Lesson Plans for the week to clipboard.

Gradebook
araseblok

- Hide this course — Remove it from the Calendar.

- Get a PDF of the week’s lessons for this class.
[_Gradebook | _ ot jink to the attached Gradebook.
- Submit the Lesson Book for review for the week.

The Calendar displays one week of lessons at a time. The Week Navigator appears in
the “Monday” column header:

Next>> IS Monday Select week or use the
R a=t .
6 Total Courses c[06/23/2014  |EHe “Previous”/”Next” arrows.

Day Cells: Each day ‘cell’ can contain Unit anu Lessuii Fian ks, cacii starts vut
empty:
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s Each day has three controls along the bottom that are used to fill
the cell with a Lesson Plan:
e  C(Create — Create a new Lesson Plan
e Search —Search for existing Lesson Plans to copy or

move here.
= = e Paste —Paste a Lesson Plan copied elsewhere into this
cell.

Calendar Day Cells with Lesson Plans

Introduction Once there is a Lesson Plan in the Day, the
Year Summary Part I buttons along the bottom change:
e OF e Add - Add a new plan to the day
Edit | Move || Del | copy | e Paste — Paste the plan on the clipboard
into this day

e  Print—Bring up a PDF of the day’s plans
e  Search — Bring up the Lesson Plan
search tool.

Add Paste Print  Search

Lesson Plan Name and Function Buttons
In addition, each Lesson Plan in the day has a set of function buttons specific to that
Lesson Plan. Each Lesson Plan has its own set of function buttons just below it:

e Edit —Bring up the Modify Lesson Plan screen for this lesson.

e Move — Move the Lesson Plan to another day.

o Del —Delete this Lesson Plan from the day

e  Copy — Copy the Lesson Plan to the Clipboard.

o

= - Assignments — The Plan contains template Assignments. Click to bring up a
screen listing the Assignments.

i
. Standards — The green shield indicates the plan includes standards.
- Documents — One or more documents are attached to the Lesson Plan

@ . Linked — This plan is linked to others.

Welcome to Bioloav . p|gn Name links to Lesson Plan Summary screen.
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Courses Visible at One Time on the Calendar

The number of courses visible on the Calendar at one time is controlled by the “How
many courses would you like to display on your calendar” parameter on the Lesson
Planner->Setup->Preferences screen. To navigate through all your courses, use the
control at the upper right corner of the Calendar day cells:

s> This control lets you step through all your courses, showing the

number of courses you have chosen to see at one time in the strips
S on your Calendar screen. If your chosen number is 3, you will see a
s total courses . Maximum of three courses at one time on the Calendar.

Uext 22 Yonday Tuesday y Thursday Friday
e — =22 [04/16/2012 2> 04/17/2012 04/18/2012 04/15/2012 04/20/2012

— Summary Introduction Summary

3
Par 1 ] PRS- CE-NE]
tmne, oY [Ede | move | pel T Cooy | [Edt_J move | el | copy ][ Edt | move | pel [ conv |

42 Add Paste Print Search Create Search Paste Add Paste print Saearch Add Paste Print Search Creats Search
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CALENDAR SINGLE DAY VIEW
You change the view from an entire week to one day. To do this click o the
highlighted date at the top of the day you wish to view.

Thursday
04/19/2012

Clicking the date expands the clicked date into a full screen view:

tax =z

<< Previous 04/18/2012 Wed Thursday Frio4/202012 Next >>

UNIT PLANS
Russak

Crasts Saarch Paste

Summary

Standards
5.4A Grade 12 CPI 01
5.4a Grade 12 CPI 03
1520373 5aa Grade 12 CPI 03
)5 HISTORY 2 5.4a Grade 12 CPI 05

Barry 3.11-12.RSTA Grade 12 CPI 02

Per. 1 3.11-12.RSTB Grade 12 CPI 04
e 3.11-12RSTC Grade 12 CPI 07

= Assignments

1. Summary HW, Due 04/16 2. Quiz, Due 04/16 2. Quiz, Due 04/16
Documents
1. Deptford Township Schaols.doc

Note that the
color here is the
Lesson Book’s

color code.

You can navigate through the days by using the Next and Previous day buttons:

<< Previous 04/18/2012 Wed Fri 04/20/2012 Next >>

Thursday
04/19/2012

To return to the full calendar view, reclick the highlighted date:

Thursday
04/19/2012

Other Messages that Appear in Calendar Days

Messages can appear on the Calendar. For example, if conference slots have been set
up for a Teacher, that information can be displayed on the teacher’s Lesson Calendar.
Days when school is not in session are also displayed:

School is not in session

Create Search Paste
Note that on days when school is not in session, it is not possible to add Lesson Plans to
the Calendar.
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Calendar “Expanded Plan” Week View

When you click on the name of a Lesson Book in the left side label, the Calendar screen
changes to “Expanded Plan” mode. The Calendar focuses down to the one Lesson

Book and expands all of that book’s plans for the week to display their contents:

uangay
«[101422013

Torsdey I Wednesdey \ Thursder J ey

o 2o
Unit Plan 1 =
Features of Non-Fictlon Text 4

vens

Differentiation
Partner work b

ith & partner.
te nanfiction elements et

Parts of Unit Plan 1
Lesson Plan 17

veo

Lesson Plan 51

Objectives

You can still do all
normal functions
to lesson plans.

s s e e)

Assignments

The contents of all of
the week’s plans (for
the selected Lesson
Book) are displayed.

Documents

[
Bagns

per. 1
MTWRF, Y

Re-click the name of

(e ) o) oe ) Coomr)
the Lesson Book to | —

return to the regular
Calendar screen.

(Cese J(wove 0w )(cony )

You can add
additional plans to
any day of the week,
just as on the regular
Calendar.

The “Expanded View” displays the contents of all lessons for the week and allows you
to perform all normal Lesson Plan operations: create new plans, copy plans, move
plans. You simply do this with all plan content on display.
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Setup Lesson Book Preferences
Lesson Book Preferences can be set on the Modify Lesson Book screen:

Select Book: | ENGLISH 1AC-A v

Lesson Book: ENGLISH 1 AC-A

I this lesson book tied to one of your courses? | 10165/4 ENGLISH1AC ¥
Is this lesson book tied to a gradebook? | 10165/4-ENGLISH 1 AC, MTWRF, Per. 10 (FY) ¥ | 3419
What is the default set of standards to use for this class? | CCS A
What is the default standards subject to use for this class? | Language Arts ¥
Check to make this lesson book private
Show lesson book on Calendar Screen? (¥
Select a lesson plan template | Default Lesson Plan ¥

Sequence [B

Background: |Purple v | GElecieaicolon

Department: English
Grade Levels for Lesson Booki 08 [J 10 [J 11 [ 12

(Sl View 19 Units in Lesson Book

(RO View 42 Lessons in Lesson Book

These are your preferences for a single Lesson Book.

Procedure to Set Lesson Book Preferences

1. Navigate to the Lesson Planner=>Lesson Books=>List Books Screen:

T Gens s Hih Scvon .

<<Previous  Documents Le
Lesson Books [NEalEnd et

< [ Lesaon Planne

mn:: oecistooes SmiortsCoverge

You are currently sorting your books by book sequence. Click

-m
ENGLSH 14C-8 khaki v | Color Language Arts . By i}
ENGLISH 14C -4 Puple v | (EEIER Language Ars - Y ? B a2 1 2 &
"ENGLISH 1 HON creen v | [0 Language A - = 130 ERF T : @
US HISTORY 2 None ¥ | Color v Y € 5 L] s | &
lus HiSTORY 2 Mone v | color . #v L =S 7 8 1 @
{US HISTORY 2 Mone ¥ | color v Y L =8 180 0 14 0 B
JUS HIST 2ECON Mone v | Color v Y L =% 170 o 14 o &8
1US HIST 2ECON None v | cColor - ¥ € 1 24 1 |2
|US HISTORY 2 Light Blue ¥ | Color L FY L ﬁ 200 x & 0 @
JUS HISTORY 2 Mane * | color Ll FY o L= 210 1 1 2

2. Locate the row for the Lesson Book you W|sh to update and click on the 2Edit
icon on the right hand side. This brings up the Lesson Planner>Lesson
Books>Modify Lesson Book screen.

3. If you are using Genesis Gradebook, and have a Gradebook for this course,
you can link it to this Lesson Book by using the Is this lesson book tied to a
Gradebook drop down:

Is this lesson book tied to a gradebook? -

4. What is the default set of standards to use for this class? This is an ease of
use capability. Initially no default standards are set:

What is the default =et of standards to use for this class? -

What is the default standards subject to use for this class? Sslsct and save a sst of standards showve in order to fill this in.

To set a default set of standards, first select the year of the standards:
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What is the default set of standards to use for this class? | CCS v

2009-MJ-PRE-K
2009-MJCCCS
AUTOMOTIVE

LOCALSET1
SCIENCE
| WIDA

What is the default set of standards to use for this class? | CCS v

After selecting the Standards Set, click the button. This causes the
Subjects for the selected Set to be displayed in the drop down:

What is the default standards subject to use for this class? | Language Arts ¥ ]

IMathematics
Select the subject you wish to use as the default. This will cause the selected
standards set & subject to be the default for every “Search standards” action
for this Lesson Book. (E.g. NJ 2009 / Social Studies).
5. To make this Lesson Book private — to keep it just for you yourself — check the
“Check to make this lesson book private” checkbox.
Check to make this lesson book private

When a Lesson Book is private, your Lesson Pals cannot see it.

6. To hide the Lesson Book from the Calendar screen, uncheck the “Show lesson
book on Calendar Screen?” checkbox. When this checkbox is checked, the
Lesson Book is visible on the Calendar screen:

Show lesson book on Calendar Screen? ¢
When this is unchecked, you can find your hidden Lesson Books on the Lesson
Planner->Lesson Books screen.

7. Select a Lesson Plan Template to use for this Lesson Book. You will always
have the “Default Lesson Plan Template”. Other templates may be setup for
you and made available by your administrators — or you may have access to
the Lesson Plan Template creation screen:

Select a lesson plan template | Default Lesson Plan ¥

8. Optionally select a “Sequence” for this Lesson Book. If you are ordering

Lesson Books by “Sequence Number” this is this book’s “Sequence Number”:
Sequence 2

9. Optionally select a “Background Color” for this Lesson Book. This allows you

to color code Lesson Books on the Calendar screen:
Background: |None |Z| Selected Color

10. To specify the grade level(s) covered by the plans in this book, please select
the grade levels:

Grade Levels for Lesson Book: gg 10 11 12
There will be a checkbox for all grade levels in your school.
11. Click to save your other changes.
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Ordering Lesson Books on the Calendar

The order of your Lesson Books on the Lesson Planner=Calendar screen is controlled by
the “Order lesson books by?” parameter in your Personal Preferences. Lesson Books
can either be ordered by the “period” during which the course or subject is taught —or
you can personally choose the order by using the “Sequence” number field of the
Lesson Book’s preferences. If you choose “Sequence Number”, you MUST set each
Lesson Book’s “Sequence” number field in order to position it properly in your list of
Lesson Books. Use the “Procedure to Set Lesson Book Preferences” immediately above
to set the Sequence number (and thus the position in the list) of each Lesson Book.

The Sequence number for a Lesson Book can be changed at any time.

Making New Lesson Books

You are automatically given a Lesson Book for every course section or subject you are
scheduled to teach. You can create as many additional Lesson Books as you wish. To
do this, go to the Lesson Planner=>Lesson Books=>List Books screen:

You s bcks by besk sesutnce, Click bare to chargs wour sertcrder
I T e S I ™ I ™S = I
Toac-g Wous v | Galer amcune Ara B e F. - 5 <

&
[
o

Create book
button

FAIIINIOD
o

Textfield for
name.

B
ERERRRRERARRERARRERD

b b i [l

At the bottom left of that screen, there is a [e===t==n2= hytton. Click that button to
create a new Lesson Book. The new Lesson Book will have a standard name: “Lesson
Book 1” (“Lesson Book” followed by a number). You can change that name to
anything you want.

CAVEAT: Lesson Books you create manually cannot be attached to Gradebooks. If you
are scheduled to teach a course or subject and you do automatically get a Lesson Book
for it, please tell your System Administrator. DO NOT MANUALLY CREATE LESSON
BOOKS FOR COURSES/SUBJECTS YOU ARE SCHEDULED TO TEACH.
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Create a New Lesson Plan
A lesson plan can be created directly in the “class day box”:

Procedure to Create a New Lesson Plan

Ogutijr;-d;ovlz 1. Navigate to your Lesson Plan Calendar:
Lesson Planner=>Calendar Screen

= 2. Locate the day box in which you want to
Select Unit |Z| | |
N create your lesson plan.
Unit 3. Click the Creats button for the
e LEmeT cell. This brings up the “Select or Create
Unit” control in the cell.
Create Search Paste

4. Select a Unit or Create a Unit

5. Click the —Createtesson | hytton. This
creates the lesson plan and brings up
the “Modify Lesson Plan” screen.

Clos= T4 create a new Unit, simply type the name
Select a Unit Unit Plan 1 ~ of the new Unit in the “Create Unit” text
or Create field. The Unitis created when you click
Uit Create Lesson | Only a name is required to
[ ereste Tegsan create a Unit — all details can be filled in

later.

Procedure to Create and Fill in a Lesson Plan

1.
2.

w

6.

Go to the Lesson Planner=>Calendar screen.

Find an empty day cell and click on the = ©r=at=_ " button. This brings up the
“Create Lesson” form (see image above).

Select Unit or enter a name for a new Unit.

Click Creatslesson | This creates the Lesson Plan and brings up the Modify
Lesson screen.

Update the various plan fields (these fields maybe different for your

template):

Lesson Title

Days

Standards

21st Century Skills
Interdisc. Connections
Tech Integration
Equipment Needed
Goals/Objectives
Learning Activities or Instructional Strategies
Differentiation
Resources Provided
Assessments

Lesson Assignments

CI|ck the button to store your changes.

3T FT oo A0 00 0TO
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A Tour Through a Lesson Plan

The Modify Lesson Plan screen is brought up when “Create Lesson” is clicked. The only
populated fields are the name of the Unit Plan and the Title of the Lesson defaults to

“Lesson Plan 1”. This example uses the default Lesson Plan Template.
ETrre— Eaace

Lazson

| oo books | it Bovks [ i Pl Leson Pars | Dubedooks | Copy emans | Siamiaris G |
e

Sharable: * Public Library:

Save Lesson

The Lesson Title is what will appear as the name of the lesson plan. This defaults to a
simple “Lesson Plan #” and should be changed to reflect your design for the Lesson

Plan:
Lesson Title: Lezson Flan 51 Sharable: ¥ Public Library:

The Days counter reflects the number of class-days the lesson will last. This defaults to

1 day but can be adjusted for longer lessons:
Days: * ¥ | Time: Scheduled to be taught on 06524

Adding standards to the Lesson:

[Search for Standaras (CCE)
Languzsgs Aris v |

The “Search Standards” tool defaults to the Standards Year and Subject you chose for
this course on the Modify Lesson Book (i.e. preferences) screen. See below, Searching
for Standards.

Informational Fields

The following fields are “FYI” only and are not processed internally:
- 21% Century Themes

21st Century Themes:|[] Global Awareness [] Financial, Econamic, Business, and Entrepreneurial Literacy [] Civic Literacy [] Health Literacy ]
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- 21% Century Skills

[] creativity and mnovation [0 critical Thinking and Problem Solving [C] communication and Collaboration [] tnformation Literacy
[C] Media Literacy [7] 1CT Literacy [ Life and Career Skills

21st Century Skills:

- Interdisciplinary Connections and Tech Integration fields

Interdisc. Connections: Tech. Integration:

- Equipment Needed — A text field to allow you to list needed items.
Equipment Needed:

- The next three fields text fields are quite large and can hold a great deal of
information:

Goals/Objectives:
(swBAT)

Learning Activities or
Instructional Strategies:

Differentiation:

- Resources Provided — This section allows you to list the resources you will use
in the course and you can create URL links to web pages outside of Genesis
anywhere on the World Wide Web.

Resources Provided:
Create Link

- Assessments — The Assessments text box allows you to specify the
assessments you will do to judge student progress.

Assessments:

Gradebook Assignments in Lesson Plans

The Lesson Assignments field allows you to create “template” Gradebook
Assignments that can later be ‘pushed’ to the linked Genesis Gradebook to create

actual Gradebook Assignments. This is described below.
Lesson Assignments

Add Mew: Add

Saving Changes to a Lesson Plan
To save all your changes to your Lesson Plan, you must always click the Save Lesson

button:

This sends your changes to the Genesis server and stores them in the database. If
you do not click “Save Lesson” your changes do not get sent to the server and do not
get saved. Think of “Save Lesson” as “send to the server”.
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SEARCHING FOR STANDARDS
To access the Standards search tool to add standards to a Lesson Plan, locate the
“Search for Standards” control at top right. The “Search for Standards” tool defaults
to the subject you chose on your Lesson Book preferences screen for this
PP Lesson Book. Click the < icon to
SOCIAL / EMOTION! v | ™% bring up the Standards Search
Tool.

Standards Sets
Genesis includes several built-in sets of Standards. The primary two are:
- 2009 NJ Core Curriculum Standards
- Common Core English Language Literacy and Mathematics Standards

The way you search for each Set differs. This will be explained below.

You can add standards from either set (or any other available set) to a Lesson Plan or
an Assignment. There are no limits to the number of standards that can be added to
a single Lesson Plan or Assignment. Standards from multiple sets, subjects and
strands can be mixed in a single Lesson Plan or Assignment.

Procedure to Add Standards to a Lesson Plan, or Assignment

1. While editing a Lesson Plan or an Assignment, locate the “Search for Standards”
box, select a subject and click on the ““magnifying glass search icon.
“Search for Standards” popup.

Close Search Window
Subjecti SOCIAL / EUOTIONAL DEVELL ¥
Pl Keywords:

3. Here you can adjust the standards set; Standards Set: | 2009-NCCCS [=] - Thyjs field
defaults to the standard set you selected as the default for the Lesson Book.
Select a Subject: Subject:| Social Studies [=]. This field defaults to
the subject you selected as the default for the Lesson Book.

Select a Standard/Strand: Standard:  2-Active Citizenship in the 21st Centurylzl'
Grade levels: Grade(s): [k [1 [z [3 4 s Ce C7 s @s o D11 12
Enter any CPI Keywords — these will be used to search for matching CPls.
And Click €&ZEZZ3). This will locate matching CPIs and display them:

Standards Subject] 5o
CPl Keywards;

s

N w;

5101112 | £312.401 Da

very child Iabor o

5101112 £312.A02

elop p

® si012 e312801 o

5101112 6312.C01

57101112 £272.001
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9. Check the checkboxes to the left of the standards you wish to select and click

the | Use Chesked Standards | hytton.

5101112
si01112 8202
5101112 6312801

- 5101112 £2120.00

10. This adds the checked standards to the “Search for Standards” box:
[Scarch for Standards (OS]

Language Arts v |
Hit Sawve to add Standard

2. 2003-NJCC A1204 4
To add the selected standards to the Assignment or Lesson Plan, click the
EXEDor the EIETDbutton. This moves the standards from the search
box into the Lesson Plan or the Assignment. CAVEAT: When the standards
are simply listed in red font they are NOT yet part of the Lesson Plan or
Assignment. You must click the Save button to add actually add them.

11. To add additional standards to an Assignment or Lesson Plan, repeat steps 1
through 9.

Standards that are added to a Lesson Plan are available to be included in any
Assignment added to that plan. Standards that are added to an Assignment are
“inherited upward” to the Lesson Plan.
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Embedding Gradebook Assignments in a Lesson Plan

The “Assignments” control allows you to create ‘template’ assignments for your Lesson
Plan. These can later be “pushed” to the Genesis Gradebook to create real Gradebook

Assignments.
Lesson Assignments
Add Mew: Add

To create an Assignment, type its name in the “Add New” text field and click Add:
Add MNew: Homework 1 Add

This creates the template Assignment, adds it to your Lesson Plan, and, if it is the first
Assignment in the Lesson Plan, opens up a new “Lesson Assignments” field listing the
Lesson Plan’s Assignments, including their due dates.

Lesson Assignments 3 Homework Due: [01/09/2013 E & @ pushto Gradebook? [

Add New: Add

Modifying Template Assignments, Select Standards, Add Documents

The top of the Modify Assignment screen identifies the Lesson Book, Unit and Lesson

Plan of which this Assignment is a part (note the color-coded Unit Plan name):

Lesson Book:EMGLIEH 1 AC- B
Unit Plan:Unit Flan 1 Lesson Plam:Features of Mon-Fiction Text 4

Below that the Lesson Title, Description and Due Date can be adjusted:
=« Back to Lesson Plan
Assignment TitlegHW 21 ]
Assignment Description:
Assignment Due:|10/14/2012 |2

If no standards have been selected and none have been added to the Lesson Plan, the
following message appears:
Standards: o standards have been assigned to this assignment
When standards are linked to the Lesson Plan, they are automatically added to the
Assignment and can be viewed and, if necessary, removed here:
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1. 5.4A Grade 12CPI 01

ce obrained Using telescopes (2. the phases of Venus or the moons of Jupiter) allowed 17th-century astronemers to displace the geocentric model of the universe.

he rest of the solar system formed from & nebulsr doud of dust and gas 4.6 bilion years ago.

To remove any of these, click the corresponding Trash Can icon. This unlinks the
standard from the Assignment, but since the standard is part of the lesson plan, it
leaves it available to be re-added:

1

Standards:
ndards:

de 12 CPI 020

the rest of the solar system formed from a nebular doud of dust and gas 46 billon years sgo.

To re-add some or all of the listed standards, check in the checkboxes to the left of

the standards you wish to re-add and click -S2ve Assianment | The checked standards are

now again part of the Assignment, the unchecked ones remain available just below:
=12 ]

1. 5486 cRIol

new evidence obtsined using telescopes (e g. the phases of Venus or the moons of Jupiter) allowed 1Tth-century astronomers to displace the geotentric model of the universe.

olar system formed from a nebular doud of dust and £as 4.6 bilion years 2go.

of Independence.

et sy you would e to 50id ard i

galaxy and the numbsr of gaia:

Attaching Additional Standards to an Assignment
To access the Standards search tool to add standards directly to the Assignment
locate the “Search for Standards” control at top right. The “Search for Standards”
tool defaults to the subject you chose on your Lesson Book setup screen for this

Lesson Book.
[Search for Standaras (0CS)

Click the % icon to bring up the Standards Search Tool.

Procedure to Choose Standards from the Lesson Plan for an Assignment

If standards were added to a Lesson Plan, they will appear on the Modify Assignment
screen and can be selected for the Assignment:

Lesson BookENGLSH 1 AC- &
Unit Planiunit Plan 1 Lesson PlaniFeatures of Non-Fiction Text 4

Upload A New Document;
Fie:[ Ghoose e ] No e chosen Uplead Fie

Uploaded Assignment Documens:

1. To select the Lesson Plan’s standards for this one Assignment, check the
checkboxes of the standards you wish to select.
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2. Click CI=E2
3. To select completely different standards, use the “Search Standards” control
for the Assignment itself (see procedure above).

Uploading Documents into the Assignment Template

Documents can be uploaded into an Assignment Template. When the Assignment is
‘pushed’ to the Gradebook, these documents are pushed with the Assignment and, if
the Assignment is displayed in the Web Access module for parents, guardians,

students and administrators, these documents will be available for download.

Upload A New Document:

File:| Chooss File | No file chossn Upload File
To upload a document, click the “Browse” button. This brings up a normal file dialog.
Select any file, and then click the “Upload File” button to load the document into the
Template Assignment. You may upload as many documents as you wish into the
Assignment.

CAVEAT: Documents uploaded to Assignments will be available for parents and
students to download when and if the Assignment becomes a Gradebook
Assignment visible in Parent/Student Access. See pages 29-33.

Procedure to Add an Assighment Template to a Lesson Plan
1. While editing a Lesson Plan, locate the “add Assignment” control at bottom
left:

Lesson Assignments: Mo sssignmments have Seen cresred for this lessen
A M Add
2. Typein the name of the Assignment.
3. Click Add. This creates the Assignment template:

Lesson Assignments: 1, A=zignment 1 Duefivi4z012 |2 @ @ Pushto Gradebook?
2.[Cuiz 20 Due/tvi42012  [E 8 O Pushto Gradebook?
30 Mave Add
Procedure to Modify an Assignment Template
1. Locate an existing Assignment Template in a Lesson Plan:
Lesson Assignments: 1,|Azzignment 1 Dueiviaz0i2 |2 @ @ Push to Gradebook?

Click on the & edit icon. This brings up the modify assignment screen.
Update Assignment Name.

Update Assignment Due Date

Select standards for the Assignment.

Optionally upload Documents into the Assignment template.

Click to store your changes.

Noukwnbn
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“Pulling” Information from Unit Plans into Lesson Plans
Three types of information in Unit Plans can be “pulled” into Lesson Plans:

- Standards

- Documents that have been uploaded into the Unit

- Text from the Unit’s fields

Pulling Standards from the Unit into the Lesson Plan

When a Unit Plan contains standards that the Lesson Plan does not, a v green shield
appears next to the standards list:

K'-'.i‘ Standards: 15 standards hawve been attsched
To pull any of the Unit’s standards into the Lesson Plan, click the L] green shield. This
brings up the “pull standards” dialog box:

Standards assigned to Unit Plan 1

40
5.4A Grade 12 CPI03-2n,
5.4 Grade 12 CPI 04-4n

1| 6.1A Grade 12 CPI 02,4

| 6.2A Grade 12 CP1 03,

| 6.2A Grade 12 cpI02.-

Add Checked Unit Standards

Check off all of the standards you wish to ‘pull’ into the Lesson Plan. To bring them all
in, use the “All” button in the header line. Then click the [#=crseins=ses| hytton. The
selected standards appear in red on the right hand side “Search for Standards” box:

Sxarch for Standards {0C5)

Languags Arts v | Click to add the
Hit Save to add Standard standards to the lesson plan.

2!
2

L.

Pull Documents attached to the Unit into the Lesson Plan

When documents have been uploaded into the Unit, they will appear at the bottom
right corner of Lesson Plans in the “Uploaded Unit Documents” list:

Uploaded Unit Documents:
1. Unit 3 - Types of Monfiction.pdf <2

To ‘pull’ a Unit document into the Lesson Plan, click the -4 copy icon. Click this
immediately copies the document into the Lesson Plan and adds to the existing list of

Lesson documents:

Uploaded Lesson Documents:
need Genesis Gr:
gzzments Duervisw -
3. Unit 3 - Types of Nonfict
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Copy Text from Unit Plan Fields into Lesson Plan Fields

Text can be copied from any Unit field into the Lesson Plan. To view the text in Unit
Plan fields, locate the and click it. This brings up the Unit field vewer dialog:

Unit field to view:l v |

Please select a field to view

Close

Select the Unit Plan field to view from the “Unit field to view” drop down box:

Unit field to view:

Selecting a field automatically displays the
contents of the field. You can then copy the
Essential Questions text and paste it into your Lesson Plan.

Enduring Understandings
Learning Targets

Unit Summary
Unit Rationale

Click “°**  to dismiss the Unit Field viewer dialog.
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The Lesson Plan Libraries: Public and Private

There are two ‘lesson plan’ libraries:
- Your private Lesson Plan library
- The district-wide “Public Library”

Every plan you ever create is automatically in your own private lesson plan library.
Only plans with the “Public Library” checkbox checked are in the district’s Public
Library.

Search for Lesson Plans in the Library(/Libraries)

You search the libraries when you want to find a plan to add to your Calendar. There is

a lesson plan search dialog that allows you to look in your current Lesson Books, your
Lesson Pal’s Lesson Books, your own ‘trashcan’ and in the public library:

ks to Include: Select Lesson Plan for 10/22/2013

US HISTORY 2
US HISTORY 2

Public Library:
Include the Public Library v

Procedure to Search the Lesson Plan Library
1. Go to your Lesson Planner>Calendar screen.

lmm_@_mﬁl

2. Locate a Lesson Book/Calendar day and click its Search button. This brings up

the search dialog.

3. Along the left side you will find various search criteria, starting with your own

lesson books:

Mj’ ":”L"E'j_ﬂﬁt_'f'"d”d*’ The default search is for “All Lesson Books” — meaning all of

ENGLISH 1 AC-B your own Lesson Books. Or uncheck “All Lesson Books” and

EMGLISH 1 AC- A specify exactly which of your Lesson Books to search.
*EMGLIZH 1 HOM
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Lesson Plans: 4. Select Active/Deleted or All Lesson Plans
Lnly active k== T Only active lesson plans [+]
active lesson plans

I Include deleted lesson plans
Only deleted lesson plans

5. Optionally specify keywords for the search
Book Keywords: i/ 6. Click the [ SearchLessons | hytton. This does the
search and displays the results.

Lesson Keywords:

7. You can additionally choose which of your Lesson Pals’ books to search:
Lesson Pals:

Lesson Pian, L P

Teacher-User LeszonPlanner

Dema. Middle Scheo

ruzzzk 20

Russzk. Lplp. Jam

Taacher Jan

8. Finally, specify whether or not to search the dlstrlct s Public Library:

Public Library:

D' not include the brany
9. When you have entered all your criteria, click == any lesson plans
are found they are displayed:

iy Lesson Books ta Include: Select Lesson Plan for 10/23/2013
lmm-d

Janr =ENGLISK 1 KON Parts of Speech Pronouns 1 513132

janr ENGLISH 1 AC- A Unit Plan 1 Prancuns 1 09/10/13 _Q

Janr ENGLISH 1 AC- A Unit Plan 1 Pronouns 1 ce11413 EY

janr ENGLISH 1 AC- A Farts of Speech Pranouns 1 09/1313 EY

janr ENGLISH 1 AC- & Chapter 1 Pronouns 1 05/13/13 -3

janr ENGLISH 1 AC-B Unit Plan 1 Pronouns 1 0917413 Y

Janr ENGLISH 1 AC-E Unit Flan 1 Prancuns 1 =Y

Janr ENGLISH 1 AC-B Unit Plan 1 Pronouns 1 &

Janr ENGLISH 1 AC- B Farts of Speach pranouns 1 1 EY 2d

10 Locate the pIan you wish to add to the Calendar day in which you initiated the
search. Click the corresponding 2% button. This starts the “copy” function.
11. Select the Unit in which to add this Lesson Plan:

Close

Select a Gl 12. Optionally Link the Plan — see note below
Unit .
or Create 13. Click Paste Lesson.
Unit
[7] Link Plans
Paste Lesson
Create Search Paste

NOTE: Linking Lesson Plans located from the ‘library search’ should only be done if
you want this Lesson Plan that was created by the search to always remain
synchronized with the original Lesson Plan in the library.
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COPY or MOVE LESSON PLANS

Lesson Plans can be copied:

From Day to Day

From Week to Week

From one Lesson Book to another

From your Lesson Pals’ Lesson Books to your own.

En masse: Copy an entire week’s worth of Lesson Plans all at once.

En masse: Mass copy from Year-to-Year or from Lesson Book-to-Lesson Book

oukwnNeE

Lesson Plans can be moved:
1. From one day to another
2. From one Unit to another

Procedure to Copy a Lesson from Day to Day

1. Go to your Lesson Planner=>Calendar screen.
2. Locate the Lesson Plan you wish to copy:
Introduction 3. Click the (=21 button. This places the
Lesson Plan 5 Lesson Plan on the clipboard. Note that
the unclickable ~ Fast= buttons of
Edit | Move | pel | copy all the empty day cells go from black font
to clickable blue Paste . The can

now be clicked to “paste” what is on the

clipboard into the cell.

Add Past Print  Search
aste o Sare 4. Now find the day cell you wish to copy this

Lesson Plan to and click the Paste
button to paste the copied Lesson Plan
into the new cell. This brings up the Paste
dialog.

5. Select or create a Unit. If no unitis
selected or create, the Unit of the Lesson

Create Search Pasts Plan will also be copied.
6. Optionally check the “Link Plans”

Close . .
e =] checkbox. Linked plans are tightly
Unit coupled except by date. See below.
& Crejrfiet 7. Click [Pestetesson [to do the actual copy.
[T Link Plans
Paste Lesson
Create Search Paste
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Procedure to Move a Lesson Plan from one Unit to another Unit

1. Gotoyour Lesson Planner>Calendar screen.
2. Locate the Lesson Plan you wish to move from Unit to Unit.
3. Click on the Lesson Plan edit button to open the plan for editing. This
brings up the Modify Lesson Plan screen.
4. At the top of the screen, locate the “Unit Plan” drop down:
| Modify Lesson Plan |

Lesson Book: 14126/2 BIOLOGY ACADEMIC
Unit Plan:  Introduction to Biclogy -

5. Select the Unit to which you want to move the Lesson Plan from the Unit Plan
drop down.

6. Scroll to the bottom of the screen and click [ SaveLesson | to move the
Lesson Plan to the newly selected Unit Plan.

Procedure to Move a Lesson from Day to Day
1. Go to your Lesson Planner>Calendar screen.
2. Locate the Lesson Plan you wish to move and click the [¥ev=Ibutton. This
causes a “Move” control to appear:

Tuesday 3. Select the date you wish to move the Lesson
09/13/2011
Plan to.
Introduction to Biclogy . . .
4, Click | Mevelessen | Byt what if there is already
Welcome to Biology .
Close a lesson in the day you select?
What date do you want to move this . .
lesson to? 5. Ifthereis alesson in that day already, you are

09/13/2011 | =
Move Lesson

given 4 options:
a. Add the moved lesson to the new day.

Y= b. Move the existing lesson (and all other
Clear Copy Mave
lessons affected) forward
by 1 day.

We have detected that a lesson albr:::,c‘lﬂ\'(:exists on 04/19. Select an option C. Swap the two |e550n5 _
Complete move by adding the lesson to 04/19/2012. PUt the eXiStIng |esson In

Complete by moving lessons equal to or greater than 04/19/2012 forward 1 days. the 0|d date- Move the

Complete move to 04/19/2012 by swapping the two lessons. one yOU Origina”y Chose

Cancel Move to the new.

d. Cancel the move.

Copying a Week’s Worth of Plans in One Operation
It is possible to copy all Lesson Plans in a single week at once. Initially, all plans for
the week are placed on the Clipboard and then they are pasted into another Lesson
Book — or into a different week of the same Lesson Book. Note that dates are not
preserved during this copy. If there are less than five plans in the week (i.e. less than
a fill week), the copied plans cluster at the start of the week.
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Procedure to Copy a Week’s Worth of Plans in One Operation
1. Go to your Lesson Planner=>Calendar screen.
2. Select the week to copy from.

Monday
=< [04/16/2012 [y 2=

3. Locate the Lesson Book whose entire week of Plans you wish to copy:

e pzslE Locate the ““mass copy icon at the bottom left corner of the
ﬁ Lesson Book label. Click it. This copies all of that Lesson
h;mggoli Book’s Lesson Plans (and Unit Plans) for the week to the
Clipboard. A new icon appears in the Lesson Book label for
each Lesson Book, in all weeks: ‘1. This is the “mass paste”
- icon.

4. Select the week and Lesson Book into which you want to copy the week’s worth
of Lesson Plans. Click the "0 icon for that Lesson Book & week.

R Locate the “FImass copy icon at the bottom left corner of the
USHETOREZ | Lesson Book label. Click it. This places all the plans on the
MTE:S;{-F?FY Clipboard into the select Lesson Book. CAVEAT: Dates are
NOT honored. The pasted Lesson Books are grouped at the

start of the week.

5. Once the “paste” is complete, the Clipboard is emptied. To copy the same
week’s worth of Lesson Plans to another Lesson Book, you will need to start over
at step 2 above. That is, the week’s worth of Lesson Plans can only be pasted

once.

CE NG ]

Copying Lesson & Unit Plans from Year to Year and Lesson Book to
Lesson Book

Lesson Books | Calendar  Setup Review Plans  Reports
Lesson P =

anner.Copy

Browse Lesson Books | List Books | Unit Plans | Daily Lesson Plans | Deleted Books | Copy Lessons

What year to copy from? | 2011-12[+]

Lesson Book to copy to? =

Lesson Book to copy from? = Start Date for the copy B [ very copy

Start Date. Days Unit Title Lesson Title

Please select 3 lesson book

The Lesson Planner->Lesson Books->Copy Lessons screen allows you to copy from Lesson
Book to Lesson Book. It is general purpose — the “From” Lesson Book can be in any
School Year: this year, last year or any year in which you used the Genesis Lesson
Planner. It can be used to easily mass copy Lesson Plans from Lesson Book to Lesson
Book in the current school year — and it can be used to copy Lesson Books from last

year to this year.
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Procedure to Copy Lesson Plans from a Prior Year to This Year and
Lesson Book to Lesson Book
1. Go to the Lesson Planner>Lesson Books>Copy Lessons Screen.
2. Select the year to copy from: What vear to copy from? [ 2011-12 [~ This control
defaults to the current year (2012-13). If you are doing a Year-to-Year copy,
you will need to select the prior year you wish to copy from (e.g. 2011-12).
3. Select the Lesson Book to copy from: tessonseokto copy from= [=].
This contains all of your personal Lesson Books from the selected year. Once

you have select a Lesson Book, that book’s Lesson Plans will appear in the list

below:
Browse Lesson Books | Lis mo..u Daily Lesson Plans | Deleted Books | Copy Lessons |

What year to copy fram? |20

Lesson Book to copy ta? =

Lesson Book to copy from? | 15205(3 US HISTORY 2 = Star: Date for the copy: EE| [ verty copy

Start Date Days Unit Title Lesson Title
01/09/2012 Uit Plan 1 7 Lessons
01/08/2012 Leason Plan S
01/10/2012 Lessan Plan §
ow11/2012 Lessan Flan 2
017242012 Lesson Flan 3

o1/z5/2012

Lesson Plan &

;
i
1
1
1
1
02/02r2012 i
oa/marant2 1
0272972012 s Intraduction
oar29r2012 1
o102 1
ox2r2012 i
03/mara0t2 1
oar1ara0n2 1
oa/1872012 1

ECopyrght Genesis Educations] Services In

4. Check the checkboxes for the Lesson Plans you wish to copy. Or use the
checkbox in the header line to check all Lesson Plans in the list:

U StartDate Days. Unit Title Lesson Title
¥ o1/0e/2012 7 Unit Plan 1 7 Lessons.

¥ ouos/012 1 Lessan Plan 5
¥ owazoz 1 Lesson Flan &

5. Select the Lesson Book to copy the checked Lesson Plans to:

E=nlecikonging [~] This drop down contains all of your
current year Lesson Books.
6. Select a Start Date for the copy: S@=r Pate forthe coay: EH. The copied Lesson

Plans will be placed on the Calendar starting with the date you select:

What vear to copy from? | 20: Lesson Book 1o copy to? | 15205/3 US HISTORY 2 =]
Lesson Book to copy from? | 15205/3 US HISTORY 2 - Start Date for the copy: 09/05/2012 ?- Verify Copy

7. Click the Lverify copv |button. This prepares to do the copy and to assign dates to
all the copied Lesson Plans. A list of the “Copy from” and “Lessons to be
created” are shown side by side. The “Lessons to be created” are shown with
the calculated dates, Unit selectors and number of existing Lesson Plans
already scheduled for the target dates.
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Browse Lesson Books | List Books | Unit Plans | Daily Lesson Plans | Deleted Books

s Lesson Dates
Lessons 1o be copied from 15205/3 US HISTORY 2 (2011-12) Lessons 1o be created in 15205/3 US HISTORY 2 (2012
unit Lessan Day Date Days | units Lessan Bay Date ays Existing Plans
unit pan 1 Lascon Plan's won oL/onrzo12 @ uni pan 1 [=] tesson Flans wed oarosi ) f
unit #an 1 Lesson Plan & Tue  O110/2012 | unit Plan 1 [=] tessonrians Thu o9/uefa1z 1 ]
UnitPlan 1 Lesson plan 2 wed ovir/eoia @ unit pan 1 [2] Lesson lanz i a0z 1 o
unit #ian Lesson plan 3 T ovesizmz 1 [unit fen 1 =] Lesson pien3 won osfionziz | 1 o
UnitPlan 1 7 unit lan 1 [E] LessonPlans Toe oarii0iz | 1 o
unitPlan s ) it pran 1 ] Lesson plen3 wed osriaaniz| 1 i
unit Plan 1 ) it lan 1 =] temoggiens T cay20iz | 1 o
i “Conv from” lesson plans @ : °
i 7 3 o
i 3 Lesson Plan 3 ri owowzoa e f [
TR 5o on s wea sz 1@ 3 .

8. Select a Unit for each plan — all Lessons must have a Unit. The choices are:
[+]

= “Unit Plan 1” — the default Unit Plan for the Lesson Book (if this still
exists).
= “Use Lesson Plan from Last Year” — Copy last year’s Unit along with
the Lesson Plan.
= Any other Unit that already exists in the “copy to” Lesson Book.
9. Uncheck the checkbox for any Lesson Plan you do NOT want to copy.
10. Click the | Cepy Lessens | hutton to do the actual copy. This brings up a
verification dialog:

E The page at genesis.genssisedu.com says: M

Are you sure you would like to copy the checked lessons?

| oK | l Cancel ]

11. Click OK to continue with the copy. If any Lesson Plans in the list do not have
Units specified, the following message will be displayed:
& The page at genesis.genesisedu.com says: ﬁ

All lessons must be assigned a unit.

[] Prevent this page from creating additional dialogs.

12. Make sure all Lesson Plans have Units and repeat Step 10. Once all Lesson
Plans have been copied, the following message is displayed:

& The page at genesis.genesisedu.com says:

Lessons copied

13. Click Ok to complete the copy procedure.
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Multiple Lesson Plans in a Single Day

You can place multiple Lesson Plans in one day of a Lesson Book:
- Thereis no limit to how many Lesson Plans can be placed in one Calendar day
of a Lesson Book.
- The multiple Lesson Plans need not be in the same Unit. Multiple Unit Plans
can also be placed in one Calendar day.
- Each Lesson Plan will have its own function buttons.

Working with Linked Plans

When Lesson Plans are linked, any change to one of the linked plans, is made to all of
the linked plans. The only updates that are not applied to all linked plans are date
changes (i.e. when a plan is moved from one day to another).

Identifying Linked Plans

Plans linked to other plans can be identified by the ¢ “link’ icon that appears in the
icon list:

The @ icon lets you know that this lesson plan is linked to
others. Edit the plan to view the linked-to information.

At the top of the “Modify Lesson Plan” screen for linked plans, you will see a
Ulinksdto 1plans message specifying how many plans are linked to the current plan.

Viewing Linkage Information

Click the Vlinksdteiplans hytton to bring up a list of the linked plans:

Linked Lessons
0165/3 ENGLISH 1 AC-B - A real name. 10/22
Remove Lin

All plans listed in the “Linked Lessons” dialog are linked to the current plan and any
changes made the current plan will also be made to all the linked plans.

Unlinking Plans

To unlink plans, first edit the plan you wish to unlink, then click the *linkedtaipizn: hytton
to bring up the Linked Lessons dialog:

Linked Lessons
1.10165/3 ENGLISH 1 AC- B - A real name, 10/22
Remove Lin

Check the checkbox for all the plans you wish to unlink, then click the Remove Link
button. This will dissolve the link between the current plan and the checked plans.
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A Tour Through the “Lesson Books” Screens

The Lesson Planner>Lesson Books screens provide alternate, list-based interfaces for
accessing your Lesson Books, Unit Plans and Lesson Plans. The Lesson Planner>Lesson

Books= List Books screen is a mass setup screen for your Lesson Books’ preferences:
[C] - ErE— [T

Nickname classes

Gradebook & link

Select a color

s B s B

Select default Subject
for Standards search.

Go to Lessons

pEapppaERpREeREeERERE®

Conate 3 Lazaon B

The List Books Screen

The Lesson Planner=>Lesson Books=>List Books screen lists all your Lesson Books and
allows you to mass update many of their settings:
- Name —You can give Lesson Books nicknames for your Lesson Planner
- Color —You can color code your Lesson Books on the Calendar and Reports.
- Subject for Standards — Set the default Subject for searching for Standards.
- Sequence Number —This is the order the books will appear on the Calendar if
you are using the “Sequence Number” ordering scheme (See Preferences).
- Display — This controls whether a Lesson Book appears on your Calendar or
not.

You can also see:
- Whether or not a Lesson Book is connected to a Gradebook. When the ¥ is
present, the Lesson Book is linked with a specific Gradebook.
- How many Unit Plans a Lesson Book contains.
- How many Lesson Plans a Lesson Book contains
You can 1-click:
- ¥ _This brings up the attached Gradebook’s spreadsheet
- Unit Plans Count — Click on the Unit Plan count to bring up the Lesson
Planner>Lesson Books=>Unit Plans screen.
- Lesson Plans Count — Click on the Lesson Plan count to bring up the Lesson
Planner>Lesson Books—>Daily Lesson Plans screen.
- & _Click on the edit icon to bring up the Lesson Book’s Preferences screen,
Lesson Planner>Lesson Books>Modify Lesson Book.
- [ _Click to delete a Lesson Book. Lesson Books can be deleted only if they
contain no Lesson Plans and only the default Unit Plan.
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Procedure to Update Lesson Books En Masse via the List Books Screen

1. Click on the Lesson Books 2™ level tab to bring up the Lesson Planner>Lesson
Books—->List Books screen.
2. For each listed Lesson Book, you can update:
- The Lesson Book’s name. This does not affect the official name of the
course nor what appears on the Report Card. This is solely to

nickname Lesson Books for your Lesson Planner.

ENGLISH 1 AC-B
- The Lesson Book’s color code: [Mene [=]coior [eeer v S8
- The default subject with which to start all standards searches:
Langusgs Arts v
- The Lesson Book’s Sequence #: 2
- The Lesson Book’s Display status — whether or not to show it on your
Calendar
3. Repeat step 2 for every Lesson Book you wish to alter.
4. Scroll to the bottom and click =S

Lesson Book Preferences

Lesson Books have various preferences that can be set, including default
standards, Template to use, sequence number (for positioning on the Calendar),
color coding. Many of these can be set on the Lesson Planner>Lesson BooksList
Books screen, but several can only be set on the Lesson Book Preferences screen:

Lesson Book:=EMNGLIZH 1 HON

Is thiz lesson book tied to one of your courses?| 101751 "ENGLISH 1 HON v
|5 this lesson book tied to a gradebook? v
What is the default set of standards to use for this dass?| CCS T
'What is the default standards subject to use for this dass?| Langusge Arts ¥
Check to make this lesson book private
Show lesson book on Calendar Screen?
Select 2 lesson plan template| Templste 2 T
Sequence(130
Background:) Graen A _
DepartmentEnglish
Grade Lewvels for Lesson Book: 03 10 11 12

(Ihbo View 2 Units in Lesson Book
[B=hh View 3 Lessons in Lesson Book

Save Book

Notes on Lesson Book Preferences
See Page 23 for the procedures to update Lesson Book preferences.
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1.

N

If the Lesson Book was not manually created you will be able to link it to a
Gradebook. This should happen automatically, but if it does not, it can be set
on this screen. In the Is this lesson book tied to a Gradebook field, select a
Gradebook.
Select default standards Set and Subject for all Standards searches:

a. Set: Select the standards set from the drop down.

b. Select default standards Subject: Select a Subject from the drop

down.

Make your Lesson Book private: If you check this checkbox your Lesson Pals
will NOT be able to see this Lesson Book.
Show lesson book on the Calendar screen? If you uncheck this, you will hide
the Lesson Book from the Calendar.
Select a lesson plan template. This is where you choose which Template to
use with this Lesson Book.
Sequence: Select a sequence number for the book. This only controls where
in any list of Lesson Books this lesson book will appear.
Select a background color for your Lesson Book on the Calendar and printouts.
Click Save Book to store your choices.

Lesson Planner User Guide 2014-15 2.02 38 of 72



GENESIS LESSON PLANNER 2014-15

Browse Lesson Books

< Previous Scandards  Saft

s L e

[Twytenongomang = Lessons In TTT

]

"

€& 2 1w o«
2] s

€& ¢ 8 3

€ 8 7

€ 1 o ]

€ 1 [ ]

L 3 2 1

€© x s 2

S Your Lesson books.
CIREL] Note that only empty
D
i Lesson Books
Y "‘ (without any Lesson

Plans) can be deleted.
Those with plans
cannot be deleted.

ANy

Browse Lesson Books

The Lesson Planner=>Lesson Books=>Browse Lesson Books screen lists your Lesson
Books, your Lesson Pal’s Lesson Books, and indicates how many Unit Plans and
Lesson Plans each contains. It gives a count, in days, of how many Lesson/Days are
included in each Book. It also shows you a list of all of your “Lesson Pals Lesson
Books” — teachers who have shared their Lesson Plans with you.

[ My Lesson Boolks (16)
Days Units  Lessons
EMGLISH 1 4C-B 51 1 51
ENGLISH 1 AC- A € 2 19 42
*ENGLISH 1 HON & 3 2 3
US HISTORY 2 ® € . 8 6
US HISTORY 29 L & 7 8 7
US HISTORY 2 ® T o 1 0 o
US HIST 2/ECON @ € o 1 0 ]
US HIST Z/ECON & L 1 2 1
US HISTORY 2 € 2o 6 20
US HISTORY 2 L 1 2 1
US HISTORY 2 | 1 1 1
US HISTORY UNIT PLANS HOLDER v coursey @ 3 ] i ]
CURRICULUN MAP - LANGUAGE ARTS e crvess) ® 0 @
Curriculum Map e couss Click a number (e.g. 23) to open and see
Lesson Book Number 18 e fewrss) @ a list of Units and plans.
My Mew Lesson Book i cowess) ra Z r |
[ Lessan Pal®™ Books {0)
Uzer Duye Units Lmezore
US HISTORY 2 janteacher 1 8 1 ‘
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NOTE: Lesson Books cannot be deleted if they contain any Lesson Plans. To
remove a Lesson Book, first delete all Lesson Plans out of it.

Lists of Unit Plans

To view lists of the Unit Plans and Lesson Plans in a Lesson Book, click the on the
count of Unit Plans. This opens up, and highlights, the selected Lesson Book and
the first Unit Plan in the book: The individual Lesson Plans are displayed in the

panel at far right:
[ oo o | i Sonks | i Par Lo lams | Dl Bk | Copy Levsom | St Comvas |

Ty Lesson Bacies (16)

e R [Eaatgeesn [R R « N
lmmmgs ¥ e a s 3
- N : 2 3 :

e .

Hddddddd

&

Only empty Units can be
. removed

‘ : :
The left panel contains the list of Lesson Books, the center panel lists the Unit Plans of
the currently selected Lesson Book and the right panel lists the Lesson Plans in the
currently selected Unit Plan.

Units in ENGLISH 1 AC- A (11) Lessons In ENGLISH 1 AC- A (4)
Start Days Lessons D)

[lesmsotspeesn  [oo0s a4 || L
Unit Plan 1 03/08 23 23 bt = )
Parts of Speech Il 0812 2 2 b= ol )
Parts of Speech 08/13 4 4 = &lhenzed lescen 2 2]
Chapter 1 03013 1 1 2
Insroduction os:25 | 1 1 = Lesson Plans in
Studying Tools 09/26 4 4 " the currently
= 5 10/08 1 1 B A .
SHstie e P Currently selected Unit selected Unit.

1021 1 e .
e | . P is highlighted in green
£Nother Unit Plan o 0 2 o

Clicking on the name of the Unit Plan brings up the “Modify Unit Plan” screen
(Lesson Planner>Calendar>Modify Unit Plan). Clicking the B PDF icon for the Unit
Plan brings up a printable PDF of the Unit Plan’s details. Similarly, clicking on the
name of the Lesson Plan (e.g. 7) brings up the Modify Lesson Plan screen (Lesson
Planner>Calendar>Modify Unit Plan). Clicking on the B PDF icon for the Lesson Plan
brings up a printable PDF of the Lesson Plan details and clicking the & delete
trashcan icon move the Lesson Plan to the Lesson Plan trashcan. Click on the
highlighted name of the Lesson Plan to modify the Lesson Plan itself by going to the
Lesson Planner->Calendar>Modify Lesson Plan screen.

Units in ENGLISH1 AC-A(1) Clicking on the “Units” link is the same as clicking on the EZEZZS
tab: the Lesson Planner>Lesson Books=>Unit Plans screen is displayed.
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Lessons in 15205/3 US HISTORY 2 (7) Clicking on the “Lessons” link is the same as
clicking on the [IREDTEESINEENN tab: the Lesson Planner>Lesson Books-Daily
Lesson Plans screen is displayed.

Lists of Lesson Plans

The right hand panel displays a list of Lesson Plans in the selected Unit:
Lezzonz in ENGLISH 1 AC - A {4)

Cimlmie]
Let's Cet Started Wesk 4 oanos

Intre to Informstions| Text 10007

Intro to Informations| Text 100

i i e iz
(== =ug =y

AChsnged Lesson 115

Clicking on the T PDF icon for the Lesson Plan brings up a printable PDF of the
Lesson Plan details and clicking the & delete trashcan icon move the Lesson Plan to
the Lesson Plan trashcan. Click on the highlighted name of the Lesson Plan to modify
the Lesson Plan itself by going to the Lesson Planner>Calendar>Modify Lesson Plan
screen.
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Create a new Unit in this
Lesson Book.

“Pullin” any available o T
“curriculum” Units.

-] -]
Rename and color-code
your Units.
L
-} a 8
Print, delete, copy or edit
the Unit plan from here.
-] a ®
o L] »

This screen lists all of the Unit Plans in the Lesson Book, with their details. Unit Plan
names and color schemes can be changed directly on this screen.

Procedure to Change Unit Plan Names and Color Schemes on Unit Plans
Screen

1. Gotothe Lesson Planner>Lesson Books=>Unit Plans screen.
2. Locate the “Unit Title” field for the Unit(s) you wish to update.

Unit

Title:

[ogoer Surse
Font: | Elack ¥
Back: | Monz ¥

Selected Colors

Dates:
Tue 9/3/13 to Mon 3/3/14

Update the Unit Title(s).

4. Choose the color scheme (if a color is desired):
Font: |Black [+
Back: |None [=|

w

5. Repeat for other Units you wish to up.da'te.
6. Scroll to the bottom and click the button to store your changes.
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Adding Units on the Unit Plans Screen

There are &IEID buttons at the top and bottom of this screen. To add a Unit directly
on this screen, click one of these buttons. The new Unit will be added and you can
then update its name and color-coding.

Pulling in “Curriculum Units”

If your school or district has provided official, ‘curriculum’ Units, they should
automatically be placed in your Lesson Book when the Lesson Book is created. If they
were not, or if the “curriculum” Units were made available after your Lesson Book was
first created, you will see a “There are units available for this course” message at the
top of the screen:

4 There are 1 units available for this course. | View Units

If you see this message, click the [¥=«U==] bytton to view the units and incorporate them
in your Lesson Book. When you click this button a list of the available ‘curriculum’
Units will appear:

Close Window

1 available units for ENGLISH 1 AC-B

1. US HISTORY 2 - UNIT 1. There sre 0 leszans in Unic. T

Import Units into Lesson Book

Click the [msnun=ims L=z sk | hytton to pull the curriculum Units (and lesson plans, if there
are any) into your Lesson Book. To dismiss the list without pulling in the plans, click
the Clese Windaw hytton. To view the plans, click the BPDF icon.
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Change start
dates.

Print, edit,
delete.

Change plan
name

ﬁ&ﬁba&ﬁgk&a&aﬂaliﬁ

[= T T = TR < D= N < D= N~ T~ N < B = - I~ B - |

This screen lists all the Lesson Plans in a Lesson Book, or all the Lesson Plans in a
selected Unit of the Book. This gives you a single overall view of the Lesson Plans in
your Lesson Book. From here you can edit, delete or change the name of an

individual Lesson Plan as well change Lesson Plan start dates.

e s z 8 0

Adding New Lesson Plans to Units

At the bottom of this screen you can create a new Lesson Plan in a selected Unit of the
Lesson Book:

Unit Plan 1

Select Unit and create Plan ]

[ - - ]
B B &

3

Suactunin [ Fans qrTT | [ 480 i Lagsion 18 Ut

Select the Unit you wish to create the Lesson Plan in and click [#stestesnio it -

Select Unit:| Farts of Spesch (5 Lessons) ¥ || Add New Lesson to Unit

Deleting Lesson Plans from Units
You can delete individual Lesson Plans, by clicking the trashcan icon at the right side of
the screen, or you can mass delete a group of lesson plans, by checking the checkbox
on the left, scrolling to the bottom and clicking the trashcan at bottom right:

TETs

[ - - ]
& B @

“Mass Delete” trashcan icon ]

All deleted lesson plans can still be found in your private library.
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Copy Lessons Screen

The Copy Lessons screen is a general purpose “Copy Lessons and Units” screen:
- Copy current year lessons from any of your own or your Lesson Pals’ Lesson
Books to any of your own Lesson Books
- Copy PRIOR year (last year, year before, etc.) Lessons from any of your prior
year Lesson Books (or your Lesson Pal’s prior year Lesson Books) to your
current year Lesson Books.

Procedure to Copy Lesson or Unit Plans
1. Gotothe Lesson Planner->Lesson Books>Copy Lessons screen.
2. Select the year from which you want to copy Lessons (it will default to the
current school year): Vreyssrmeerfem| 2000 v
3. Now select the Lesson Book you wish to copy from. Your own Lesson Books
and your Lesson Pals’ Lesson Books will be listed:

Lesson Book to copy from?)

101853 ENGLISH 1 AC - B, FY (40 lessons)
101854 ENGLISH 1 4G - A,

{
US HISTORY UNIT F‘LANS HOLDER, (0 lessans)
CURRICULUM 1A - AGE ARTS, {0 lezzons)

55/8 ART 8, 52 {0 lessons)
., 785M/3 ART 7M. £1 (0 lessons] -

T e gy

Select plans to copy

5. If you only want to copy the Units, not the Lesson Plans, check the “Copy Units
Only” checkbox: * Geyum=ony

6. Optionally, select a Start Date for the copy: S=o==fortecer =
CAVEAT: You may copy plans without a start date. When you do this, the
copied plans cannot appear on the Calendar (because they have no date).
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They will only appear on the Lesson Planner=>Lesson Books=>Lesson Plans
screen.
7. Select the Lesson Book to copy the select plans into:
Lesson Book to copy to? (Al Scheoks)| 15208/2 US HISTORY 2, FY (2002) v
8. Select the plans you wish to copy by checking the checkboxes along the left
hand side of the list. The checkbox in the header selects all the plans in the
list:

— : —
ctaions 0 I The “Check All” checkbox. a
9. Now click the = &=r| button. This will display the plans selected for the copy.
If you did not select a Start Date, the following message will be displayed:

[ J If you meant to enter a Start Date, you
A start date has not been selected for your can go back and dO SO NOW

plans. This means that none of your lessons will
be created with a start date and will have to be Otherwise SImply continue with the
manually set. Flease go back to previous screen if ’
this is a mistake. copy.
Close

10. The screen now shows the “Copy From” information on the left and the “Copy

to” information on the right:
| ovoue ook | tions | ot panc_assam rams | Dubsena ook | Copy Lessons | Sandants Comsags |

Gopy Lessons.

11. You can optionally change the Units into which the individual plans will be
copied (if you are copying Lesson Plans in addition to Units). You can also
exclude individual plans from the copy by unchecking their checkboxes.

When you are ready to actually do the copy, click the button.

12. If you have not selected Start Dates, you will be warned again:
The page at https;//genesis.genesisedu.com says: *

Ne start date wes selected on previous screen so none of the
copied plans will have @ start date. Thet will havete be
1 manually set after the copy. Are you sure you would like to

copy the checked lessons?

13. Once the copy has combﬁl-eted, a vé}ifica-tion message is displayed:
[ |

Close
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Copying Prior Year Plans to the Current Year

The Lesson Planner=>Lesson Books=>Copy Lessons screen is used for all copies. You can
copy lessons from any previous year in which you have used the Lesson Planner, simply
by selecting the year you wish to copy from.

The Deleted Books Screen

The Lesson Planner=Lesson Books=>Deleted Books screen lists all of the Lesson Books
you have deleted in the current school year:

v jont

There is a “Restore Books” button for each deleted Lesson Book.

Why is this screen here, why would you delete a Lesson Book and why save them?

1. You can only delete a Lesson Book if it contains no Lesson Plans.

2. Since the Lesson Planner automatically creates Lesson Books for every class or
subject you are scheduled to teach, it must “remember” that you deleted a
Lesson Book or it will automatically re-create the book. This screen is now the
Lesson Planner “remembers” that you once had a Lesson Book — so that it
won’t accidentally recreate it.

3. You can delete any Lesson Book you do not need to add lessons to. And, of
course, using this screen, you can recover any Lesson Book you have
accidentally deleted.
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WORKING WITH UNIT PLANS

Adding Unit Plans

Procedure to Add a Unit Plan - Option 1 - As a by-product of creating a
Lesson Plan

1. Go tothe Lesson Planner>Calendar screen.

2. Find a day cell to which you want to add a lesson.
Monday

=< [08/15/2011 | [ 2= 3. Locate the “Create Unit” text field
and type in the name of your new

Clase

Select a Unit - Unit.
or Create 4. Click the Create Lesson button to
create both the new Lesson Plan
and the new Unit Plan.
5. Thelesson plan is opened for
editing — the Unit Plan you can
edit later.

Create Lesson

Create Search Paste

3 i

13

1. Gotothe Lesson Planner>Lesson Book->Unit Plans screen.
2. Click the button at lower left. This adds a Unit to the list. It will give
new unit a generic “Unit #” name.

3. To Edit a Unit Plan, click the corresponding “edit” icon at right.

Importing Unit Plans for a Course
Curriculum Administrators can create Unit Plans for your course. If Unit Plans have
been prepared for your course, there will be a message on the top of the Unit Plans

screen:
Select Lesson Book: | 15205/5 US HISTORY 2 (1 Units) [=]

i) There are 4 units available for this course. | Import Units | or | View Units
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To import these plans, simply click the [1meerzunit= | hytton. This imports the Unit Plans
into the current Lesson Book. To first view a list of the titles of the available Units, click
the button. This will bring up a list of the Units:
View Units
2. Civil war

3. Depression Era
4, Discovering Americal

A Tour through a Unit Plan

The Modify Unit Plan screen lets you to update most elements of a Unit Plan
(The fields described here are those of the defat Unit Plan; yours

maybe different):

LR LR ==

[[seve une ] Selact Unitin ENGLISH 1 AC - A | Arather Ut P (@ Lonscns) ¥

- UnitTitle = The name of the Unit: UnitTitlejanatrer Unit Fizn

- Unit Color Scheme — Select the font color and the background color to be used
when the Unit Title is displayed in Calendar days:
FuntCDIDr: Background: | Grzzn ¥ _

- Target Course or Subject — The course or subject this Unit is associated with:

Target Course: ¥ | Add

- Standards - Standards which appear here are either added directly to the Unit
or “roll up” from all of the Lesson Plans in the Unit. The list is a composite of
all the standards listed in the Unit’s Lesson Plans, plus any that have been
added directly to the Unit:

Standards

- The Content fields of the Unit Plan:
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Uit summary;

ng Targeesy

These fields can be customized via the “Unit Template” definition found on
the Lesson Planner=Setup=>Templates screen.

- Documents - Documents can be uploaded into Unit Plans. These should be
related to the Unit or the Course. There is no limit to the number of

documents that can be uploaded:

Upload A New Document:
File:| Choose File | Ne file chosen Upload File

- Saving your changes: All changes must be saved (i.e. sent to the server to be
stored in the database) by clicking the button.

Procedure to Update/Fill in a Unit Plan

1. OptionA.
a. Go to the Lesson Planner>Lesson Books>Unit Plans screen.
b. Locate the Unit Plan you wish to update and click the corresponding

edit icon.
Option B:

a. Gotothe Lesson Planner->Calendar screen.
b. Click on the name of a Unit Plan to open it for editing.

2. Update the various plan fields:

a. UnitTitle

b. Unit Course

c. Color scheme (Font, Background colors)
d. Unit Summary

e. Unit Rationale

f.  Essential Questions

g. Enduring Understandings

h. Lesson Target
3. Click the & button to store your changes.
4. Optionally upload or remove documents to/from the plan.
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LESSON PALS

Lesson Pals are other teachers with whom you want to share Unit and Lesson
Plans and collaborate on building plans. You send a “Lesson Pals” request to
another USER (not “Teacher Object” but “user id”). If the other user accepts your
request, they get to see YOUR Unit and Lesson Plans. If you receive a Lesson Pal
request, and accept it, you will be able to the other users’ Unit and Lesson Plans.
That is, Lesson Pals is a “push” of your plans to other users.

The Lesson Pals Request/Accept Sequence

Lo s Dot g gaion | Curom i | tempi | scmn ot
— e

- T

2. Select a user you wish to share your plans with from the “Select teacher to
invite” drop down box.

Inwite a teacher to view your lesson plans by selecting them below and hitting the 'Invite' button

Select teacher to invite: Al Send Lesson Pal Request

Y frvitect reschers can anly view s copy from your planmer: Your plens cannat be changed or deleted By snather cser

3. Click CGE=EEEED  vour “Lesson Pal Requests you have sent” area is

updated with the request you just sent:
Lesson Pal Requests® you have sent

ent To Date Sent Status

Le==zon Planner, Demo {|pdems) 08/22/2011 Accepted _}
Lesson Plan, L. P. {Ipteacher) 08/23/2011 Accepted _}
Dema. Gradebook (gradebookdema) 02/24/2012 Sent _}

4. The USER to whom you have sent your Lesson Pals Request, will see a bright
green banner on the Calendar screen with a message telling them they have a
Lesson Pals Request:
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Handay

Thursday
5 total coursen << [os/z2/z011 | [[BH] >>

Tuesday Friday
08/23/2011 08/25/2011 08/26/2011

Clickable Lesson Pal Request alert and
link. Click to go to your Lesson Pals
screen.

Per
MTWRF, Fr

G Crate Search Paste Creme Search Fone Treats. Teare Fases. Treate Search Fasee Treee Search Paste

5. If they click on this banner their Lesson Planer>Setup>Lesson Pals
Requests screen is brought up. Your request appears under the “Lesson Pal
Requests you have received” area:

Lesson Pal Requests® you have received

ent From Date Sent Status

Lezzon Plan, L. P {Ipteacher) 08,23,2011 ¥ =]
Teacher-User. LessonPlanner {|puser) 12/05/,2011 Accepted ¥ =]
Dema. Middle Schocl {[msdema) 01/25/2013 Acoepted W =]

6. They have three choices in the “Status” drop down of the request. They can:
a. Accept your request
b. Ignore your request
c. Reject your request

Lesson Pal Requests® you have received

ent From Date Sent Status
Le=zon Plan, L. P. {Ipteacher) 08/23/2011 Accepted ¥ =
Teacher-User, LeszonPlanner {|puzer) 12405/2011 Accepted ¥ =

7. When they make their choice, the status is also updated on your screen for
your request to them:

Lesson Pal Requests® you have sent

ent To Date Sent Status
Lezzon Planner. Dema {I[pdema) 08/22/2011 Accepted }
Lesson Plan, L. P. {Ipteacher) 08/2372011 Accepted }

8. Once the other user has accepted your Lesson Pals request your Unit and
Lesson Plans become visible to them on the Lesson Planner>Lesson Books>Browse
Lesson Books screen and the Lesson Planner>Calendar screen:

Lesson Pal® Books {0}

sz Do Units Leszens

US HISTORY 2 janteacher 1 8 1
US HISTORY 2 janteacher o 8 0
US HISTORY 2 janteacher o 8 0

NOTE: Lesson Pal requests are one way: When you make a Lesson Pals Request it is
because you want to share your plans with that user. The request is one way; if the
other user wants to share their plans with you, they must make a separate Lesson

Pals Request to you.
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Accessing Lesson Pals’ Lesson Books, Unit and Lesson Plans

At the bottom of the Lesson Planner>Lesson Books>Browse Books screen there is a
“Lesson Pals Books” area. Initially, before anyone has sent you a Lesson Pals
Request, your Lesson Pal Books area is empty:

[] Lesson Pal® Books (D)
User Days Units Lessons

Mo Lesson Books have been shared with vou

Once another user has sent you a Lesson Pals Request, and you have accepted,
you will be able to see their shared Lesson Books. Similarly, if you send a Lesson
Pals Request to another user, once they have accepted, they can see your Lesson

Books:
1 Lesson Pal® Books (8)

Uzar Dy Units Leszzne

UZ HIETORY 2 janteacher 1 3 1
US HISTORY 2 janteacher 1] 2 (1]
US HISTORY 2 janteacher o] 8 0

They can see — and copy and comment on — the contents of your Lesson Books,
your Unit Plans and Lesson Plans. To open a Lesson Book they can click on it and

the associated Unit and Lesson Plans are displayed:

Wiy Lesson Bocks 18] Units I US HISTORY 2 (8) Lezsans in US HISTORY 2(1)
FText

L]

R TR R R < MR ESR DS

War

BEAA A

FEOIIAOD B

[

The Unit and Lesson Plan controls allow the teacher to view and copy plans:

Units in US HISTORY 2 (8) Le=zons in US HISTORY 2 (1)

s Dep Lemss .
N R R | e S—
0 e ]

American Revalution o

Civil War o 0 ] ]

Discovering America [ 0 -] ')
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Viewing and Copying Lesson Pal Unit Plans and Lesson
Plans

To view the contents of one of your Lesson Pals’ Unit Plans — including all of its Lesson

Plans — click on the PDF icon for a Unit Plan:
Unitz in US HISTORY 2 (8)

St Dex e g The report includes the Unit
& Plan and all of its component

American Revolution 2
ivil War 0 A Lesson Plans

Discavering America 0

To copy a Unit Plan, including all of its component Lesson Plans, uploaded documents,

Gradebook:
Units in US HISTORY 2 (8)
et Doy J—
CDepremiongm  owes 1 1 B
American Revolution 0 ] "
Civil War 0 0 B
Discovering America 0 0 =

Procedure to Copy a Unit Plan from a Lesson Pal Lesson Book
1. Goto your Lesson Planner=>Lesson Books screen and locate a Lesson Pal Lesson
Book Unit Plan you wish to copy to one of your own Lesson Books.

2. Click the copy icon for that Unit Plan. This opens up a new “Copy” tool:
Unitz in 141262 BIOLOGY ACADEMIC (2)

Start Days Lessons 3. Select one of your own
Introduction to Bilgy  03/22 2 2 T Lesson Books.
Uar3 (m & g 0 B 4. Optionally check “Keep start
Close ”
What Lesson Book would you like to copy this unit to? dates” to use the same
- D Keep start dates dates‘

5. Click | Copy unit |

6. The copy is done and focus shifts to the TOP “your Lesson Books” part of the
Lesson Planner>Lesson Books screen, now showing the copied Unit and Lesson

Plans:

T My Lesson Books (6) Units in 35105/3 BIOLOGY (2) Lessons in 35105/3 BIOLOGY (2)
Days Units Lessons Start Days Lessons Date(s)

14115/2 BIOLOGY GENERAL o1 o |B |ntroductiontoBicleav || 2 | 2 T Welcome to Bioloay, Part 11 frelle ]
14115/3 BIOLOGY GENERAL o1 o @ Unit Plan 1 o o Bd Welcome to Bioloay e ]
14126/2 BIOLOGY ACADEMIC N ENEE

35105/4 BIOLOGY o 1 o @

14126/1 BIOLOGY ACADEMIC o1 o |@
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Procedure to Copy one Lesson Plan from a Lesson Pal Lesson Book
1. GotoyourLesson Planner>Lesson Books screen and find your Lesson Pals’
Lesson Books. Open the book that contains the plan you want to copy, and

find the plan.
2. Click the copy icon for the selected Lesson Plan. This opens up a new Lesson

Plan copy tool:
Lezzons in 141262 BIOLOGY ACADEMIC (2)

Date(s)
Welcome to Biclogy 03/22 ﬂ B3 o
Welcome to Biology, Part 1T 03/23 E Ea| o
Close
What Lesson Book would vou like to copy this lesson to?
Select a Lesson Book A

What Unit Plan would you like to copy this lesson to?
Select a Unit =

Keep lesson start date
Copy Lesson

3. Select one of your own Lesson Books

4. Select a Unit Plan within that book.

5. Optionally check/uncheck the “Keep lesson start date” parameter.

6. Click the | cepylesson | bhytton. The copy is done and focus shifts to the TOP
“your Lesson Books” part of the Lesson Planner=Lesson Books screen, now
showing the Lesson Plan:

My Lesson Books (6) Units in 14115/ 3 BIOLOGY GENERAL (1) Lessons in 14115/3 BIOLOGY GENERAL (1)
Days Units Lessons Start Days Lessons Date(s)
14115/ BIOLOGY GENERAL o 1 o @ m--—ﬂl Welcome to Biology 0g/22 b @
I T T I
14126/2 BIOLOGY ACADEMIC 1 1 1
35105/3 BIOLOGY 2 2
35105/4 BIOLOGY 0 1 o 3
14126/1 BIOLOGY ACADEMIC 0 1 o 3

Procedure to View and Copy Plans Directly from Lesson Pal Lesson Book Calendars
1. Go to your Lesson Planner=>Calendar screen.

ndar | Setup _Review Flans  Reports
™ =]

Lesson Book:

Select User drop down ]

unit Plan 1 = Pants of Speech 111
Pronauns Plan 10

e o LR =]
| 2 I T | S T R By i T

ve T oo | Coov |[ et T weve | ool [ ooy

unit Plan L = unit Plan 1 = unit Plan L =
Lesson Plan 34 tntra ta Informational Text Part IV A American Writers Part v
PR = LR ] L]
[edr I wove I oo [ coov | [ T owe T 50 T o ] (o I wiove | ool T come_
=4 add Paste Srint Search Ak Faste Pt Search A Saste Brint Sewech add Paste Brint Sewrch ") Paste  Print Search

2. Locate the “Select User” drop down at the upper left. (If this does not appear
you may not have the correct permissions set. Speak to your sysadmin).
3. Locate the “Lesson Pals” list in the Select User drop down:

Select User: | Russak, Jan d [=]

Leszon Fals
8 wotal courss . Demo, Middle School
- Lesson Plan, L. 7. =
- russak, jan
- Russak. Lp Ip, Jam L4
- Teacher-User, LessonPlanner
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4. Select a Lesson Pal. This will take you directly to their Calendar where you can
see, view and copy plans directly from the calendar.
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GRADEBOOK AND LESSON PLANNER INTEGRATION

The Gradebook and Lesson Planner are tightly coupled. When Assignments are pushed
to the Gradebook, they continue to be linked back to the Lesson Plan from which they
were created.

Procedure to Associate a Lesson Book with a Genesis Gradebook
See page 10 above for a full “Set Lesson Book Preferences” procedure.
1. Navigate to the Lesson Planner>Calendar Screen
2. Locate the row for the Lesson Book you wish to update and click on the
highlighted name of the course. This brings up the Lesson Planner>Lesson
Books=>Modify Lesson Book screen.
3. To link this Lesson Book to a Genesis Gradebook, and have a Gradebook for
this course, select the target Gradebook using the Is this lesson book tied to
a Gradebook drop down:

I= this lesson book tied to a gradebook? -

4. Click | SaveBook |to save your other changes.

Once a Gradebook has been linked to a Lesson Book, a
“Gradebook” button appears on the course information

14125/2 area on the Lesson Planner->Calendar screen. Click the
BIOLDGY “Gradebook” button to go to the linked Gradebook’s
ACADEMIC
= Vv — Gradebook->Gradebook spreadsheet screen.
Andrews
Per. 4-5,3
MTWRF, FY Once a Gradebook is linked to a Lesson Book, ‘template’
Assignments in the Lesson Plans can be ‘pushed’ to the
[ Gradehook | Gradebook.
= m

Procedure to go to a Lesson Book’s Associated Genesis Gradebook

OPTION 1:
1. Go to your Lesson Planner->Calendar screen and locate the course info area at

left. Click on the course’s button. This takes you to the

spreadsheet screen of the associated Gradebook:
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From Gradebook=>Gradebook, click
the “Lesson Plan” quick link to return
to your Lesson Planner.

L
|
]
L]
]
[
L]

[T Acvendance SestingChart Assesments Standards. Documents Course Pages e
AverageMeans: 305" Moder 1024 020 Median: 12335 Standaed Deviation: 73

OPTION 2: When a Gradebook is attached to a Lesson Book, a bluebook icon appears
on the Lesson Planner-List Books screen:

N I T A
3 ; e P

o -

¥ ne ®
Fr L= o a2 L]
20 3 ®

wr € ] EH ®
[ -t 8 z ]

P €« v 2 » 3
° 1 o | 0
€ z 1 ®
€ 3 F] ®
L= 1 L]

L= L]
-]
®
]
L]
®

e
s

Click on the bluebook icon to go to the associated Gradebook.

Pushing Assignment Templates to the Gradebook as Real Assignments
Lesson Plans can contain “template Assignments” (see above, pages 11 to 15). When a
Lesson Book is linked to a Gradebook, and it becomes time to teach a Lesson, the
Lesson Plan’s template Assignments can be pushed to the Gradebook as actual
Gradebook Assignments. There are two ways to do this.

Procedure to Push Lesson Plan Assignments to the Genesis Gradebook

1. Navigate to your Navigate to the Lesson Planner->Calendar Screen.

2. Select a Lesson Plan and open it for editing.

3. Locate the template Assignments at the bottom of the plan. There will now
be “Push to Gradebook” checkboxes next to each Assignment:

Lesson Assignments: 1,[HW 21 Duefinzzzoir a8 0 pushiz Gradebook?
2. [z Due10z22012 |4 8 0 pushto Gradebook?
3.|Clzss Frojsct DuefinZzz2013 = 8 @ Push to Gradebook?

4. Check the Push to Gradebook checkbox of the Assignment you wish to push.
This opens a “Select assighment options” box:
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1. Homework 1 ® 0 Push to Gradebook?
Select assignment options:
Category: ¥  Grade Type: *  Points: 100

For Parents: D For Gradebook:

5. Select the Category (e.g. Homework, Quizzes, Tests, etc.) for the Gradebook
Assignment. This is a required field.

6. Select the Grade Type for the Assignment. This is required.

7. Optionally adjust the Points the Gradebook Assignment will be worth.

8. Check the Parents checkbox if the Assignment is to be IMMEDIATELY available
to parents, students, administrators via Web Access.

9. Uncheck the “For Gradebook” checkbox if you want hide the Assignment.
When “For Gradebook” is unchecked, the Assignment appears only on the List
Assignments screen, not on your spreadsheet.

10. Scroll to the bottom and click to push the Assignment to the
Gradebook. Once the Assignment has been pushed, its highlighted name (e.g.
“summary HW") is a link to the Gradebook itself:

Lesson Assignments ;. Summary HW ol |
Assigned to Gradebook as a Homework named Summary HW, due on 04/18
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Procedure to Mass Push Assignments to the Genesis Gradebook

1. Navigate to your Lesson Planner->Calendar screen.
2. Locate a day with a Lesson Plan:

Parm of Speech

& Chranges Lassen 3. Click on the ¥bluebook “Assignments” icon.
vEeOf . . ..
CE e = ) This brings up a screen containing all of your
Assignments for the entire Lesson Book,
organized by individual Unit Plans:

) ame B Saaren

Jan d's Lesson Planner

4. On this screen, you can push multiple Assignments for multiple Lesson Plans
in multiple Unit Plans to the Lesson Book’s associated Gradebook. For each
Assignment you want to push, do the following:

) [~
Category: v
Title: [Hemework L] 7
Grading v
Description: Details £Tyes
Points | [0
Due Onm: [10zziz0i2 [ i |10

Push this azsignment to your gradebock
a. Select the Assignment Category
b. Select the Assignment Grading Type
c. Adjust the Points
d. Click the Push this assignment to your gradebook |jnk.
You can also adjust the Assignment’s Title (i.e. Name), Description and Due date
from here.
5. Once you have ‘pushed’ the Assignment to the linked Gradebook, its name
becomes a link to the Gradebook’s Home screen:

Assigned to Gradebook: . . .
Name: Guiz Click the name of the Assignment to bring up the

Guizzes iz due on 10/22 | Gradebook in a separate browser window:
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L T e T iy oo st
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Assignments marked “For Gradebook” appear on the Gradebook spreadsheet
screen:

HE4 0MI L L

(B s s s nause
Avgrmesthenger 83 800 13 a7 os w1 s n3 oms 00 me w3 Be a0
At deion: 950 808 M3 890 00 50 W me  me 00 me s w0 wo

AverageiMeanis 3551 Mode: 1208 122 Medians 13235 Standard Daviation: 7

Lesson Planner Assignments, Gradebook and Parent Access

Template Assignments in a Lesson Plan can have:
a. Documents attached
b. Standards attached

When an Assignment is pushed to a Gradebook, both standards and attached
Documents go along:
- The Standards appear on the Modify Assignment screen and can be edited

there.
- The Documents appear on the Modify Assignment screen and can be edited
there.
» When an Assignment with attached Documents is shared with
IMPORTANT! Parents (i.e. Web Access) the Documents are available for parents,

guardians, students and possibly administrators to download.

Documents are uploaded into Assignments so that they can eventually be made
available in Parents/Web Access. To attach documents to a Lesson Book which are
NOT to be made available in Web Access, upload them into Unit Plans, not to template
Assignments.
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SUBMITTING YOUR LESSON PLANS FOR REVIEW

Lesson Plans must be formally released for review by administrators. This is done via
the Calendar screen. Plans are released a week at a time. You can release ALL your
lesson books with one click or release each Lesson Book individually.

Procedure to Release All Lesson Plans for Review with a Single Click

Monday

= -
7 total courses << o5/16/2013 ] mmslze 03/17/2013

Wednesday Thursday Eriday
057182013 09/15/2013 09/20/2013

Trepage snmsligenessaeneshesicom <o 1. Navigate to your Lesson Planner>Calendar. At top left

: ST find a single green check mark (=") and click it.
p "l =<« ——3 Aconfirmation dialog will appear. Click OK.

Procedure to Release One Lesson Book’s Lesson Plans for Review

Zez = 1. Navigate to your Lesson Planner->Calendar.
2. Select the week of plans you wish to release for review
(use the date selector).

=R 3. Locate the Lesson Book whose plans you wish to release
ENGLISH 1 AC- B for review.
EEAE
- 4. Click the & button in the bottom right corner of the
WITWRF, FY Lesson Book label to actually release that week’s plans.

5. This brings up the “Post” dialog, shown below. This has
a “Submit Plans for Review” checkbox and a “Note to

g]'_‘ Reviewer” comment box:

Submit
Plans for [
Review:

Note To
Reviewer:

Save Cancel

To submit plans for the review, check the Submit Plans for Review checkbox and click the
“Save” button. To leave a note for your reviewer, type in the box.
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“Submitted” Indicator & Notes to your Reviewer(s)

fitie ==t Once you have submitted your plans for review, the “Post”
button becomes a EZZEBbutton. You can click the EEZEY button

to update your message to your reviewer(s):
10EEE [ J

______

Submit
Pians for @
Review:
These are my plans for the week

WTWRF, FY

Note To
Reviewer:

o ESD

Save Cancel

To update your message to your reviewers, click the €= button, update the
message, then click  **** . You can do this at any time in the review process.

“Review Complete” Indicator

When a plan has been reviewed and the reviewer(s) indicate they have finished, a
Reviewed | indicator appears in the Lesson Book info area:

The " Reviewed  jndicator is also a link which, when clicked, will

14126/2 . .
BIOLOGY bring up a PDF “Lesson Plan Review” report (see below).
ACADEMIC
Andrews Procedure to View Reviewers’ Comments
Per. 4-5,3 .
MTWRF, FY 1. Navigate to your Lesson Planner->Calendar screen.
2. Locate Lesson Book info panels displaying a ' Reviewed link.
3. Clickthe " Reviewed  |ink for a week of lesson plans. This
. brings up a PDF Lesson Plan Review report listing reviewer(s)
Reviewed .
— comments on each lesson in the week of lessons:
Leszon Plan Review
Weel: of 09/19/2011
Date Lesson Reviewers Comment

922011 Walcoma to Bislogy Excalleat Plan
09232011 Walcoma 1o Bislegy, Part T Good job!

Note: Lesson Plans are released and reviewed on a week by week basis. You
release the plans and your administrator(s) review them, then you get to see the
comments.

Requiring Changes: The “Changes Required” Indicator

When a plan has been reviewed and the reviewer(s) indicate wants you make changes,
a indicator appears in the Lesson Book info area:
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The C===="=1 indicator also brings up a PDF of the reviewer’s
comments when clicked (See above). It is also accompanied by a

m button.

Procedure to Respond to “Changes Required”
4. Navigate to your Lesson Planner->Calendar screen.
" Sranges Rauins 5. Locate Lesson Book info panels displaying a ===z ] [ink.
Resubmit 6. Click the === to view comments. Make your
changes and click =23 10 resend your lesson plans.

The “Resubmit” dialog displays the reviewer’s comments about your plan and includes
a comment area for you to respond. Simply click %“* to resubmit your plans for the
week:

Comments: Whara's Wadnasday's plan?

Note To!
Reviewer:

Save Cancel
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STANDARDS COVERAGE

The Standards Coverage screen (Lesson Planner>Lesson Books>Standards Coverage) Shows
what standards you have touched on, for how many lessons covering what
percentage of the days of the class:

v | 146 Total Plans. 291 Total Oays)

Identifies how many lessons
cover this CPl how many class
days that represents.

w~{ Percentage of class days this CPI
was touched upon.

If this CPl was attached to any GB
Assignments, and those were graded, the
class average for this one CPl shows here.

Frequency Column

“Frequency” indicates how many lessons touched up on the CPl and how many class
days that represents.

% of Days

The “Percentage of Days” column shows the percent of class time, over the school
year to date, that touched upon this CPI, according to your lesson plans.

Class Average

This column shows the cumulative Grade Average (e.g. 94%) that students have
earned on Assignments linked to this CPI that you have ‘pushed’ from your Lesson
Book to the attached Gradebook. This will only be filled in if you have pushed
Assignments from the Lesson Book to your Gradebook and then graded those
Assignments (for Assignments linked to this CPI).

Filtering for Specific CPIs (Used vs. Unused)
The controls at the top of the Standards Coverage screen allow you to search for
various groups of standards, including those covered or those not covered:

e ars e S onee
v

Select Lesson Books| ENGLISH 1 AC - B (11 Units) Subject| 3 - Language Arts v

Select User:) Russsk, Jand v Standards Fiter:| Standards being used ¥ | (4D Total Plans, 201 Total Days)
You can select by Subject as well as “All Standards”, “Standards being used” and
“Standards not being used”.
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LESSON PLAN TEMPLATES

Creating Lesson Plan Templates

If you have permission to create your own Lesson Plan Templates, you will have
access to the Lesson Planner>Setup>Templates screen:

<< Previous  Documents  Lesson Planner  Standards  Seaff

e L
[ s T Scto v | temonpat s Documenaregonent g | Cuomric

Lesson Plan Templates

Copy school template from 201213
Code [ E—— Books tied to remplate | shared | Defaure| | |
p- LA ARTS

£ A

LP Defsult | Default Lesson Plan | USER

15. US HISTORY UNIT PLANS HOLDER
SPECEDTEMP | Specisl Ed USER = None
TEMPLATEZ | Templste 2 USER | 1. 10175/1 =ENGLISH 1 HON v

)0
(===

USHISTORY  US History Plans | USER  Nane v

][ | [Aed Temglate |

Unit Plan Templates

ose ——Trempice nome 1]

LP Default Default Unic Plan B

This screen shows you the Templates you currently have, which Lesson Books are
using which Templates and potentially allows you to edit existing Templates and
create new ones.

Procedure to Create a New Lesson Plan Template

1. Navigate to the Lesson Planner>Setup>Templates screen.
2. Locate the Add Template control at the bottom of your list of Templates:
| | | | | Add Template |

3. Enter a code and a Template name:
lus HISTORY | U= History Plans | [ Add Template |

4. Click the button. This brings up the Modify Template screen where
you can set up your Template:
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Lesson Plan Template

Narme: 15 Hiztory Flans Update Template name

Display 5Seq

Lesson Plan Field Field Starting 1ext §F

Themes: I+l 10

T Choose the order you wish your fields to appear in
Interdizsciplinary Connecticns: 11 30
Tech Integration: te#] 40

Equipment MNeeded: 11 5D
Learning Activities: Ie#] 70

Differentiation: W 20
A

Resources Provided: le#] 20
/[ Decide which fields you wish to include in the template ]
Assessments: la#l Y

A

(Dussom Fiasd)

Anticipatory Set or Warm Up: T
. [ Preload the fields with standard text ]

r
&

e

Clozure: 130
(Duemom Fiaid) A

Materizl=/Prep: SEn

(ouma P - o

T
x
=g
o
m
[=1
(=]
[=]
0
on

(Dumom Fiaid) - e

Reflection: =0

(ouma P - .
Remember to save your changes
My Custem Field: 180

(Cusom Figsd) 4

5. Step 1: Choose which fields to include. Locate the “Display” checkboxes.
Those for the ‘built-in’ fields will be checked. Those for the “Custom Field”
will not be. You can select those you wish to include (check the checkboxes)
and exclude (uncheck the checkboxes).

6. Step 2: Choose the order in which you want the fields to appear on your
Template: Change the sequence numbers so that they are ordered
numerically the way you want them to be. When you click “Save Screen”,
the fields will be re-ordered according to the sequence numbers you
choose.

7. Step 3: Preload the fields with text that you always want to appear. When
you create a plan from the Template, the text will automatically be loaded
into your plan (you can always erase it at that point).
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8. Click to store your newly configured Template. Your new Template
will now appear in the list of Templates with no course yet using it:

[ otz | Tomptne N | Ty B it empoie | shareg oot | ||

1. CURRICULUM MAP - LANGUAGE ARTS

2. Curriculum Map

3 1016S/AENGLISH T AC- A
4. 10165/3 ENGLISH1 AC- B
Mumber 12
6. hly New Less ok

5. Lesson Bo

LP Defsult Default Lesson Plan  USER
10/1 US HISTORY 2
US HISTORY 2
US HISTORY 2
US HISTORY 2
US HISTORY 2
14, #3 US HISTORY 2
15. US HISTORY UMIT PLANS HOLDER
SPECEDTEMF  Special Ed USER = Mone
TEMPLATE2Z Template 2 USER | 1. 10175/ *ENGLISH 1 HOM
USHISTORY US History Plans USER = Mone

v &

& O
v & O
v & o

Procedure to Modify an Existing Lesson Plan Template

1. Navigate to the Lesson Planner>Setup>Templates screen.

2. Locate the Template you wish to modify and click the edit button for it:
| code | Tempiatename | Type |Books tieatoempiate [snarea|peraue] ]| |

LP Default Default Lesson Plan = USER
SPECEDTEMP  Specisl Ed USER
TEMPLATEZ Template 2 USER
USHISTORY US History Plans USER

1. CURRICULUM MAP - LANGUAGE ARTS
2 Curriculum Map

3. 10165/4 EMGLISH 1 AC- A

4 10165/3 EMGLISH1 AC- B

2 US HIST 2/ECOM v
0/1 US HISTOR:

¥2 US HISTORY 2
1 US HISTORY 2
12 US HISTORY 2
13 US HISTORY 2
14, 21043 US HISTORY 2
15. US HISTORY UNIT PLAMS HOLDER
Meone
1. 1017541 *EMGLISH 1 HOM v
Mene L

You can only
delete a

Template if no
Lesson Book is
using it.

& O
& O

3. This will bring up the Modify Template screen (See above).
4. Continue from Step 5 in the “Create Template” Procedure above.

Procedure to Choose a Template for a Lesson Book
Each Lesson Book can only use a single Template

1. Navigate to the Lesson Planner>Lesson BooksList Books screen.

2. Locate the Lesson Book you wish to choose a Template for and click its Edit

icon:

rowo ok | Lses | TP Lison P | Dot ook | GopyLesoms | sancars coveras |

3. Clicking the edit icon brings up the Lesson Book Preferences screen.

Lesson Planner User Guide 2014-15

2.02

68 of 72



GENESIS LESSON PLANNER 2014-15

4. On the Lesson Book Preferences screen, locate the “Select lesson plan template”
drop down:

Select 2 lesson plan templste| Default Lesson Plan 7

Default Lesson Flan

U-S H|=lory Flans
5. Select the desired Template in the drop down and click to store your
choice.

Updating your Unit Plan Template

You have one single Unit Plan template, but if you have permission to update your
Lesson Plan templates, you will also have permission to update the Unit Plan template.
It can also be found on the Lesson Planner>Setup>Templates screen, at the bottom:

Newjersey Export Athletics ReportWriter WebDesk Tumnstile Info  Payment Assessments  Next>>

Lesson Books _Calendar | Setup _Review Plans _Mapping __ Reports
<[ Lesson Funnar sstup Tempites

[ praerances | Seafso sar | Lamon Pal aquests | Documan Maragamment imegration | Custom e | Terplacas | Aduin Tooks |
Lesson Plan Templates

Copy school template from 2012-13

N T T ey e e

1. CURRICULUM MAP - LANGUAGE ARTS

3107165/ ENGLISH 1 AC - A
GLISH 1 AC- B

LP Default Default Lesson Plan ~ USER v @

15 RY UNIT PLANS HOLDER
SPECEDTEMP | Special £ USER  Mane & O
TEMPLATEZ | Template 2 USER | 1.10175/1 *ENGLISH 1 HON v &
USHISTORY  US Histary Flans USER | Mane & @
[ il | [Add Templstz |

Unit Plan Templates

e T

LP Default Default Unit Plan

Procedure to Modify your Unit Plan Template

1. Go to the Lesson Planner>Setup>Templates Screen
2. Locate the Unit Plan Template at the bottom and click on the edit button.

Unit Plan Templates
R T

LP Default Default Unit Plan

3. This brings up the “Modify Unit Plan” screen:
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Unit Plan Template

Mame: D=fault Unit Plan

Unit Plan Field Display Seq Field Starting Text o
Show Summary: L
Y 4
Show Rationale: L4 20
#
Show Essentisl Questions: L4
£
Show Enduring Understandings: L 40
#
Show Learning Targets: L4

Show Resoures:

Genesis High School
Propagation Optlons to Other Users

When s uzer first logs inte lezson planner, the following will happen:
This template will replace the default template for the user.

4. You can update the Unit Plan’s name: MName:p=izutt unit Zizn
5. You have three options for adjusting Unit Plan fields:
a. Determine which fields to display and which to hide by
checking/unchecking the “Display” checkboxes.
b. Determine the order the fields will be displayed in by updating their
Sequence numbers. Fields are always displayed in numerical order.
C. Enter “boiler plate” text into the fields. This text will be added to
every Unit Plan created using this template.

6. When you are done, check the “This template will replace the default template for

the user” checkbox.
7. Click to finish the update.

Additional Unit Plan Fields
You cannot personally create additional fields for Unit Plans. There areup to 5

additional “custom field” slots available school wide for Unit Plans. These fields do not

appear on the “Modify Unit Plan” screen unless they have been “named”. Speak to
your system administrator (or your supervisors) about “naming” those 5 additional
custom slots and making them available to use. The “custom field” slots are never
automatically included in the Unit Plan template; you will need to use the above
procedure to modify your Unit Plan to include the fields once they have been made
available to you.
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Restoring Deleted Books and Plans

Restoring Deleted Lesson Books

Deleted Lesson Books remain available on the Lesson Planner>Lesson Books=>Deleted

Books screen.
Lesson Books | Calendar Setup Review Plans Reports
P sh can -

Lesson Planncr.Trash

Browse Lesson Books | ListBooks | UnitPlans | Daily Lesson Plans | Deleted Books || Copy Lessons

Lesson Book Title Tied to Course Deleted On
630 Lesson Book Number 8 Template 10/07/2011 by janr Bestore Book
239 15215/2 US HIST 2/ECON 15215/2 US HIST 2/ECON 11/09/2011 by janr Restore Book
930 10805/1 JOURNALISM 10805/1 JOURNALISM 02/24/2012 by janr Restore Book
1473 Lesson Book Number 85 Template 07/12/2012 by janr Restors Bock

Procedure to Restore a Deleted Lesson Book

1. Go tothe Lesson Planner=Lesson Books=>Deleted Books screen.
2. Locate the Lesson Book you wish to restore and click on the corresponding
Restore Book link. This brings up a verification message:

~
& The page at genesis.genesisedu.com says: u

Are you sure you want to restore this Lesson Book?

| QK | l Cancel ]

3. Click OK to restore the Lesson Book.

Restoring Deleted Lesson Plans

Deleted Lesson Plans remain available in your personal plan library. They can be
located and copied in via the Lesson Plan Search tool.

C | [ genesisgenesisedu.com, B a
GoSheet O GenesisE-Mail y JRA X Wiki- Confluence T Demo - Test Sever X Genesis Test8 || - D (&0 D' Alessand oth... &3 Cable TV, High Spee... J
My Lasson Books to Include: Select Lesson Plan for 04/30/2012
¥ Al Legson Books User  Lesson Book Unit plan Lasson Days  Starts
10031/7 SATMATH - L janr 15205/3US HISTORY 2 Unit Plan 1 Lesson Plan 5 1 ouos012 Add
10039/3 CREAT WRITING janr 15305/3US HISTORY 2 Unst Plan 1 Lessan Plan 6 1 oyiom012 Add
igz;‘;f oo janr  15205/3 US HISTORY 2 Unit Plan 1 Lesson plan 2 1 ooz Add
10878/2 RADIO/TY janr  15205/3 US HISTORY 2 Unit Plan 1 Lesson Plan 3 1 01/24/2012 Add
1087972 RADIO/TV 15 janc  1520/3 US HISTORY 2 Unit Plan 1 Lesson Plan 4 1 owason Add
10895/1 TV BROADCASTING janr  15205/3 US HISTORY 2 Unit Plan 1 Lesson Plan 3 1 02/02/2012 Add
e e ey janr  15205/3 US HISTORY 2 urst Plan 1 Lesson Plan 3 1 02/03/2012 Add
123551 SPANISH 3 L ,
raeTa janr 15208/3US HISTORY 2 Introduction Lesson Plan 1 1 ozzen2012 Add
12355/3 SPANISH 3 janr  15205/3 US HISTORY 2 Introduction Lesson Plan 2 1 03/01/2012 Add
1235574 SPANISH 3 janr  15205/3US HISTORY 2 Introduction Lesson Plan 3 1 ovjozzon2 Add
12355/8 SPANISH 3 fanr  15205/3 US HISTORY 2 Introducton Lessan Plan 1 1 oworzon2 add

Procedure to Restore a Deleted Lesson Plan

1. Gotothe Lesson Planner>Calendar screen.

2. Locate the Lesson Book and the Calendar Day in which you want to place the
restored plan and click the = 3=arch " [ink for that day. This brings up the
lesson plan search tool (see above). It will be showing all plans — deleted plans
included, for the current Lesson Book.
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3.

4.

o

Add additional Lesson Book’s plans to the list by clicking on the course
section’s checkbox (on the left hand side).

Locate the Lesson Plan you wish to restore and add to the Calendar Day and
click on the ADD button for it. This will start the “copy Lesson Plan” function.
You will be shown the Calendar with the usual “Copy” controls:

Close

Select a Unit [+]
or Create Unit

Link Plans
Paste Lesson

Create Search Paste

Select the Unit into which you wish to place the Lesson Plan

Optionally check the Link Plans option

Click the [ PasteLtesson | hytton. This will paste your selected Lesson Plan into
the Calendar Day.
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