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Criterion.

Welcome to Criterion®™ Online Writing Evaluation, a web-based service that
evaluates a Student’s writing skills and provides instant score reporting and
diagnostic feedback to both the instructor and student.

Criterion utilizes automated scoring technologies to provide students with instant score and
writing analysis feedback on writing samples they submit. The Criterion user interface enables
quick access to numerous features, including a holistic score based on nationally recognized
standards and detailed diagnostic feedback, provided in an annotated version of the student’s
writing sample.

Students can access a password-protected website, submit essays on topics assigned by their
instructor, and then receive an overall holistic score from e-rater®, a proprietary automated
scoring engine developed by Educational Testing Service. Students also receive online
diagnostic feedback from Critique®™ Writing Analysis Tools, also developed by Educational
Testing Service to analyze elements of grammar, usage, mechanics, style, and organization and
development. Potential errors from these categories are identified within the essay itself, and
targeted feedback is offered for each identified error.

Criterion captures and displays actual errors and features within the student’s essay, including
fragments, agreement errors, misspellings, sentences containing errors of commonly confused
words, and sentences missing initial capitalization and final punctuation. Heuristic-based
diagnostic feedback helps students focus on their errors and features as they revise their essays,
while a work-in-progress revision capability allows them to make revisions as they review each
category of feedback. Students can ask instructors for advice about an error or feature by writing
questions and comments and attaching them to a particular essay.

Instructors can also insert their own comments about the essay both within the essay and in a
message board. Criterion also provides students with online access to a comprehensive Writer’s
Handbook with reference materials on how to improve their writing. All of this feedback is
designed so that the student can utilize it along with the revision capability.

All of the student’s writing, scores, annotated feedback, and instructor comments are saved to a
secure virtual portfolio that both the instructor and student can access.

The Criterion library of topics spans elementary school, middle school, high school, and college
levels. In addition, instructors can create and assign their own writing tasks utilizing an Instructor
Topic unscored or Instructor Topic scored functions.
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The Administrator’s Edition of the User Manual is intended to support administrators who will
utilize the Criterion management and reporting tools to monitor usage and productivity. It
contains a step-by-step overview of all essential functions in Criterion, and is illustrated with
screen captures of the system to help District Administrators navigate through the application.

There are separate editions of this User Manual for instructors, and students:

e The Instructor’s Edition of the Criterion User Manual is similar to that used by district
and school administrators. The primary difference is that it is intended to allow
instructors to work independently as they begin using Criterion in their classrooms.

e The Student Edition of the Criterion User Manual provides illustrated, step-by-step
instructions to help students use Criterion to access their online portfolios, complete their
assignments, view their scores and the annotated diagnostic feedback from their
instructors, and comment back to their instructors.
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1.0 INTRODUCTION

This manual contains a step-by-step overview of the essential administrative functions provided
by Criterion®". Administrators will utilize the Criterion management and reporting tools to
monitor usage and productivity.

A Criterion Administrator must be identified as a primary contact for a Criterion account. As an
administrator, you will create districts and/or schools for each user.

The first time you use Criterion, you will be required to register as a user. To do this you will
need the Access ID and Access Password provided to you by the Criterion Administrator at
ETS. Once you have registered, you will not be required to register again.

Space is provided below for you to record your School’s Access ID and Password.

Access ID:

Access Password:

If you need assistance with the Criterion®™ Online Writing Evaluation service, please email the
Criterion Account Manager at criterionsupport@ets.org or call 1.877.909.6442. You may also
refer to a guided web tour at www.ets.org/criterion.

NOTE: If you are an instructor in addition to being the administrator, you will
need to register twice: once as an administrator and once as an instructor. (See the
Instructor’s Edition of the Criterion User Manual.)

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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2.0 GETTING STARTED

2.1 Personal Computer Specifications
To begin using Criterion®, you will need an Internet connection and a web browser.

2.1.1 Network Specifications

Administrator’s Edition

Please provide this information to the district’s computer technology specialist. The
following is the recommended minimum network guideline for your local network infrastructure.
Criterion is an online interactive application; overall performance could be affected during periods of

high network traffic.

NETWORK ATTRIBUTE MINIMUM RECOMMENDED

LAN CONNECTIVITY 10MB 100MB
BUILDING/FACILITY BANDWIDTH | 256KB T-1(1.54MB) OR GREATER
DESKTOP BANDWIDTH 56K BROADBAND CONNECTION:

CABLE, DSL

ROUTERS AND SWITCHES

NETWORK HUBS

CISCO 2600 AND 2900 SERIES
ROUTERS/HUBS (or equivalent)

WIRING AND CABLES

CAT-5

FIBER BACKBONE TO SWITCHES

2.1.2 Specifications for PC

The Criterion v4.0 website will operate on personal computers as long as they meet the
recommended minimum standards listed below:

HARDWARE/OS/BROWSER MINIMUM RECOMMENDED
DESKTOP PC or LAPTOP PENTIUM I PENTIUM Il OR GREATER
INPUT DEVICE KEYBOARD MOUSE KEYBOARD MOUSE

OPERATING SYSTEM

Windows 98SE, NT4

Windows ME, 2000, XP

BROWSER: ENABLE JAVA
SCRIPTING AND COOKIES

IE 5.5; NETSCAPE 6.1; Firefox
1.0.1

IE 6.0; NETSCAPE 7.2; Firefox 1.0.1

GRAPHICS ADAPTER

SVGA 800x600 RESOLUTION

SVGA 800x600 RESOLUTION

DISPLAY

ANY SVGA COLOR MONITOR

ANY 177 SVGA COLOR MONITOR
OR GREATER

2.1.3 Specifications for Macintosh

The Criterion v4.0 website will operate on Power Macintosh and G3/G4 systems as long as they
meet the recommended minimum standards listed below:

HARDWARE/OS/BROWSER MINIMUM RECOMMENDED
MACINTOSH POWERMAC G3 POWERMAC G4 or G5
INPUT DEVICE KEYBOARD MOUSE KEYBOARD MOUSE

OPERATING SYSTEM

MAC 0S5 9.2, 0S X 10.1

OS X 10.2 or higher

BROWSER: ENABLE

IE 5.2; NETSCAPE 7.1; Firefox
1.0.1 & Safari 1.2.4 (compatible

IE 5.2; NETSCAPE 7.1; Firefox 1.0.1
& Safari 1.3 (compatible only with

COOKIES only with Mac OS X, not OS 9) Mac OS X, not OS 9)
GRAPHICS ADAPTER Graphics 800x600 Graphics 800x600
DISPLAY MACINTOSH MONITOR 17” MACINTOSH MONITOR

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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2.2 Register as a New User

1. Use the following URL to access the Criterion Home Page: http://criterion.ets.org/cwe/

2. Inthe Criterion Home Page (shown below), click on the Go to Criterion Administrator

Website link.
2.2 Register as a New User
Welcome to E@ N [ =
Criterion. ﬁ 1 a7 E ‘%
Online Writing Evaluation Service u‘ﬂ % Ly - ih

Welcome to Criterion

Watch for an email during the next couple of weeks
announcing the launch of Criterion Online Writing
Evaluation Yersion 4.0! You will be receiving a link to the
new Criterion Online Tour, a description of the new
features in Criterion 4.0 and an invitation to participate in a
Criterion Webinar.

Criterion®M Online Writing Evaluation

Go to Criterion Student Website

Go to Criterion Instructor Wehbsite

<- Go to Criterion Administrator Website ><_ Click on this link.

Criterion News

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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3. Inthe Criterion “Welcome Administrator” screen (shown below), click on the

<Register> button.
2.2 Register as a New User

ETS)

Criterion.
Online Writing Evaluation
Welcome Administrator
CRITERION Online Writing Evaluation Service
Click on <Register>. ‘ Regist J) lam anew user.

LogIn N already have a User Mame and Passward

By logging in, subscriber agrees that the privacy of student and instructor information, essays, and score data are the responsibility of the instructor and client institution.
Student and instructor names, user identification, passwords, essays, and score data are maintained by ETS on a secure server. ETS does not dissemingte student or instructor
information and it is only accessible to the instructor, designated Subscriber Administrator, and ETS Account henager. The Subzcrber acknowledges that prior to using Criterion,
=aid Subscriber is obligated to obtain amy written parental consent that may be required in accordance with COPPA, Section G502

Copyright @ 2002, 2004, 2005 ETS. All rights reserved.
ETS and the ETS logo are registered trademans of Educational Testing Service (ETS). CRITERION iz a trademark of ETS.
iiabsite deweloped by Dalphin Inc., Waarhess, NJ; portians copyright @ 2002, 2004, 2005 by Dalphin Inc

4. Inthe Access ldentification — Administrator screen (see below):

a. Enter the Access ID and Access Password given to you by your Criterion Account
Manager at ETS.

b. Click <Continue>.
2.2 Register as a New User

i
Criterion.

Online Writing Evaluation

@entification — Admin@

Flease enter your access infarmation below, then click the Continue button.

Ifyou do not knowe your access information, please contact your administratar.

a) Enter Access ID and
Access ID: I [This iz the 1D you received for your school, departmert, district, college, corporation, ete.)
Access Password.
Access Password: I [This iz the password you received for you school, department, district, college, corporstion, etc.)

I/ Continue _//a) I/ Cancel _/)

T

b) Click <Continue>.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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5. Inthe New Administrator Registration screen (see below):

a. Enter the appropriate information (e.g., User Name, Password, etc) in the fields
provided. (Be sure to include your email address.)

b. Click <Create Registration>.
2.2 Register as a New User

a) Enter the appropriate
information in the
fields provided.

6. Use the space provided below to record the User Name and Password that you create for
yourself. The User Name may have up to 70 characters and include numbers, letters, and
symbols typically part of an email address. The Password may have up to 35 characters
and include numbers, letters, spaces, and symbols.

User Name:

Password:

REMEMBER: You are only required to register the first time you use Criterion.
After you have registered, you will always click on <Log In> when you access
the Criterion Welcome Administrator screen and use the User 1D and Password
that you created to access the administrator functions and options in Criterion.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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2.3 Log-In

You are only required to register the first time you use Criterion. Each time you return to
Criterion, follow the steps below:

1. Inthe Criterion Welcome Administrator screen, click on the <Log In> button.

2.3 Log-In

ETS)

Criterion.
Online Writing Evaluation

Welcome Administrator
CRITERION Online Writing Evaluation Service

{  Register ) |amanew user.

Click on <|_Og In>. F Login )| 1already have a User Mame and Password

By logging in, subscriber agrees that the privacy of student and instructor information, essays, and score data are the responsibility of the instructor and client institution.
Student and instructor names, user identification, passwords, essays, and score data are maintained by ETS on a secure server. ETS does not dissemingte student or instructor
information and it is only accessible to the instructor, designated Subscriber Administrator, and ETS Account henager. The Subzcrber acknowledges that prior to using Criterion,
=aid Subscriber is obligated to obtain amy written parental consent that may be required in accordance with COPPA, Section G502

Copyright @ 2002, 2004, 2005 ETS. All rights reserved.
ETS and the ETS logo are registered trademans of Educational Testing Service (ETS). CRITERION iz a trademark of ETS.
iiabsite deweloped by Dalphin Inc., Waarhess, NJ; portians copyright @ 2002, 2004, 2005 by Dalphin Inc

2. Inthe Log In screen, enter your User Name and Password (created when you registered),

and then click <Continue>.
2.3 Log-In

s —
Criterion.

Online Writing Evaluation

Type your User Mame and Passward, then click the Continue buttan.

Enter User Name UserName: |
and Password.

Password: I

I/ Continue _J) I/ Cancel __y

Click <Continue>.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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3. Your Districts Report screen (shown below), listing the institutions/districts assigned to
you, will appear. If you do not have any institutions/districts currently assigned, a
message will display indicating this.

2.3Log In
istricts in Franklin School District - Micro=oft Internet Explorer provided by ETS - |Elli|

. Printer-Friendly Yersion Help Log Out
Administrator: Joan Stoaks

MENLU Districts in Franklin School District
Select a Report:
At Mew District [ | Districts Report JE3
Edit District Information
Delete District Sele ar rnore districks by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allocate Submissions and names, Then select a function from the & = = =5 =
Student menu on the left. Click a district name E'; = = =B = =
W= to access the list of schools for that = E = g e E ‘° _
district, =) X E tE % E =
Define Report Standards Districts [=] Schools 2 = & BE = & &
Assignrment Options ||_ |Ml 3| 30| SDD| 4?D| ?3| SDD| 4B1| ?3|
Email All Administratars in
District
Email All Instructors in
District
Email All Students in District
Advanced Impaort
Export Report Data
Archive Porffolios
Edit by Liser Infarmation
District Adrministrator Options
Search
1 District 3 30 500 470 T3 500 461 T3
Select All Clear A deleted student will net be rermoved from the claszs total,

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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2.4 Navigating Through the System

The various screens that comprise the Criterion application have a similar setup and operate in

the same way. The Home Page for an Administrator is the Districts Report page, which is
shown below.

2.4 Navigating the System
; Districts in Franklin School Districk - Microsoft Internet Explorer provided by ETS - |EI|5|
Printer-Friendly Yersion Help Log Dut
Administrator: Joan Stoaks O
Click items in thi istricts in Franklin School District . .
dwitoipeiiace User Name Navigation Panel
MERIL Districts in Franklin School District
elect a Report:
Add Mew District ‘@y =l
Edit District Information
Delete District Select ane or more districts by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allacate Submissions and rarnes, Then select 2 function from the @ = c = =
Student rmenu on the left. Click 2 district name ; = = =T = ‘=
W= to zccess the list of schools for that e § " 5 = E ‘B _
district, = ﬁ s e % = =
Define Report Standards Districts [=] Schools 2 = 2 5E = 2 E
Assignment Options | ™ [Frankin schooi pistrict e I I
Email All Administrators in
District
Ermail All Instructars in
District
Ermail All Students in District
Advanced Import
Export Report Data
Archive Portfolios
Edit My LIser Infarmation
District Administrator Options
Search
1 District 3 3o 500 470 T3 500 461 T3
Select All Clear 2 deleted student will not be rermmoved from the cass total

1. The User Name and Role (e.g., administrator, instructor, student) appears at the top of
the screen.

2. To the right of the User Name is the Navigation Panel:

e Clicking on the Printer-Friendly Version link will let you print a screen or report in
a printer-formatted version.

e Clicking on the Help link will open and guide you simultaneously and parallel to the
screen and task on which you are working.

e Clicking on the Log Out link will log you out and return you to the Criterion log-in
page. Once you have logged out of Criterion, you may close your browser.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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3. Below the User Name is the Breadcrumb Trail which lets you know where you are in

the Criterion system. As you progress through the system, you can easily return to a

previous screen by clicking on the link (which is underlined) in the trail.

Click on this link to
return to the “Districts”  |an
report page.

Assignment Cptions

Email All Administratars in
School

Email All Instructors in
School

Etmnail All Students in Schaal

Advanced Impart

Export Report Data

Archive Porfolios

Edit My User Information
School Administrator Options
Instructor Options

Search

Select a Rep)
I Schoolz Repo

=3 Schools in Franklin School District - Microsoft Internet Explorer provided by ETS

Current Screen is the
“Schools” report page.

2.4 Navigating the System

Printer-Friendly ¥Yersion

Help

Breadcrumb Trail

=10l x|

Log Out

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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4. Below the Breadcrumb Trail, the left pane of the screen shows the MENU options
available from your home page.

2.4 Navigating the System
a Districts in Franklin School Districk - Microsoft Internet Explorer provided by ETS - |EI|5|

Printer-Friendly Yersion Help Log Dut

@ Criterion. Administrator: Joan Stoaks

Breadcrumb Trail

@ Districts in Franklin School District
Select a Report:

Gdd Mew District [Districts Report ;|<— Select a Report field
Edit District Information
Delete District Select ane or more districts by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allacate Submissions and rarnes, Then select a function fram the @ = c = =
Student rmenu on the left. Click 2 district name ; = = =T = ‘=
W= to zccess the list of schools for that e § o 5 = E ‘B _
district, = ﬁ s e % = =
Define Report Standards Districts [=] Schools 2 = 2 5E = 2 E
Menu Assignment Options = |Franklin Schnol Dis1ri-:t} 3| 3D| suu| 4m| ?3| sun| 451| ?3|
options /
P Email All Administrators in - Y .
\ District Assigned Districts
Ermail All Instructars in
District
Ermail All Students in District
Advanced Import
Export Report Data
Archive Portfolios
Edit My LIser Infarmation
District Administrator Options
kSearch
1 District 3 30 500 470 73 500 461 73
< Select All Clear 2 deleted student will not be rermmoved from the cass total
e ——

5. Below the Breadcrumb Trail, the right pane of the screen lists the districts that are
assigned to the Administrator. Clicking on a district name will display the schools listed
for that district.

6. The Administration can select a particular report to view by clicking on the drop-down
menu in the Select a Report field in the right pane of the screen. (See Section 8.0 —
Create Reports for information on the specific reports that are available.)

7. At the bottom of the right-hand pane are two links: Select All and Clear.

e Click Select All to select all of the checkboxes next to the district names.
e Click Clear to deselect all of the checkboxes next to the district names.
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3.0 ADD, EDIT, OR DELETE ADISTRICT

3.1 Add a District

1. Log into your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. Inthe MENU field of the Districts Report screen, click on the Add New District link as
shown in the example below.

3.1 Add a District
a Districts in Franklin School Districk - Microsoft Internet Explorer provided by ETS - |Elli|

. Printer-Friendly Yersion Help Log Out
Criterion. Administrator: Joan Stoaks
MERILI Districts in Franklin School District
( elect a Report:
Add Mewr District W =l
CErrete orrmation
Delete District Select ona or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
JLLL F P T Sy al narmes, Then select a function fram the 1] E = = =
. rmenu on the left. Click a district name E'; = = =T = =
C“Ck on w to access the list of schools for that b E ‘@ 5 E E ‘m —
. - L =
District. district, = b 15 +E ® = I
— Districts =1 Schools e = g 38 = I o
Assignment Options [ ™ |Frankin school District| 3| sf  soof aro]  wa[ s e 73
Email All Administrators in
District
Email All Instructors in
District
Email All Students in District
Advanced Import
Export Report Data
Archive Portfolios
Edit My Llser Infarmation
District Administratar Optians
Search
1 District 3 30 500 470 T3 500 461 T3
Select All Clear A deleted student will not be rermoved from the class total,
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3. Inthe Add New District screen, complete the District ID, District Full Name, and
District Password fields (see below).

NOTE: The District ID must be unique. The District ID will only be used for

registration purposes. The District Full Name will be displayed within the website.

3.1 Add a District
~1ol x|

/4 Criterion Add New District - Microsoft Internet Explorer provided by ETS
Help Log Out

Administrator: Joan Stoaks

Add New District

Add New District
Plzase cornplete the following information for this districk, all fizlds must be completed. When you are finished, dick the Save
buttan,
District ID: R .
o ! Enter District ID,
District Full Narme District Full Name, and
Distrct Passwort District Password

{ Save i) (" Sawe and Return :’:) I Cancel {)

73

Click <Save and Return>
to add new district.

4. Click <Save and Return>. The message box shown below will display indicating
that the district has been added.

Microsoft Internet Exple =]

& District Added

Click <OK>.
|

5. Click <OK>. You will be returned to the Districts Report screen.

NOTE: If you wish to add additional districts at this time, click <Save> instead
of <Save and Return>. After you click <OK> in response to the “District
Added” message box, you will be returned to the Add New District screen where

you can add additional districts.
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3.2 Edit District Information

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember

how to log in.)
2. Inthe Districts Report screen (see below):

a. Click in the box next to the name of the District whose information you will be
editing.

b. Click on the Edit District Information link in the MENU field.

3.2 Edit District Info
=10 x|

A Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

Administrator: Joan Stoaks

Printer-Friendly Yersion

Help

Log Out

WEML Districts in Franklin School District
Select a Report:
(: Edit District Information
lat Select one or rore districks by clicking Students Submissions
the checkboxes to the left of the district - = =
Allocate Submissions and narnes, Then select a function from the @ = c = c
Student renu on the left. Click a districk narne ; = = =T = =
e to access the list of schools for that = E o 5 = E = _
district, = X = tE F E 2
Define Report Standards Districts [=] Schools 2 = g ZE = 2 E
Assignment Options | ¥ |Frankin School District | EE . I e
Ermail All Administrators in
District
Ermail All Instructors in
District
Ermail All Students in District . . P
Ry — a.) _Cllck in Fhe box ne_xt to the.Dlstrlct whose
Export Report Data information you wish to edit.
Archive Portfolios . i . X i
b.) Click on Edit District Information in the
Edit My User Information MENU field.
District Administrator Options
Search
1 District 3 30 500 470 73 500 461 73
Select All Clear A deleted student will not be removed from the cass total.
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3. Inthe fields that appear in the Edit District Information screen (see below), make the
desired revisions.
3.2 Edit District Info

7} Edit District Information - Microsoft Internet Explorer provided by ETS 1Ol =l

Help Log Out
Administrator: Joan Stoaks

Click items in this cts in Franklin Edit District Information
row to go back hool ot
Edit District Informatio

Flease complete the following infarmation for this district, All fields must be completed, Wwhen gou are finished, dick the Sawve
and Return buttan,

District ID: [fsdistrict Make changes to the

District Full Name: |Franklin School District appropriate fields.

District Password: |dem0

(" Save and Return - 1
‘Ip,] ANCe ‘I/J

*

Click <Save and Return>.

4. Click <Save and Return>.

5. The following message box informing you that the District information has been updated
will appear.

Microsoft Internet Explo x|

& District Updated

Click <OK>.

6. Click <OK>. You will be returned to the Districts Report screen.
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3.3 Delete a District

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. Inthe Districts Report screen (see below):

a. Click in the box next to the name of the District whose information you will be
deleting.

b. Click on the Delete District link in the MENU field.

3.3 Delete a District

a Districts in Franklin School District - Microsoft Internet Explorer provided by ETS - |EI|1|
. Printer-Friendly Yersion Help Log Out
Administrator: Joan Stoaks
stricts in Franklin School District
MEMNL Districts in Franklin School District
< Select a Repo
Add New District w =l
itQugtrict nformation
q Delete District Select ane or moare districks by clicking Students Submissions
the checkboxes to the left of the district = = =
Allacate Submissions and names., Then select a function from the a 5 = 5 =
Student rmenu an the left. Click a districk name E = = =D = =
W=l & to access the list of schools for that g E o 5 = E = —
district, = % = EE ﬁ 1= B
Define Report Standards Districts [=] Schools g = 2 B8 = & E
Assignment Options - ¥ |Frankiin School District e B I
Ermail All Administratars in
District
Email All Instructars in
Dristrict
Email All Students in District a.) Click in the box next to the District you wish to
Advanced Import delete
Export Report Data :
Archive Porffolios . . I .
b.) Click on Delete District in the MENU field.
Edit My UIser Infarmation
District Administrator Options
Search
1 District 3 30 500 470 T3 500 461 T3
Select All Clear # deleted student will not be removed from the cass total,

The following warning message will appear:
x|

@ wtarning - all data for the selected Districk will be deleted!

Cancel |

3. If you are certain that you want to delete the District (all data related to it will be
permanently deleted), click <OK>. The District will be deleted and you will be returned
to the Districts Report screen.
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4.0 ADD, EDIT, OR DELETE AN ADMINISTRATOR

The Administrator can add, edit, or delete an administrator, as well as send Email directly to an
administrator.

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. Inthe main section of the screen (see below):
a. Click in the box next to the District with which you will be working.

b. Inthe MENU field, click on the District Administrator Options link. The District
Administrators screen will appear.

4.0 Add, Edit, or Delete an Admin

3 Districts in Franklin School District - Microsoft Internet Explorer provided by ETS - |EI|§|
. Printer-Friendly Yersion Help Log Out
Administrator: Joan Stoaks
L AL & Districts in Franklin School District
row to go back 4
MENU Districts in Franklin School District
elect a Report:
Add Mew District <w =l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
AMlacate Submissions and narmes, Then select a function fror the @ = = = =1
Student rmenu on the left. Click a districk narne E = ‘= =t = =
uaents to access the list of schools for that i E ‘= 5 e 15 = _
district. = 'g = i 'E 5 I
Define Repaort Standards Districts [=] Schools & = & 58 = & E
Assighment Options ¥ |rankiin School District | N EE B ) I
Email All Administrators in
District
Email All Instructors in . . _—
Dtz Click in the box next to the District
Email All Students in District with which you will be working.
Advanced Import
Export Report Data
Archive Portfolios
¢ District Admipistrator Options)
Search
1 District 3 30 500 470 T3 500 461 73
Click on District ect All Clear & deleted student will not be rernoved from the class total,
Administrator Options.
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4.1 Add a District Administrator

1. Inthe MENU field of the District Administrators screen, click on the Add New District
Administrator link. See the example below.

4.1 Add a District Admin

23 Franklin School District Administrators - Microsoft Internet Explorer provided by ETS =10 x|
Help Log Out

Click items in this - in Al Franklin School District Administrators
row to go back =

Franklin School District v |

[+]

[ |Frankiin Schoal District Stnith, Mary

Click on Add New [ [Frarklin Schoal District Jones, Abel

District Administrator.
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2. Inthe Add New Administrator screen (see below), enter the required information in the
appropriate fields. Please remember that the User Name must be unique.

3. Click <Save and Return>. The administrator will be added and you will be returned
to the District Administrators screen.

4.1 Add a District Admin
i ] |

Help Log Out

/3 Add Administrator - Microsoft Internet Explorer provided by ETS
@ iteri Administrator: Joah Stoaks

ol District Add Administrator

Add New Administrator to | Frankiin School District v |
Please provide the followwg |nformatlon to register thiz new district administrator. Th Tninistrator will enter the
User Mame and Password that o ife below ta log on to Criterion, Cli e button when you are finished.

Mote: The User Marne vou provide raust be unigue. \

Administrator User Name: |

Password: I
Retype Password: | Enter required
First Name: | informa_tion i_n the
Middle Initiat:[ (Optional) appropriate fields.
Last Name: |

Email Address: |

/

( 5ave y (" Sawe and Return {) | Cancel J/J

Click <Save and Return> to add new administrator.

NOTE: If you wish to add additional administrators at this time, click <Save>.
You will be returned to the Add New Administrator screen where you can add
additional administrators.
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4.2 Edit a District Administrator
1. Inthe District Administrators screen (see below):

a. Click in the box next to the district of the administrator whose information you will
be editing.

b. Inthe MENU field, click on the Edit District Administrator link.

4.2 Edit a District Admin

#Z} Frankdin School District Administrators - Microsoft Internet Explorer provided by ETS —10lx|
Help Log Out

Administrator: Joan Stoaks

Franklin School District Administrators

WER LI District | Franklin School District =

Select one or riore adrinistrators by clicking the checkboxes to the left of the narnes. Then select a
function frarn the renu on the left, Click a name to edit the information for that adrministrator,

District (=] Administrator

Ermail DiEtrict Administrator 7 - . -
|7 Franklin Schoal District Smith, Mar
I~ |Fr n School District ez, Abel

Click on Edit District
Administrator.

a.) Click in the box next to the District
of the Administrator whose
information you will be editing.

Selact Al Cleat
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2. In the Edit Administrator screen (see below), make the desired revisions.

3. Click <Save and Return>. The information regarding the administrator will be
updated and you will be returned to the District Administrators screen.

4.2 Edit a District Admin
1Ol =l

dit Administrator - Microsoft Internet Explorer provided by ETS

Help Log Out
Administrator: Joan Stoaks

Edit Administrator

Edit Administrater: Franklin School District
FPleaze provide the following refrsieation information for thiz district administrate £ adrministrator will anter the
User Mame and Password that you spedty i disge, mto.Cribas HE the Sawve and Return button when you

are finished, Mote: The User Mame you provide must be unique,

Administrator User Name: |f5dadmin

Password: |
Retype Password: | Make
First Name: IMaI‘y appropriate
Middle Initial: | {Optional) revisions.

Last Hame: |Smith

Email Address: |msmith@fsd.org

~

(" save and Return - =
‘j.) ancel y

*

Click <Save and Return>.
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4.3 Delete a District Administrator
1. Inthe District Administrators screen (see below):

a. Click in the box next to the district of the administrator whose information you will
be deleting.

b. Inthe MENU field, click on the Delete District Administrator link.

4.3 Delete a District Admin

#Z} Frankdin School District Administrators - Microsoft Internet Explorer provided by ETS —10lx|
Log Dut

Help

Administrator: Joan Stoaks

-ranklin School District Administrators

District |Frankdin School District -

Select one or riore adrinistrators by clicking the checkboxes to the left of the narnes. Then select a
Add Mews District Administratar | function frarm the meno an the left, Click a name to edit the infarmation for that administratar,

Delete Distgict Administrator
District (=] Administrator

|7 Franklin Schoal District Smith, bar
i iztti Jongs, Abel

Etmnail Distrjct Administrator

Click on Delete District
Administrator.

a.) Click in the box next to the District
of the Administrator whose
information you will be deleting.

Selact Al Cleat
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2. Inthe Delete Administrator screen (see below), click on <Yes>. The information
regarding the administrator will be deleted and you will be returned to the District
Administrators screen.

4.3 Delete a District Admin
2} Delete Administrator - Microsoft Internet Explorer provided by ETS ]

Delete Administrator

Click on <Yes> to Delete
the Administrator.
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5.0 ADD, EDIT, OR DELETE A SCHOOL
5.1 Add a School

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District to
which you will be adding a School.

5.1 Add a School
/2] Districts in Franklin School District - Microsoft Internet Explorer provided by ETS o ] |

. Printer-Friendly ¥ersion Help Log Out
Administrator: Joan Stoaks

MERIL Districts in Franklin School District
Select a Report:
Add Mew District W =l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
Allacate Submissions and names, Then select a function from the @ £ = E =
Student rmenu on the left. Click a district name a'; = = =B = ‘=
e to access the list of schools for that = E = S = E ‘= _
district, =) X E EE x = =
Define Report Standards Districts [=] Schools & = z 2& = & =
Assignment Options | r |Fra lin Schiool Districtl 3| 30| suu| 4m| ?3| sun| 451| ?3|
Ermail All Administratars in
District
Ermail All Instructars in
District
Emall All Students in Distict | -~ Click on the underlined name of the District.
Advanced Impaort
Export Report Data
Archive Porffolios
Edit My Llser Infarmation
District Adrministrator Options
Search
1 District 3 30 500 470 T3 500 461 T3
Select All Clear & deleted student will not be rermoved frorm the class total,
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3. Inthe MENU field of the Schools Report screen which appears, click on the Add New
School link. See the example below.

5.1 Add a School

e ' ! =101 x|
[ — T Printer-F endly ¥ersion Help Log Out
: . ministrator: Joan Stoaks
Criterion.
Schools in Franklin School District
Schools in Franklin School District
< Select a Report:
£dd New Schoal w =l
i ation
Delete School Select one or more schools by clicking Students Submissions
the checkboxes to the left of the school = = =
Aecion ment Options names., Then select a function from the [ = = = =
. rieny on the left, Click a schaoaol name a'; = = =D = ‘=
Click on Add R T —— to accesz the list of daszzes for that ks = = = = B _
— rrinistrators in . = = fugl=} = =
New School. [ schosl a 5 = E E:= % £ £
E— : Schools Classes o = o I=ts = o s
Email All Instructars in 5
Crankin ElEmentary
cehool r ;rahnkh:w Elementar 5 P a0 14 g g
Email All Students in School =g
Advanced Import [ |Frankin High School 3 12 12 =0 35 12
Export Report Data I |Frankin Micdle School 3 12 25 13 53 53
Archive Porfolios
Edit My User Information
School Administrator Options
Instructor Options
Search
3 Schools ] 30 500 470 73 500 461 T3
Select All Clear A deleted student will not be rermoved from the dass total,
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4. Inthe Add New School screen, complete the School ID, School Full Name, and School
Password fields (see below).

NOTE: The School ID must be unique. The School ID will only be used for
registration purposes. The School Full Name will be displayed within the website.

5.1 Add a School
7 Criterion Add New School - Microsoft Internet Explorer provided by ETS B [w] 4

Help Log Out
Administrator: Joan Stoaks

Add New School

Add New School

Please complete the following information for this schoaol, All fields must be cormpleted, When you are finished, dick the Sawve
button,

School In: Enter School ID,
School Full Name,
and School Password
in appropriate fields.

School Full Name:l

School Passwurd:l

[ Save y [ Save and Return {jJ " cancel {)

Click <Save and Return>
to add new school.

5. Click <Save and Return>. The message box shown below will display indicating
that the school has been added.

Microsoft Internet Exple |

& Sdios) Felila

Click <OK>.
I

6. Click <OK>. You will be returned to the Schools in District screen.

NOTE: If you wish to add additional schools at this time, click <Save> instead
of <Save and Return>. After you click <OK> in response to the “School

Added” message box, you will be returned to the Add New School screen where
you can add additional schools.
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5.2 Edit School Information

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the Districts Report screen (see below), click on the underlined name
of the District in which you will be editing a School’s information.

5.2 Edit School Info

a Districks in Franklin School District - Microsoft Internet Explorer provided by ETS - |EI|5|
. Printer-Friendly Yersion Help | Log Out
Criterion. Administrator: Joan Stoaks
Click items in this istricts in Franklin School District
row to go back
= Districts in Franklin School District
< Select a Report:
Add Mew District | pistricts Report =l
Edit District Infarmation
Delete District Select ane or more districks by clicking Students Submissions
the checkboxes to the left of the district = = =
Allacate Submissions and names, Then select a function fram the 1] E = E =
Student renu on the left, Click a district name E = ‘= =5 = =
gimes to access the list of schoals for that b E ‘= 5 2 E =] —
district, =) % £ == ® E =
Define Report Standards Districts [2] Schools & = & =1 = & E
Assignment Optians | T [Frangin School District | 3| aof  soo|  aro| 3] soo|  am] 7
Email All Administrators in
District
Email All Instructors in
pistrict | Click on the underlined name of the District.
Email All Students in Districy
Advanced Import
Export Report Data
Archive Paorffolios
Edit My Llser Infarmation
District Administrator Cptions
Search
1 District 3 30 500 470 73 500 461 73
Select All Clear £ deleted student will not be rernoved fror the class total,
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3. In main section of the Schools Report screen (see below), click in the box next to the
name of the School whose information you will be editing.

4. Click on the Edit School Information link under the MENU field.

5.2 Edit School Info

/} Schools in Franklin School District - Microsoft Internet Explorer provided by ETS ) ] b

. Printer-Friendly ¥Yersion Help Log Out
Administrator: Joan Stoaks

Click items in this i cts in Franklin Schools in Franklin School District
go back S

WAERL Schools in Franklin School District
Select a Report™\

Select one or more schools by clicking Students Submissions
the checkboxes to the laft of the schoal

Edit School lgformation

narnes, Then select a function from the E E E‘ E E‘
rmenu on the left, Click a school name a'; = ‘= =10 = ‘=
to access the list of classes for that e E - 5 = E ‘m —
school, =3 ﬁ s tE ﬁ s ]
Sehoaol \ Schools [2] Classes 2 = 2 §&B = 2 E
Email All Instructars i :
Fransin ClEmertary’
Sehool r ;rahnkh:'u Elzmerntar 5 B a0 14 g g
Email All Students in Se M- ey e
Adwanced [mport |V ;| Erankiin High Schaol 3 12 12 50 38 12
Export Repart Data -R Eranklin Micdle School 3 12 25 13 53 53
Archive Portfolios
Edit by Liger Infarmation \ . .
el TS A O a.) Click in the qu_ next to the School that
Instructor Options you will be editing.
Search b.) Click on Edit School Information.
3 Schools ] ) 500 470 73 500 461 T3
Select All Clear A deleted student will not be rermoved from the class total,
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5. In the fields that appear in the Edit School Information screen, make the desired
revisions.

5.2 Edit School Info
a Edit School Information - Microsoft Internet Explorer provided by ETS - | Ellﬂ

Help Log Out
Administrator: Joan Stoaks

Click items in th in Franklin Schools in Franklin Edit School Information
ot (lipd]hiack trict School District

Edit School Information
Please complete the following information for thi ealtllfisld=T Lt be completed. When vou are finished, click the Save

and Return button,

-
School ID: |fh5u:hoo| Make changes to the
School Full Name: |Franklin High School appropriate fields.
School Password: |demo
-

[ Sawe and Return I C 1 )
‘lp’] ance ‘l/‘]

*

Click <Save and Return>.

6. Click <Save and Return>.

7. The following message box informing you that the School information has been updated
will appear.

Microsoft Internet Expla x|

& School Updated

Click <OK>.
|

8. Click <OK>. You will be returned to the Schools Report screen.
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5.3 Delete a School

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the Districts Report screen (see below), click on the underlined name
of the District from which you will be deleting a School.

5.3 Delete a School

=10l ]

/2§ Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

@ Administrator: J Stoak Printer-Friendly ¥ersion Help | Log Dut
cntm ministrator: Joan >t0aks

FEEL LT T Districts in Franklin School District

row to go back

MERIL Districts in Franklin School District
Select a Report:
Add Mew District ( [oisticts Repor =l
Edit District Information
Delete District Select ane or more districts by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allacate Submissions and rarnes, Then select a function fram the @ = c = =
Student rmenu on the left. Click 2 district name ; = = =T = =
W= to zccess the list of schools for that e § " 5 = E o _
district, =) ® E e x E =
Define Report Standards Districts [=] Schools 2 = 2 5E = 2 E
Assignment Options | ™ [Frangin schooi pistrict e I I
Email All Administrators in
District
Ermail All Instructars in . . L.
iz Click on the underlined name of the District.
Ermail All Students in Distr
Advanced Import
Export Report Data
Archive Portfolios
Edit My LIser Infarmation
District Administrator Options
Search
1 District 3 30 500 470 73 500 461 73
Select All Clear 2 deleted student will not be rermmoved from the cass total
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3. Inthe Schools Report screen that appears (see below):
a. Click in the box next to the name of the School that you will be deleting.

b. Click on the Delete School link in the MENU field.

5.3 Delete a School
1Ol =|

/2} Schools in Franklin School District - Microsoft Internet Explorer provided by ETS

. Printer-Friendly ¥ersion Help Log Out
Administrator: Joan Stoaks
%Schools in Franklin School District
MERL Schools in Franklin School District
Select a Report:
Add New Schoal W =l
i ation
[ Delete School Select one or mare schools by dicking Students Submissions
the checkboxes to the left of the school - = =
Assignment Options names, Then select a function from the 1] E = E =
rmenu on the left. Click a schoal narme E = = =T = =
. L . to access the list of clazses for that g E = E el E o _
Email All Administrators in ez, = v = o = = I
School _ Schools (2] Classes & = 2 &8 = & E
Email All Instructors in
Sehool r Franklin Elemerntary 5 & 20 14 & &
: : School
Email All Students in School |
Advanced Irport { Franklin High School i 12 12 50 38 12
Export Report Data Frankiin Midcle School 3 12 25 13 53 53
Archive Portfolios
T b a.) Click in the box next to the School you wish to delete.
School Administratar Options . . .
ey v, v b.) Next, click on Delete School in the MENU field.
Search
3 Schools ] 30 500 470 T3 500 461 T3
Select All Clear A deleted student will not be rermoved from the claszs total,

4. The following warning message will appear:

Microsoft Internet Explorer x|

@ ‘iarning - all data For the selected School will be deleted!

Cancel |

5. If you are certain that you want to delete the School (all data related to it will be
permanently deleted), click <OK>. The School will be deleted and you will be returned to
the Schools in District screen.
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6.0 ADD, EDIT, OR DELETE A CLASS
6.1 Add a Class

1. Log into your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District of
the School to which you will be adding a Class.

6.1 Add a Class

/j Districts in Franklin School District - Microsoft Internet Explorer provided by ETS oy ] [

. Printer-Friendly ¥ersion Help Log Out
Administrator: Joan Stoaks

o k. Districts in Franklin School District
row to go back

MEMLU Districts in Franklin School District
~—Select aRepuR:\
Add Bew Digtrict < |Distfi'315 Report ) ;l
Edit Digtrict Information
Delete District Select one or more districks by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allocate Submissions and names, Then select a function from the & = = =5 =
Student menu on the left. Click a district name E'; = = =B = =
W= to access the list of schools for that = E = g e E ‘° _
districk, = E = = ﬁ = =
Define Report Standards Districts [=] Schools 2 = & BE = & &
Assignment Options | ™ [Frankin schoo District| 3| a3 s ame| w2l soo] am] e
Ernail All Adrministrataors in
District
Email All Instructors in
District
Email All Students in District . . L.
Advanced Impart Click on the underlined name of the District.
Export Report Data
Archive Porffolios
Edit by Liser Infarmation
District Adrministrator Options
Search
1 District 3 33 500 469 32 500 461 32
Select All Clear A deleted student will net be rermoved from the claszs total,
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3. Inthe Schools Report screen that appears (see below), click on the underlined name of
the School to which you will be adding a Class.

6.1 Add a Class

A Schools in Franklin School District - Microsoft Internet Explorer provided by ETS 1Ol x|
@ T — Ii'l-intel--Fl-iem:lllylI Yersion Help Log Out
E z minisirator: Joan Stoaks
Criterion.
Click items in t i Frankli ol District  Schools in Franklin School District
row to go back
WEML Schools in Franklin School District
< Select a Report:
Add New School A sehoolzRepet A =l
Edit Schoal Infarmation
Delete School Select one ar rore schools by clicking Students Submissions
the checkboxes to the left of the schoal = = =
Assignment Options names. Then select a fundtion from the @ E = E =
rnenu on the left. Click a schoal name B = ‘= =B = ‘=
: L ) to access the list of classes for that e E ‘m 5 i £ = -
Email All Administrators in e = " = o= = = I
School _ Schools [+] Classes & z 2 &8 z & B
Ernail Al Instructors in i
Frangin Elemertary
School r grar:'lkh:ﬂ Elementar: 5 & 20 14 g &
Email All Students in Schaal 000
Advanced Import [~ |Franklin High Schaol 3 14 12 =1 45 12
Export Report Data ™ |Frankin Middie Schaol 3 13 25 12 B2 B2
Archive Porffolios A
Edit Wy User Information
Schoal Administrator Options
Instructor Options
Search . -
Click on the underlined name of the School.
3 Schools ] 33 500 469 g2 500 461 &2
Select All Clear A deleted student will not be remoaoved from the dass total,
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4. Inthe MENU field of the Classes Report screen which appears, click on the Add New
Class link. See the example below.

6.1 Add a Class

a Classes in Franklin Middle School - Microsoft Internet Explorer provided by ETS - |EI|5|
o Printer-Friendly Version Help Log Out
Criterion. Administrator: Joan Stoaks
Click items in this “SBIL: (IHE strict & : School District  Classes in Franklin Middle School
row to go back
MERIL Classes in Franklin Middle School
_~SElect a Report—~~_
Add New Class ( | Classes Report =1
dit Class [nformed
Delete Class
Assign Instructors Select one or more classes by clicking the checkboxes to the left of the class names, Then select a
function fram the menu on the left. Click a class narme to access the list of students for that class,
- Students Current Contract Total
ent Options n — -
Click on Add Classes [4] Registered Submissions Submissions
New ClaSS. rint Reports r ‘]Bth Grace Enclizh 5 & &
— Il Instructors in Sones :
Class r Tth Grade Enclizh- 5 3 3
Ernail All Students in Class HOnES :
Advanced Impart r gth Grade Enclizh- 7 5 5
Export Repart Data detters
Archive Portfolios
Edit My User Infarmation
Instructor Options
Search
3 Classes 13 &2 &2
Select All Clear & deleted student will not be rernoved from the class total,
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5. Inthe Add New Class screen (see below):
a. Complete the Class ID, Class Full Name, and Class Password fields.

b. Inthe Writer’s Handbook Version field, use the pull down menu to select the version
of the Writer’s Handbook that the class will have access to. Choices include
Descriptive, Elementary, ELL, High School and College, Middle School or Spanish.

c. Inthe Time Zone field, use the pull down menu to select the appropriate Time Zone.

d. Click in the checkbox to make the appropriate dictionary available for the class.
Current options are “American” and “British.” (The default selection is “American.”)

e. If you want the students in this class to be able to view each other’s work, click in the
box that grants this permission.

6.1 Add a Class

3} Add New Class - Microsoft Internet Explorer provided by ETS _ol =
|
Help Log Out
@ Criterion. Administrator: Joan Stoaks

# in Franklin Middle Add New Class

Add New Class

Fleaze cormmplete the following information for this class, All fields must be completed, When you are finished, dick the Save
bt

a.) Enter Class ID, Class Full
Name, and Class Password Gt i | b.) Use the pull down menu to
in the appropriate fields. Class Full Name: | i select the appropriate version
Class Password: | of the Writer’s Handbook.
Writer's Handbook Version: ;l/
d.) Click in the box next Time Zone: |(3MT-5:00) Eastern Time (U5 and Canada) =
to the dictionary this \Make the following dictionaries available to this class: T
class will use. W american [ British
¢.) Use the pull down menu
I” Students of this class can view each other's work to select the appropriate
/ Time Zone.

e.) Click in this box to allow

students in this class to
view each other’s work. A )) 7 save and Return )) N cancel )

~_

6. At the bottom of the Add New Class screen, click <Save and Return>.
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7. Click <OK> in the message box that appears indicating that the class has been added.

(See below.) You will be returned to the Classes Report screen.

Microsoft Internet Exp x|

& Class Added

NOTE: If you wish to add additional classes at this time, click <Save> instead
of <Save and Return>. After you click <OK> in response to the “Class
Added” message box, you will be returned to the Add New Class screen where

you can add additional classes.

6.2 Edit Class Information

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember

how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District of

the School in which you will be editing class information.

6.2 Edit Class Info

a Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion Help

Administrator: Joan Stoaks

MERU I Districts in Franklin School District
Select a Report:

Add Mew District . |Districis Report ~ =1

Edit District Information

o [

Log Out
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Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district = = =
Allocate Submissions and names, Then select a function from the @ 15 = 15 =
Student rmenu on the left, Click a district narme E = = =0 =
ugents to access the list of schoals for that = £ i cE® £ i _
district, = ﬁ ] tE ﬁ ] =
Define Report Standards Districts [ Schools 2 = 2 58 = 2 ]
Assignment Options [ Erankin school District] 3w o] ase| ] ew|  am] s
Email All Administrators in
District
Email All Instructars in
District
Email All Students in Distrig
Advanced Impart . . . .
Export Report Data Click on the underlined name of the District.
Archive Portfolios
Edit by User Infarmation
District Administrator Options
Search
1 District 3 33 500 469 82 500 461 82
Select All Clear A deleted student will not be removed fram the class total,
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3. Inthe Schools Report screen that appears (see below), click on the underlined name of
the School in which you will be editing class information.

6.2 Edit Class Info

2 Schools in Franklin School District - Microsoft Internet Explorer provided by ETS _ Ol x|
. Printer-Friendly Version Help Log Dut
Administrator: Joan Stoaks
icts in Franklin School District  Schools in Franklin School District
MWERILI Schools in Franklin School District
< Select a Report:
Add New School | 5ehools Report e |
Edit Schaol Information
Delete School Select ane or more schools by clicking Students Submissions
the checkbaoxes to the left of the schaoal - = =
Assignment Options narmes, Then seleck a function frarm the ] 5 =1 s =
rnenu on the left. Click a school name E = ‘= =T = ‘=
: . : to access the list of classes for that - E ‘B 5 = £ = -
Ernail All Administratars in school. =) % £ = = £ =
Sehool . Schools [+ Classes = = 2 &8 2 2 E
Email All Instructors in .
Sehool r grahnkh:w Elementar 5 & 20 14 g g
Email All Students in School S
Advanced Impon [ |Franklin High School 3 14 12 1] 45 12
Export Report Data | Frarkin Midde Schoo 3 13 25 12 82 82
Archive Paortfalios A
Edit My User Infarmatian
Schoal Administrator Options
Instructor Options
Search . .
Click on the underlined name of the School.
3 Schools 5 33 500 469 42 500 461 &2
Select All Clear A deleted student will not be reroved from the class total,
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4. In main section of the Classes Report screen that appears (see below):
a. Click in the box next to the class whose information you will be editing.
b. Click on the Edit Class Information link in the MENU field.

6.2 Edit Class Info

+} Classes in Franklin Middle School - Microsoft Internet Explorer provided by ETS 10| x|

. Printer-Friendly Version Help Log Out
Administrator: Joan Stoaks

tis in Franklin School District  Schools in Franklin School District  Classes in Franklin Middle School

MENU Classes in Franklin Middle School
( Select a Report:
|, EditClass Infarmation >
M
Assign Instructars Selact one or riore classes by clicking the checkboxes to the left of the cazs names, Then zelact 2
function frarm the renu an the left Click a class name to accass the list of students for that claszs,
) ) Studenits Current Contract Total
Assignment Options S — e ——— e
£ ¥ Classes (4] Registered Submissions Submissions

Batch Print Reparts r Bth Grade Endlish- 3 5 5
Email All Instructars in Jones _

Class r Tth Grade Endlish- 5 3 5
Email All Students in Class gones) .
Advanced Impart r gth Grade Endlish- 7 51 51
Expott Report Data B Jefters
Archive Portfolios v | |blewr Class il i il
Edit My Lser Information
Instructor Options
Search ) A ) .

a.) Click in the box next to the Class that you will be editing.
b.) Click Edit Class Information in the MENU field.
4 Classes 13 62 62
Select Al Clear A deleted student will not be rermnoved from the class total
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5. Inthe Edit Class Information screen that appears, make revisions in the appropriate
fields as shown below.

6.2 Edit Class Info

) Edit Class Information - Microsoft Internet Explorer provided by ETS _ 1Ol x|
. Help Log Out
Administrator: Joan Stoaks

es in Franklin Middle Edit Class Information

Edit Class Information
Please complete the follawing information for this class = it et be completed. When you are finished, click the Save and
Return button.
( Class ID: |classexample

Class Full Name: INeW Class

Class Password: [new
Writer's Handbook Yersion: | Middle Schaol ;I

Time Zone: |(5MT-5:00) Eastern Time (US and Canada) ;|
Make changes to the <

- . Make the following dictionaries available to this class:
appropriate fields.

¥ tmerican [ British

[ Students of this class can view each other's work

\

Click <Save and Return>, [ (SaveandReturn )| [ cancel )

6. Click <Save and Return>.

7. The following message box informing you that the class information has been updated
will appear.

Microsoft Internet Explo x|

& Class Updated

Click <OK>.

8. Click <OK>. You will be returned to the Classes Report screen.
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6.3 Delete a Class

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In the main section of the screen (see below), click on the underlined name of the District
of the School from which you will be deleting a Class.

6.3 Delete a Class
/] Districts in Franklin School District - Microsoft Internet Explorer provided by ETS o ] |

. Printer-Friendly ¥ersion Help | Log Out
Criterion. Administrator: Joan Stoaks
AL Districts in Franklin School District
row to go back
MERIL Districts in Franklin School District
Select a Report:
Add Bew District |Distfi013 Report ;l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
Allacate Submissions and narnes, Then selact a function fram the @ £ = E =
Student rmenu on the left. Click a district name a'; = = =B = ‘=
e to access the list of schools for that = E = S = E ‘= _
district =) x = tE x E ]
Define Repart Standards Districts [2] Schools & = z 2& = & =
Assignment Optians | I |Frankin Schooi District] 3| aa]  soo] ass] e smo] am] e
Ermail All Administratars in
District
Ermail All Instructars in
District
Ernail All Students in District - - .
Advanced Import Click on the underlined name of the District.
Export Report Data
Archive Porffolios
Edit My Llser Infarmation
District Adrministrator Options
Search
1 District 3 33 500 469 32 500 461 32
Select All Clegr 2 deleted student will not be rermoved from the class total
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3. Inthe Schools Report screen that appears (see below), click on the underlined name of
the School from which you will be deleting a Class.

6.3 Delete a Class

3 Schools in Franklin School District - Microsoft Internet Explorer provided by ETS 1Ol x|
. Printer-Friendly ¥ersion Help Log Out
Administrator: Joan Stoaks
ool District  Schools in Franklin School District
WEML Schools in Franklin School District
< Select a Report:
Add New School A sehoolzRepet A =l
Edit Schoal Infarmation
Delete School Select one ar rore schools by clicking Students Submissions
the checkboxes to the left of the schoal = = =
Assignment Options names. Then select 2 function fram the o E E E =
rnenu on the left. Click a schoal name ) = = =B = =
: L ) to access the list of classes for that e E ‘m 5 i £ = -
Email All Administrators in e = " = o= = = I
School _ Schools [+] Classes & z 2 &8 z & B
Ernail Al Instructors in i
Frangin Elemertary
School r grar:'lkh:ﬂ Elementar: 5 & 20 14 g &
Email All Students in Schaal 000
Advanced Import 7 |Frankin High School 3 14 12 B0 45 12
Export Report Data ™ |Frankin Middie Schaol 3 13 25 12 B2 B2
Archive Porffolios A
Edit Wy User Information
Schoal Administrator Options
Instructor Options
Search Click on the underlined name of the School.
3 Schools ] 33 500 469 g2 500 461 &2
Select All Clear A deleted student will not be remoaoved from the dass total,
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4. In main section of the Classes Report screen that appears, click in the box next to the
class you will be deleting (see below).

5. Click on the Delete Class link in the MENU field.

6.3 Delete a Class
+} Classes in Franklin Middle School - Microsoft Internet Explorer provided by ETS 10| x|

. Printer-Friendly Yersion Help Log Out
E g Administrator: Joan Stoaks

Criterion.

Aok Districts in Franklin Se S in Frankdi a0l District  Classes in Franklin Middle School
row to go back &

WEML Classes in Franklin Middle School
Select a Report:
Add Mew Class [Classes Report =l
‘ it Class Into on
Delete Class
5510 structors Selact one or riore classes by clicking the checkboxes to the left of the cazs names, Then zelact 2
function frarm the renu an the left Click a class name to accass the list of students for that claszs,
! ! Students Current Contract Total
Assignment Options Er— e — .
£ ; Classes [+] Reuistered Submissions Submissions
Batch Frint Reports r ?4“—“ Grade English- 3 & &
Email All Instructars in snes _
Class r jth Grade Endlish- 5 3 5
Email All Students in Class e .
Advanced Import r ?—“Grade English- 7 51 51
Expott Report Data e
Archive Portfolios v | | blews Class il i il

Edit My Lser Information
Instructor Options

Search

Click in the box next to the Class that you will be
deleting.

Click on Delete Class in the MENU field.

4 Classes 13 62 62
Select All Clear £ deleted student will not be removed from the class total,

6. The following warning message will appear:

Microsoft Internet Explorer x|

@ Warning - all data For the selected Class will be deleted!

Cancel |

7. If you are certain that you want to delete the class (all data related to it will be
permanently deleted), click <OK>. The class will be deleted and you will be returned to

the Classes in School screen.
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7.0 ADD, EDIT, OR DELETE AN INSTRUCTOR

7.1 Add an Instructor

1. Log into your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District of
the School to which you will be adding an Instructor.

7.1 Add an Instructor
/j Districts in Franklin School District - Microsoft Internet Explorer provided by ETS oy ] [

Printer-Friendly ¥ersion Help Log Out
Administrator: Joan Stoaks
A I Ta . Districts in Franklin School District
row to go back
MEML — Districts in Franklin School District
< Select a Report:
Add Mew District ~ |Distficfs Report e ;l
Edit Digtrict Information
Delete District Select one or more districks by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allocate Submissions and narnes, Then select a function fraom the @ = = =5 =
Student menu on the left. Click a district name E'; = = =B = =
W= to access the list of schools for that = E = g e E ‘° _
district, =) X E tE % E =
Define Report Standards Districts [=] Schools 2 = & BE = & &
Assignment Options | r |Frank|i School Districtl 3| 33| suu| 459| 82| sun| 451| 32|
Ernail All Adrministrataors in
District
Email All Instructors in
District H ; fotri
Email All Students in District Click on the M name of the M
Advanced Impaort
Export Report Data
Archive Porffolios
Edit by Liser Infarmation
District Adrministrator Options
Search
1 District 3 33 500 469 32 500 461 32
Select All Clear A deleted student will net be rermoved from the claszs total,
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3. Inthe Schools Report screen that appears (see below),

a. Click in the box next to the School to which you will be adding an instructor
b. Inthe MENU field, click on the Instructor Options link.

& Criterion.

Click items in thi
row to go back 2

MEMU

Add Mew School
Edit Schoal Infarmation
Delete School

Assignment Options

Ernail All Administrators in
School

Email All Instructors in
School

Email All Students in Schoal

Advanced Import

Export Report Data

Archive Portfolios

Edit My User Infarmation

hoalbeaiakattatnr Option
Instructar Options [=

Search

Administrator: Joan Stoaks

7.1 Add an Instructor

/4 schools in Franklin School District - Microsoft Internet Explorer provided by ETS

y Wersion

Schools in Franklin School District

Help

8 [ 3

Log Out

Schools in Franklin School District
—SEIGCT a Report—_
< ISchooIs Report ;I
Select one or more schools by clicking Students Submissions
the checkboxes to the left of the schoal - = =
narmes, Then selec a function from the 1] 5 = 5 =1
rmenu on the left, Click a school name E = = =5 = =
to access the list of classes for that i E ‘| 5 = E = _
schoal, = E 1] =E g =] =
Schools [2] Classes & = g 328 = & B
Franklin Elemertary
[l Sohool 2 g 20 14 g g
[~ |Frankiin High Schoal 8 14 12 B0 45 12
v | Erankin Middle Schaol 4 13 25 12 B2 62
4 a) Click in the box next to the School to
which you will add an Instructor.
b) Click on Instructor Options.
3 Schools 9 33 500 469 &2 500 461 &2
Select Al Clegr £ deleted student will ot be rermaved from the class total.

4.

under the MENU field. See the example below.

In the Instructors screen which appears, click on the Add New School Instructor link

7.1 Add an Instructor

Franklin School District
Instructors

Help

MWEMLI School |Franklin Middle School -
Select ane or more instructors by clicking the checkboxes to the left of the names. Then select 2
( Add Mew Instructor function from the meno an the left. Click a name to edit the information for that instructar
1] > = peas
Deletefstructor
School [+ Instructor
. [ |Frankin Middle School teacher, test
Click on Add New —
—_— [ |Frankin Midele Schaol Jones, John
Instructor.

=101

Log Out
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5. Inthe Add New Instructor screen (shown below), enter the required information.

7.1 Add an Instructor

i a Add Instructor - Microsoft Internet Explorer provided by ETS

=[S
_ I Log Dut
@ Criterion. Administrator: Joan Stoaks o e

Click items in this Jistric 1 Fra gLy in Fran a0 £ 0 L Add Instructor
row to go back .

Add New Instructor to | Frankiin Middle School
Fleaze provide the following informnation Tor—ree Ak i et T hie instructor will enter the User Marme and
Password that vou specify below to log on to Criterion, Click the Sawe button when you are finished. Note: The User
Mame you provide must be unigue.

Instructor User Hame: |
Enter required
information in
appropriate fields. <

Password: |
Retype Password: |
Courtesy Title: |

Examples: Mrs., Mr., Ms., Miss, Dr., Professor

First Name: |

Middle Initial: I {Optional)
Last Name: |

N~

Email Address: |

[ Save y (" Sawe and Return “u | Cancel ))

+

Click <Save and Return>.

NOTE: The Instructor User Name must be unique.

6. At the bottom of the Add New Instructor screen, click <Save and Return> to save
the new instructor information and return to the Instructors screen.

NOTE: If you wish to add additional instructors at this time, click <Save>
instead of <Save and Return>. You will be returned to the Add New
Instructor screen where you can add additional instructors.
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7.2 Edit Instructor Information

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District of
the School in which you will be editing instructor information.

7.2 Edit Instructor Info

Districts in Franklin School District - Microsoft Internet Explorer provided by ETS - |E||5|

. Printer-Friendly Yersion Help Log Dut
Administrator: Joan Stoaks

Click items in t Districts in Franklin School District
row to go back

MERIL Districts in Franklin School District
< Select a Report: Y
Add Mew District ~ |Distfic13 Report e ;l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
Allacate Submissions and narnes, Then selact a function fram the @ £ = E =
Student rmenu on the left. Click a district name a'; = = =B = ‘=
e to access the list of schools for that = E = S = E ‘= _
district, =) ﬁ = tE ﬁ = ]
Define Report Standards Districts [=] Schools & = z 2& = & =
Assignment Options | r |Frank|i Sohool Districtl 3| 33| suu| 459| 82| sun| 451| 32|
Ermail All Administratars in
District
Ermail All Instructars in
District . . .
Ernail All Students in District Click on the underlined name of the District.
Advanced Impaort
Export Report Data
Archive Porffolios
Edit My Llser Infarmation
District Adrministrator Options
Search
1 District 3 33 500 469 32 500 461 32
Select All Clear & deleted student will not be rermoved frorm the class total,
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3. Inthe Schools Report screen (see below):

a. Select the School in which you will be editing instructor information by clicking in
the checkbox to the left of the school name.

b. Inthe MENU field, click on the Instructor Options link.

7.2 Edit Instructor Info

#} schools in Franklin School District - Microsoft Internet Explorer provided by ETS o ] P |
Printer-Friendly ¥Yersion Help Log Dut
Administrator: Joan Stoaks
ts in Franklin School District  Schools in Franklin School District
= Schools in Franklin School District
Select a Report:
Add New School < | Sehools Report =1
Edit School Infarmation
Delete Schaoal Szleck one of more schools by dicking Students Submissions
the checkboxes to the left of the school = = =
Assignment Options narmes, Then select a function frorm the @ = = = =
rmenu on the left. Click a schoal name E = ‘= =5 = ‘=
: L : to access the list of classes for that i 5 ‘o E 2 5 ‘o —
Email All Administrators in cdbmall, = % = £E " = I
School : Schools [=] Classes & = g 38 = & E
Email All Instructors in _
Franklin ESmentary
Sehool r ;rahnkh:ﬂ Elementar 5 & a0 14 a a
Email Al Students in Schaol ST
Advanced Impart [ |Franklin High School 3 14 12 B0 43 12
Export Report Data ‘v | | Frankin Middle School 4 13 25 12 g2 g2
Archive Porffolios o
Edit My User Infarmation
School Adrministrator Options
nstructar Options . . . . .
a.) Click in the box next to the School in which you will be
editing Instructor information
b.) Click on Instructor Options in the MENU field.
3 Schools ] 33 500 469 §2 500 461 g2
Select All Clear £ deleted student will not be rermoved from the class total,
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4. In the Instructors screen (see below):

a. Click in the box next to the School Name of the instructor whose information you
wish to edit.

b. Inthe MENU field, click on the Edit Instructor link.

7.2 Edit Instructor Info

23 Franklin School District Instructors - Microsoft Internet Explorer provided by ETS 10 x|
Help Log Out

Administrator: Joan Stoaks

Schools in Franklin School District  Franklin School District
Instructors

MEMNU School |Franklin Middle School v
Select one or more instructors by clicking the checkboxes to the left of the names. Then select a

‘/ function from the rmenu on the left. Click a name to edit the infarmation for that instructor.
N
School [2] Instructor
[V {Frankiin Middie Schaol teacher, test

Email Instructor

1 limbdiaall, sl L L

a.) Click in the checkbox next to the Instructor’s school name.
b.) Click on Edit Instructor in the MENU field.

7.2 Edit Instructor Info

=10 x|

Help Log Out

Edit Instructor

Edit Instructor: Franklinh Middle School
Please provide the following regiztratiors T Orrrrreieg bt b s r=TiTE Thetructor will enter the User Mame and
Password that you specify below to log on to Criterion, Click the Sawe and Return button when you are finished,
Note: The User Name you provide rust be unique,

Instructor User Name: |

Password: |
Retype Password:
Make changes to the ) !
appropriate fields. -< Courtesy Title: | Examples: Mrs., Mr., Ms., Miss, Dr., Professor
First HName: |test

Middle Initial: I {Optional)
Last Name: [tezcher

\ Emnail Address: |

Click <Save and Return>, |[——Jp»5ave and Return ) (_ Cancel J/l

6. Click <Save and Return>. You will be returned to the Instructors screen.
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7.3 Delete an Instructor

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District of
the School from which you will be deleting an instructor.

7.3 Delete an Instructor
Districts in Franklin School District - Microsoft Internet Explorer provided by ETS - |E||5|

. Printer-Friendly Yersion Help Log Dut
Administrator: Joan Stoaks

Click items in t Districts in Franklin School District
row to go back

MERIL Districts in Franklin School District
< Select a Report: Y
Add Mew District ~ |Distfic13 Report e ;l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
Allacate Submissions and narnes, Then selact a function fram the @ £ = E =
Student rmenu on the left. Click a district name a'; = = =B = ‘=
e to access the list of schools for that = E = S = E ‘= _
district, =) ﬁ = tE ﬁ = ]
Define Report Standards Districts [=] Schools & = z 2& = & =
Assignment Options | r |Frank|i Sohool Districtl 3| 33| suu| 459| 82| sun| 451| 32|
Ermail All Administratars in
District
Ermail All Instructars in
District . . .
Ernail All Students in District Click on the underlined name of the District.
Advanced Impaort
Export Report Data
Archive Porffolios
Edit My Llser Infarmation
District Adrministrator Options
Search
1 District 3 33 500 469 32 500 461 32
Select All Clear & deleted student will not be rermoved frorm the class total,
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3. Inthe Schools Report screen (see below):

a. Select the School from which you will be deleting an instructor by clicking in the
checkbox to the left of the School name.

b. Inthe MENU field, click on the Instructor Options link.

7.3 Delete an Instructor

#} schools in Franklin School District - Microsoft Internet Explorer provided by ETS o ] P |
Printer-Friendly ¥Yersion Help Log Dut
Administrator: Joan Stoaks
ts in Franklin School District  Schools in Franklin School District
= Schools in Franklin School District
Select a Report:
Add New School < | Sehools Report =1
Edit School Infarmation
Delete Schaoal Szleck one of more schools by dicking Students Submissions
the checkboxes to the left of the school = = =
Assignment Options narmes, Then select a function frorm the @ = = = =
rmenu on the left. Click a schoal name E = ‘= =5 = ‘=
: L : to access the list of classes for that i 5 ‘o E 2 5 ‘o —
Email All Administrators in cdbmall, = * = £E " = I
-} -}
School : Schools [=] Classes & = g 38 = & E
Email All Instructors in _
Franklin ESmentary
Sehool r ;rahnkh:ﬂ Elementar 5 & a0 14 a a
Email Al Students in Schaol ST
Advanced Impart [ |Franklin High School 3 14 12 B0 43 12
Export Report Data ‘v | | Frankin Middle School 4 13 25 12 g2 g2
Archive Porffolios o
Edit My User Infarmation
School Adrministrator Options
nstructar Options . . . .
a.) Click in the box next to the School from which you will
be deleting an Instructor.
b.) Click on Instructor Options in the MENU field.
3 Schools ] 33 500 469 §2 500 461 g2
Select All Clear £ deleted student will not be rermoved from the class total,
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4. In the Instructors screen (see below):

a. Click in the box next to the School Name of the instructor whose information you
wish to delete.

b. Inthe MENU field, click on the Delete Instructor link.

7.3 Delete an Instructor

23 Franklin School District Instructors - Microsoft Internet Explorer provided by ETS 10 x|

Help Log Out
Administrator: Joan Stoaks

A e k. Districts in Franklin School District  Schools in Franklin School District  Franklin School District
row to go back Instructors

MEMNU School |Franklin Middle School v
Select one or more instructors by clicking the checkboxes to the left of the names. Then select a
Add Mew Instructor function from the menu on the left, Click a name to edit the information for that instroctor,

Bt Instructar
Delete Instructar

Email Instructor

School (2] Instructor

|7 Franklin Middle Schoal teacher, test
A ) ok

\ a.) Click in the checkbox next to the Instructor’s school name.
b.) Click on Edit Instructor in the MENU field.

v 4

5. The Delete Instructor screen (shown below) will appear. If you are certain that you want
delete the instructor, click <Yes>. The instructor will be deleted and you will be

returned to the Instructor Options screen.

4} Delete Instructor - Microsoft Internet Explorer provided by ETS =101 %]
Log Out

[r

Administrator: Joan Stoaks

s in Franklin School 101 Digtrict Delete Instructor

Click items in th in Franklin Schoal
row to go back

Delete Instructor

You have selected the following instructor to delete: MFE you sure you want ko delete the instructor shawn

below?

teacher, test Franklin Middle School

Click <Yes>.

" Yes

e J) e )
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8.0 ASSIGN OR REMOVE AN INSTRUCTOR

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District of

the School where you will assign or remove an instructor.

8.0 Assign/Remove Instructor
/] Districts in Franklin School District - Microsoft Internet Explorer provided by ETS o ] |

@ T — — Printer-Friendly Yersion Help Log Dut
Criterion. ministrator: Joan Stoaks
AL Districts in Franklin School District
row to go back
MERIL — Districts in Franklin School District
< Select a Report:
Add Mew District ~ |Distfic13 Report e ;l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
Allacate Submissions and narnes, Then selact a function fram the @ £ = E =
Student rmenu on the left. Click a district name a'; = = =B = ‘=
e to access the list of schools for that = E = S = E ‘= _
district, =) X = EE x = =
Define Report Standards Districts [=] Schools & = z 2& = & =
Assignment Options | r |Frank|i Sohool Districtl 3| 33| suu| 459| 82| sun| 451| 32|
Ermail All Administratars in
District
Ermail All Instructars in
District
Email Al Students in District Click on the underlined name of the District.
Advanced Impaort
Export Report Data
Archive Porffolios
Edit My Llser Infarmation
District Adrministrator Options
Search
1 District 3 33 500 469 32 500 461 32
Select All Clegr 2 deleted student will not be rermoved from the class total
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3.
where you will assign or remove an instructor.

Administrator’s Edition

In the Schools Report screen (see below) click on the underlined name of the School

8.0 Assign/Remove Instructor

ter-Friendly Yersion Help Log Out
MEML Schools in Franklin School District
< Select a Report:
Add New School | Sohools Report J/ B
Edit School Infarmation
Delete School Selact ane or more schools by clicking Students Submissions
the checkboxes to the left of the schaal = = =
Assignment Options names, Then select a funckion from the € ] =1 £ =1
rmenu on the left. Click a school name a'; = ‘= =0 = =
: . : to access the list of classes for that w £ = E fi = = —
Email All Administrators in zchool, = = = £E = = =
Schoal _ Schools [2] Classes & z 2 &8 z & B
Email All Instructors in
Sehoal r Franklin Elementar 5 g 20 14 & g
Email A1l Students in School School
Advanced lmport [~ |Franklin High School 3 14 12 &0 48 92
Export Report Data I~ |Frankiin Middie School 4 13 25 12 B2 B2
Archive Portfolios A
Edit Wy User Information
Schaol Administratar Options
Instructor Options
Search
Click on the underlined name of the School.
3 Schools 9 33 500 469 82 500 461 82
Select All Clear A deleted student will not be rermaoved from the class total,
Copyright © 2002, 2004, 2005 ETS. All rights reserved.
ETS and the ETS logo are registered trademarks of Educational Testing Service (ETS). 56

Criterion is a trademark of ETS.



Criterion®™ User Manual Administrator’s Edition

4. In the Classes Report screen (see below):

a. Click in the box next to the Class to which you will be assigning or removing an
instructor.

b. Inthe MENU field, click on the Assign Instructors link.

8.0 Assign/Remove Instructor
/3 Classes in Franklin Middle School - Microsoft Internet Explorer provided by ETS 1Ol x|

Printer-Friendly ¥ersion Help Log Out

Administrator: Joan Stoaks

Classes in Franklin Middle School

MEMU Classes in Franklin Middle School
Select a Report?
Add Mew Class [ Classes Repont B
Edit Clags Infarmation
( Assign Instructors Select one or more classes by clicking the checkboxes to the left of the class narmes, Then select a
function from the rienu on the left Click 2 class name to access the list of students for that class,
i ; Students Current Contract Total
AEsignment Options SRS AR TR o
¢ ¥ Classes [+] Registered Submissions Submissions

Bhtch Frint Reports [ |Bhisrade English- 3 & &
Efniail Al Instructars in Jongs

Class r 7th Grade English- 3 3 3
Bnail All Students in Class Henes) :
AHvanced Import r Sth Grade English- 7 5 51
Ekport Report Data B— Jefters
Afchive Portfolios [ | e Class o o o
Bit My User Infarmation
Ijstructor Options
Skarch a.) Click in the box next to the Class where you

will be assigning or removing an Instructor.

b.) Click on the Assign Instructors.

4 Classes 13 62 62
Select All Clear A deleted student will not be removed from the class total,
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8.1 Assign an Instructor
1. Inthe Instructor Assignments screen (see below),

a. Inthe Instructor in School field, click on the name of the instructor you want to
assign to the class.

b. Click on the <Assign> button. 81 Assi
. ssign an Instructor
i a Assign Instructor - Microsoft Internet Explorer provided by ETS

N [=lE
_ | Log Out
@ Criterim:. Administrator: Joan Stoaks s e

Click items in this s in Franklin School ! ils in Franklin School [ 5 it Franklin Middle Assign Instructor
row to go back 2 o : u]

ct

Instructor Assignments

Aszign instructors to the selected class by selecting from the list an the left and clicking the Assign button, To
unaszign instructars from a claszs, selectfromn the lict oo the viobt o click the Remowe button,

b) Click <Assign>.

Instructor in Franklin Middle School:

Instructor Assigned to Class:

+ I Hew Class ;I
teacher, test Assign
43

a) Click on the name

of the Instructor. — "el

[ Save y (" Save and Return y (" Add New Instructor ) [ tCancel y

c. The instructor’s name will move to the Instructor Assigned to Class field as shown in
the example below.

Instructor Assighments

Assign instructors to the selected class by selecting fram the list on the left and clicking the Assign button, To
unassign instructors fram a class, select from the list on the right and dick the Remowe button.

Instructor in Franklin Middle School: Instructor Assigned to Class:

INew Class ;I

Jones, John

Assign
v \ ¢) Instructor has
been assigned.
Remuvel
44

2. To save the assignment of the instructor, click <Save and Return>. You will be
returned to the Classes Report screen.

teacher, test
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NOTE: If you wish to assign additional instructors at this time, click <Save>
instead of <Save and Return>. You will be returned to the Instructor
Assignments screen where you can assign additional instructors.

3. To add a new instructor at this time, click <Add New Instructor>. Complete the
fields in the Add New Instructor screen as described in Section 7.1 — Add an Instructor.

8.1 Assign an Instructor
a Assign Instructor - Microsoft Internet Explorer provided by ETS - | Ellll

Help Log Out
Administrator: Joan Stoaks

Click items in this i in Fran 0o in Frank 0 Franklin Middle Assign Instructor
row to go back r

Instructor Assignments

Assign instructors to the selected class by selecting from the list on the left and clicking the Assign button. To
unassign instructors from a cass, select from the list on the right and click the Remowe buttan.

Instructor in Franklin Middle School: Instructor Assigned to Class:
I MNew Class ;I
teacher, test Jones, John

Assign
43
Remowe
44

- . .
| Sauve y [ Sawe and Return ‘i) [ Add Nm Cancel y
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8.2 Remove an Instructor

1. Inthe Instructor Assigned to Class field of the Instructor Assignments screen (see
below), click on the name of the instructor you want to “un-assign” from the class.

2. Click on the <Remove> button.

8.2 Remove an Instructor
3 Assign Instructor - Microsolft Internet Explorer provided by ETS _ | Dlﬁl
Help Log Out

Administrator: Joan Stoaks

Click items in this - cts in Franklin School Schools in Franklin Schaal 5 ih Franklin Middle Assign Instructor
row to go back istric istric Schoo

Instructor Assighments

Assign instructors to the selected class by selecting from the list on the left and clicking the Assign button. To

unassign instructors from a class, = H click the Remowe button.
a) Click on the name
Instructor in Franklin Middle School: of the |nstructor Instructor Assigned to Class:
I New Class ;I
teacher, test Jones, John
Assign
44
Remowe

44

b) Click <Remove>.

' - .
[ Sawve ‘j.) [ Sawe and Return f) [ Add New Instructor )| | Cancel
\ )/ )

3. The instructor’s name will be removed from the class and will appear in the Instructor in
[School] field.

4. To save the removal of the instructor from the class, click <Save and Return>.
You will be returned to the Classes Report screen.

NOTE: If you wish to assign additional instructors at this time, click <Save>
instead of <Save and Return>. You will be returned to the Instructor
Assignments screen where you can assign additional instructors.
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9.0 ALLOCATE SUBMISSIONS AND STUDENTS
Administrators can allocate submissions and students to multiple districts and schools.

1. Inthe MENU field of the Districts Report screen, click on the Allocate Submissions and
Students link as shown in the example below.

9.0 Allocate Submissions & Students

a Districts in Franklin School District - Microsoft Internet Explorer provided by ETS
. Printer-Friendly ¥Yersion Help Log Dut
@ Cnterm Administrator: Joan Stoaks
.Districts in Franklin School District
row to go back
MERIL Districts in Franklin School District
Select a Report:
Add Mew District | pistricts Report =l
Edit District Informatian
Delete District Select one or moare districkts by dicking Students Submissions
/\ the checkboxes to the left of the district - = =
1 Allocate Submissions and names, Then selec a function from the @ = = = =
< Student menu on the left. Click a district narme E = ‘= =0 = =
gl it to access the list of schools for that = E v 5 o E =B —
district. = * = == x £ =
Define Report Standards Districts [=] Schools & 2 g 5 = g 2
Click Allocate | ment options | I |Frankin School District e
Submissions
and Students il All Administratars in
—_— trict
Efmail All Instructors in
Dristrict
Ermail All Students in District
Advanced Import
Export Report Data
Archive Portfolios
Edit My User Infarmation
District Administrator Options
Search
1 District 3 30 500 470 T3 500 461 T3
Select All Clear A deleted student will not be removed from the cass total,
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2.

a.

<3 Allocate Submissions and Students - Microsoft Internet Explorer provided by ETS
= E Administrator: Joan Stoaks

Copyright © 2002, 2004, 2005 ETS. All rights reserved.

In the Allocate Submissions and Students to Districts screen that appears (see below):

In the appropriate fields, supply the values for the maximum number of students
and/or submissions for each District. Each time you enter a value, the number of

remaining items will automatically recalculate.
Click <Save and Continue> to further distribute these among the schools in

each district.
9.0 Allocate Submissions & Students
i [] 3

Criterion.

Allocate Submissions and Students

Click items in th
row to go back

Allocate Submissions and Students to Districts

Supply values for the raximur number of students andfar raxirmurm number of subrmissions for each district, Each tirme you
enter a value, the nurmber of rarmaining iterns will autarnatically recalculate, When vou are finished allocating subrissions and
students, click Save and Continue to further distribute these among the schaoals in each district

Maximum Current

Maximum Current
Submissions  Submissions

Students Students

Total Availakble:
Franklin School District IEDD 30 s00 8
Remaining: Q u] J

a) Enter the values for the maximum

number of students and/or
submissions for each district.

3n 3

Total:

(" Save and Continue

| Cancel -j

b) Click <Save and Continue> when
you have finished making entries.

62
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3. Inthe Allocate Submissions and Students to Schools screen that appears (see below):

a. In the appropriate fields, supply the values for the maximum number of students OR
submissions for each school. Each time you enter a value, the number of remaining
items will automatically recalculate.

b. Click <Save and Return>.

9.0 Allocate Submissions & Students

/3 allocate Submissions and Students - Microsoft Internet Explorer provided by ETS

Help Log Dut

Allocate Submissions and Students to Schools

Supply values for the maximum number of students or maximum number of submissions for each school, Each timme vou enter
a value, the number of remaining itermns will autormatically recalculate, When gou are finished allocating submissions and
students, click Sawe and Returmn.

Maximum Current Maximum Current
Students Students Submissions  Submissions
Franklin School District &vailable: 00 S00 a) Enter the values fOI'
Franklin El ritzry Sochool G a .
ranklin Elemertary Schoo IED I the maximum
Franklin High School I 0 IED 12 number of students
Franklin Middle Schaol |25 12 | 1] OR submissions for
From Deleted Schacls: 12 12 27 27 each school.

Remaining: 443 413

b) Click <Save and Return> when you have finished making entries.

\
T R =

(" Save and Return {) " cancel :]/J

NOTE: At the School level, based on contractual agreements with ETS, the
Administrator can allocate EITHER students OR submissions, but NOT both. If
such an action is attempted, the following reminder will appear onscreen:

Microsoft Internet Explorer |

Yau can allacate either submissions ar students ko this schoaol, buk nok both, Ta specify a walue Far this figld, wou
must clear the value From the other colummn.
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4. The Districts Report screen will be updated with the allocation information as shown in

the example below.

/3 Districts in Franklin school District - Microsoft Internet Explorer provided by ETS

9.0 Allocate Submissions & Students

Printer-Friendly Yersion Help Log Dut
Administrator: Joah Stoaks
ik Districts in Franklin School District
row to go back
= Districts in Franklin School District
Select a Report:
Add MNew District Districts Report =l
Edit District Information
Delete District Select ane or more districts by dicking Students Submissions
the checkboxes to the left of the district = = =
Allocate Submissions and names, Then select a function from the -1 = = 15 =
Student rienu on the left Click a district name E = ‘= =10 = ‘=
g to access the list of schools for that = E ‘B 5 i) E ‘| _
district, = % £ tE E E &
Define Report Standards Districts [ Schools 8 = g 2e 2 8 e
Assignment Options | I |Ml 3| 3'3| 500' 4T0| T3| SDD| 4B1| T3|
Ernail All Administratars in \ j
District e
Ernail All Instructors in . ..
District Allocation of Submissions and
Erviail All Students in District Students has been updated.
Advanced Import
Export Report Data
Archive Porffolios
Edit My Liser Information
District Administratar Options
Search
1 District 3 30 500 470 T3 500 461 T3
Select All Clear A deleted student will not be removed from the class total,
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10.0 DEFINE REPORT STANDARDS

The Administrator can define the reporting standards regarding the amount of help a student
requires. This information will then appear in the Holistic Score Summary Report (see Section
12.6 — Holistic Score Summary).

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. Inthe MENU field of the Districts Report screen, click on the Define Report Standards
link as shown in the example below.

10.0 Define Report Standards
a Disktricts in Franklin School District - Micro=soft Internet Explorer provided by ETS - |Elli|

. Printer-Friendly Yersion Help Log Out
Administrator: Joan Stoaks

A Lo Districts in Franklin School District
row to go back &

MERL Districts in Franklin School District
Select a Report:
Add Bew District |Distfi'315 Report ;l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
Allocate Submissions and names, Then select a function from the & = = =5 =
Student menu on the left. Click a district name E'; = = =B = =
W= to access the list of schools for that = E = g e E ‘° _
district, =) X E tE % E I
Define Report Standards Districts [=] Schools 2 = & BE = & &
Assignment URRGRS [ ™ [Frankin School District S I I
Email All Administraiags in
District
Email All Instructors in
District
Email All Students in District \
Advanced Import Click on Define Report Standards.
Export Report Data
Archive Portfalios
Edit My Llser Infarmation
District Adrministrator Options
Search
1 District 3 30 500 470 73 500 461 73
Select All Clear A deleted student will not be rermoved from the dazs total,
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10.1 Use Default Titles

1. In the Define Report Standards screen (see below), click on the <Use Default
Titles> button to apply the default titles to your report standards levels. The default
titles are Doing Fine, Needs Some Help, Needs a Lot of Help.

2. Click onthe <Set to Default Scores> button to set the default holistic scores:

e Holistic Score 6-Point Essays
— Doing Fine =5 (Anyone with 5 or 6 is doing fine)
— Needs Some Help = 3 (Anyone with 3 or 4 needs some help)
— Needs a Lot of Help = 1 (Anyone with 1 or 2 needs a lot of help)

e Holistic Score 4-Point Essays
- Doing Fine = 4 (Anyone with 4 is doing fine)
— Needs Some Help = 3 (Anyone with 2 or 3 needs some help)
— Needs a Lot of Help =1 (Anyone with 1 needs a lot of help)

3. Clickon <Save Changes>.

10.1 Use Default Titles

43 Define Report Standards - Microsoft Internet Explorer provided by ETS o [m] B
@ Criterion. Administrator: .Joan Stoaks

Click items in this <lin Define Report Standards

row to go back :

Define Report Standares

Click Use Default Tiles to apply the default names to your report standards, Click Use Custom Tiles to clear the entries and create your
own report standards titles. Define the reporting standards for your district by selecting the minimum standard for each level shown

belaw,
Report Standards Tmes;/* Use Default Titles | | use custom Titles
1. Click on <Use
Default Titles>. U HighStandard:  [Doing Fine
D Mediurn Standard: |Needs Sorme Help
. Low Standard: |Needs a Lot of Help

Holistic Score  Holistic Score
6-Point Essays 4-Point Essays

Doing Fine
D Students with a minimum score of: IE IE
Heeds Some Help
D Students with a minimum score of: IE IE
. Meeds a Lot of Help ] ]

Students with 8 minimum score of,

2. C|ICk on <Set to /I Set to Default Scores y { Save Changes {/] " cancel J)

Default Scores>.

3. Click on <Save Changes>.
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10.2 Use Custom Titles

1. Inthe Define Report Standards screen (see below), click on the <Use Custom
Titles> button. The entry fields will be blanked out.

2. Inthe blank entry fields, type your own report standards titles.

NOTE: When the user clicks Use Custom Titles to blank out the entry fields, the
titles will also be removed from the labels at the bottom of the screen. The labels at
the bottom of the screen will be replaced with the new titles that the user types in

the title fields. Refer to the example shown below.

3. Use the drop-down menus to custom set the holistic scores for the standards.

4. Click on <Save Changes>.

10.2 Use Custom Titles

/3 Define Report Standards - Microsoft Internet Explorer provided by ETS o |l

Help Log Out
Administrator: Joan Stoaks

Define Report Standards

Define Report Standards

Click Use Default ides to apply the default names to your report standards, Click Use Custom Tides to clear the entries and create vour
own repart standards titles, Define the reporting standards for your district by selecting the minimmum standard for each level shown

belaw.
Report Standards Titles: | Use Default Titdes I | Use Custom Tites F 1. CIICk on <Use
Custom Titles>.
D High Standard: |Above Grade Level
D Medium Standard: |At Grade Level
2. NOTE: Changes B Lowstandara: [Below Grade Level
made n tltles are Holistic Score  Holistic Score
reflected in the labels. 6-Point Essays 4-Point Essays
Ahove Grade Level
O Students with a minimum seare of: [s =] 4] 3. Use the drop-down
At Grade Level - = menus to custom set
D Students with a minimum score of: IZI IE the holistic scores
. Below Grade Level 1 ’ ’
Students with a minimum score of:

(" Set to Default Scores {/] " Save C?Iges ;U " cancel {)

4. Click on <Save Changes>.
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11.0 ASSIGNMENT OPTIONS

Administrator’s Edition

The Administrator can create assignments, edit/view assignments, and delete assignments.

11.1 Create an Assignment

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember

how to log in.)

2. Click on the Assignment Options link in the MENU field.

/3 Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion

Administrator: Joan Stoaks

Click items in thi istricts in Franklin School District
row to go back

11.1 Create an Assignment

Help Log Dut

=101 x|

MEML Districts in Franklin School District
Select a Report:
Add New District [ pisticts Reaport =l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkboxes to the left of the district - = =
Allocate Submissions and narmes, Then select a function from the & £ = £ =
Student rnenu on the left. Click a district narme E = = i = =
Udents to access the list of schools for that =t E - 5 b § = —
district, = x = = x E 2
Districts [<] Schools & = g B§& = & IS
< | — IFraninn Schoal Dis‘tric‘tl 3| 30| SDD| 4?U| ?3| SDD| 451 I ?SI
District \
Sy e eters in Click on Assignment Options in the MENU field.
Email All Students in District
Advanced Import
Export Report Data
Archive Portfolios
Edit My Liser Information
District Administrator Options
Search
1 District 3 30 500 470 73 500 461 T3
Select All Clear A deleted student will not be rermoved from the class total,

3. In the Assignment for Client screen (see below), click on the Create Assignment link

under the ASSIGNMENTS MENU field.

4} Assignments - Microsoft Internet Explorer provided by ETS

. Printer-FriendIy Yersion Help Log Dut
: E Administrator: Joan Stoaks

Assignments

Assignment for client: Franklin School District

11.1 Create an Assignment

Create Assignment

Delete Assignment

a

Click on Create Assignment.

Export Report Data
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4. In the Create Assignment screen which appears (see below), use the drop-down menu to
select the Essay Topic Category.

11.1 Create an Assignment

=101 x|

Help Log Out

Z} Create Assignment - Microsoft Internet Explorer provided by ETS

Administrator: Joan Stoaks

Create Assighment

Select & category and eszay topic, then entar a brief narme for the new assignment. Set the options for this assignrent
by clicking on the checkbox to the left of each desired choice, Click the Help button for a detailed explanation of each of

the possible choices, When you are finished, dick the Save or Sawe an
Essay Topic Category: - Click to select the Essay TOpiC
Topic Mode: muege IR = L. Category from the drop-down menu.

Essay TOPIC: |College Level Second vear pry
GRADE 10 1
GRADE 11 Yiew All Topics j) [ Cancel y
GRADE 1Z

GRADE 4
GRADES
GRADE 6
GRADE T
GRADE 2 il

5. Use the drop-down menu to select the Topic Mode (see below).
11.1 Create an Assignment

Create Assignment

Select a category and essay topic, then enter a brief narme for the new assignrent, Set the aptions for thiz azsignrent
by clicking an the checkbox to the left of 2ach desired choice. Click the Help buttan for 2 detailed explanation of each of
the possible choices, When vou are finished, click the Sawe or Save and Returmn button,

Essay Topic Categony: IGRADEB ;l
Topic Mode: [All Modes =] Click to select the Topic Mode

from the drop-down menu.

Essay Topic: f

Cauze and Effect
Compare-contrast
Descriptive
Expository
Marrative
Fersuasive
Frocess

" Yiew All Topics j/J [ Cancel J/‘J

6. Use the drop-down menu to select the Essay Topic (see below). The topics with a
parenthetical 4 (4) next to them will be scored on a 4-point rubric; the remaining topics

will be scored on a 6-point rubric. _
11.1 Create an Assignment

Create Assignment

Select a category and essay topic, then enter a brief name for the new assignment. Set the options for thiz assignment
by clicking on the checkbox to the left of each desired choice, Click the Help button for a detailed explanation of each of
Dt i

the possible choices. When you are finished, click the Save or Save
Essay Topic Categony: | +RADE 5 =] Click to select the Essay Topic
Topic Mode: [All Modes =] from the drop-down menu.
Essay Topic: | /

Conzening Resources
Conserving Resources(d)
Designing a TV Show
Favaorite Music

Favorite Musicd) —
Lengthening the School Wear
Space Adventure

Space Adventura(d)

Space VWisitor

Students Wodking

i T Topics {/] [ cancel y
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NOTE: For more information about the available essay topics, click on the <View All
Topics> button BEFORE you enter data in the Essay Topic field. You will be linked to

the Criterion library web site, which provides in-depth descriptions of each essay topic as
well as information about their associated scoring guides.

7. Inthe Create Assignment screen that appears (see below) select the options that are
appropriate for your assignment.

11.1 Create an Assignment

Create Assignment

Selact a catagory and essay topic, then enber a brief name for the new assignmant. Set the opbions for this assignment
by clicking on tha chackbox to tha left of each desirad choica, Click tha Halp button for a detailed explanation of sadh of

the pagsible chaices. Whan you are finighad, click the Save or Save and Return buttan,
a.) Verify Essay Topic [ ¥ Students Can Save Essayto Complete Later
selections Category: [~ [Re——
i % 10 Subamissions)
Topic Mode: [ 41 Modes <] ¥ Display Sample Essays To Students
Eﬂay'l'ml::ll:lmgrlngaﬂ)ihm =]
“Degigning a TV i1, public televizion network is - ait Levels to Students
Show™ |seeking ideas for 4 new series of b.) Auto-populated amd Trait Levels to Students
Question Text: shoes that would be educationa based on Essay TOpiC.
forteenagers. The serias will il

nsﬁm |Dr=15il._1r||r|g a T Show

¥ Show Usage Feedback }F'ﬂihl'rli'lb:ﬂ:l
This is the narme the students will sea wh
sazignmment. Example: Writing Practice, Wee c_) Enter title for il

Assignment w Style Feadback [ With Trait Level
[« Time: Limit (Time Limit: 25 minuies) ' w Organization & Development Feedback ™ With Trail
¥ Shave Warning Whan: |5 Minutes Remain Level
[« Spell Checker Available

» Start Assignment: | -] [ -] | |
Time: [12: =| [oo =| [am -] EST
M swpassignment[ =] [ =] [ =]
Time: [12: =] [oo =] [am =] EST
Saw wil Return ] View Instructor's Tepic Guldeline: al
Save __{; & A ur__-_‘./_ Wiewr Al Topics _{; Instruct T 4 Camg /)

a. Verify the Essay Topic Category, Topic Mode, and Essay Topic. If you want to make
a change, you may do so by using the drop-down menus in each field.

NOTE: If you want to view all the topics available, click on the <View All
Topics> button at the bottom of the screen.

b. The Question Text field will be automatically populated based on the Essay Topic
you have chosen.

c. Inthe Assignment Name field, enter the title you plan to give the Assignment. (The
default title for the Assignment is the Essay Topic.)
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d. Select the options (listed below) that you want applied to the Assignment. Do this by
clicking in the boxes next to the options. A check mark indicates that the option has
been selected.

11.1 Create an Assignment

Options

Create Assignment

Select a category and essay topic, then enter & brief name for the new aszignment. fet the options For this assignment
by dicking on the chedkbox to the left of sach desired choice, Click the Melp button flor a detailed explanation of each of
the possibla cholcas. When you are finishaed, clidk the Sawve or Save and Returmn b H

Essay Topic lm [ Students Can Ssve Essay to Complete Later
Cat
i ™ Limit Students to Submissonis)
Topic Mode: | 41 wodes - % Displey Eiys T 58 =
Essay Topic: | Designing & TV Shew ;I
“Desigming a TV 5 public televsion nefwork is - [v Show Holistic Score and Trait Levels to Students
Show" [sceking ideas for a new series of v Do Hot Show Holistic Score and Trail Lewels to Students

Options

Question Text: l=nows thatl would be educational When Advisory Present
rs The : will =
ssignment — [+ Show Grammar Feedback
" e, |Da signing a T Show
i [+ Show Usage Fesdback ' with Trait Level

This & the name the students will 28 when selacing &n -

assignment. Example: 'Wnking Practica, Week 1 [+ Show Mechanics Feedback

¥ Show Style Feedback ¥ With Trait Level
[ Time Limit (Time Limit 25 minuies) ¢ Shiwe Organization & Development Feedback [ With Trai|

M ShowWarning When |5 Minutes Remain S
[+ Spall Checker Available r sartassignment | =] | =] | =)
Time: [12: =] foo =] [am =]|EST
[ swpassignment:| -] [ -f [ -l
Time: 12: =] oo =] [am =]EST
Sawe "y Save and Return 1./ Yiew All Topics {f Yiew Instrocter’s Topic Guidelines | Cancel y

e Time Limit: If checked, the student(s) will be limited to 25 minutes to complete
the assignment.

e Show Warning When [ ] Minutes Remain: In the field provided, enter the
number of minutes remaining at which a warning should be given to students that
the time limit for completing the assignment is near.

e Spell Checker Available
e Students Can Save Essay to Complete Later

e Limit Student to [ ] Submission(s): In the field provided, enter the number of
times that students will be permitted to submit an essay on the same topic.

e Display Sample Essays to Students
e Show Holistic Score and Trait Levels to Students

e Do Not Show Holistic Score and Trait Levels to Students When Advisory
Present

e Show Grammar Feedback”
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e Show Usage Feedback*

e Show Mechanics Feedback*

e Show Style Feedback*

e Show Organization and Development Feedback*

e Start Assignment (date and time): Use the drop-down menus to set the date and
time at which the student can begin the Assignment.

e Stop Assignment (date and time): Use the drop-down menus to set the date and
time by which the student must complete the Assignment.

*NOTE: Feedback categories have an additional checkbox that tells Criterion whether or
not to display the trait level message (if applicable) with the feedback. If users select the
“With Trait Level” option, the associated feedback checkbox will be automatically selected
since displaying a trait score will always display the corresponding trait level feedback
message. Users can, however, choose to display the trait level feedback message only by
selecting the “Show <Trait> Feedback” checkbox and deselecting the corresponding “With
Trait Level” checkbox. These checkboxes will all default to “on.”

Since Grammar, Usage, and Mechanics are assigned a single trait level indicator, turning
off the display of the trait level feedback message for a single trait, such as Grammar,
automatically turns off the display of the trait level feedback message for the other two
traits (Usage and Mechanics).
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NOTE: If you have selected “Instructor’s Topic” as the Essay Topic, the screen —
shown below - will look somewhat different and some of the options (detailed below)

differ.

11.1 Create an Instructor’s Topic Assignment

Create Assighment

by dicking on the checkbox to the laft of 2ach desired choice. Click the Help button for a detailed expla
the poszible choices, When you are finished, click the Save or Save and Return button,

Select a category and essay topic, then enter a brief narme for the new assignment, Set the options for 4 Not available for
Instructor’s Topic.

¥ Students Can Save Essay to Complete

Essay Topic |
GRADE & |
r Limit Students to I Submizsion(s)

Categony:

Topic Mode: IAII Mades = I

Essay TOgiC: | Instructars Top@ ;l Do Hot Show Holistic Score and Trait Levels to Students
Show Holistic Score and Trait Levels to Students When
Enter Essay ﬂ Advisory Present
Prompt:

¥ Show Grammar Feedback

Enter Essay Prompt text. ¥ Show Usage Feedback }wnhuut Trait Level

LI ¥ Show Mechanics Feedback

Assignment [+ Show Style Feedback Without Trait Level

Mame: |Instructur's Topic
) p Show Organization & Development Feedback Without Trait

Customize
Time Limit.

Thiz is the narme the students will see when selecting an Level

aszignrnent, Exarnple: Writing Practice, Week 1
r Start Assignment:l ;l | ;l | ;l

8.

9.

¥ Yime Limit (Time Li 't'|3U inut
ime Limit (Time Limit: minutes) Time:|12:;| IDD;I IAM;I o
¥ Show warning When: |5 Minutes Remain - )
[¥ Spell Checker Available Stop Assignment: | .| | -] | -]
Time: [12: | oo -] |am -] EDT

Save | " save and Return 'y " Wiew All Topics ) | (" cancel )|
. . = A

e The Essay Prompt field will not be populated. You must enter your own essay
prompt by typing directly in the field provided.

e You can customize the time limit allotted for the assignment. In the field
provided, type over the number 30 and enter the number of minutes you want to
give students to complete the essay.

e The “Show Holistic Score to Students” and “Do Not Show Score to Students
When Advisory Present” options are not available.

After you have completed selecting your options, click <Save and Return>. The
message box shown below will display indicating that the Assignment has been created.

Microsoft Internek E |

& Assignment Created

Click <OK>,

Click <OK>. You will be returned to the Assignments for Class screen.
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NOTE: If you wish to add additional assignments at this time, click <Save>
instead of <Save and Return>. After you click <OK> in response to the
“Assignment Created” message box, you will be returned to the Create
Assignment screen where you can add additional assignments.

11.2 Edit/View Assignment

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. Inthe Districts Report screen, click on the Assignment Options link in the MENU field.

11.2 Edit/View Assignment

a Disktricts in Franklin School District - Micro=soft Internet Explorer provided by ETS - |Elli|
Printer-Friendly Version Help | Log Dut
@ c"m Administrator: Joan Stoaks
Click items in thi istricts in Franklin School District
row to go back
MEML Districts in Franklin School District
Select a Report:
Add Bew District |Distfi'315 Report ;l
Edit District Information
Delete District Select one or more districks by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allocate Submissions and narnes, Then select a function fraom the @ = = =5 =
Student menu on the left. Click a district name E'; = = =B = =
W= to access the list of schools for that = E = g e E = _
districk, = E = = ﬁ = =
Define Report Standards Districts [=] Schools 2 = & BE = & &
 rssignment Optiuns;z | ™ [Franin Schoot District 3| s sl am| ] sool am| 7
Ermail All Administrators in \
Dl _ Click on Assignment Options in the MENU field.
Email All Instructors in
District
Email All Students in District
Advanced Impaort
Export Report Data
Archive Porffolios
Edit by Liser Infarmation
District Adrministrator Options
Search
1 District 3 30 500 470 T3 500 461 T3
Select All Clear A deleted student will net be rermoved from the claszs total,
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3. Inthe Assignment for client screen (see below):
a. Select the Assignment you wish to edit or view by clicking in the checkbox to the left
of the Assignment’s name.
b. Inthe MENU field, click on the Edit/View Assignment link.

11.2 Edit/View Assignment
-8l =|

Log Out

a Assignments - Microsoft Internet Explorer provided by ETS

Printar-Friendly Yersion Help

Administrator: Joan Stoaks

Assignments

Assignment for client: Franklin School District

ASSIGHMENTS MEML

Select one or more assignments by cicking the checkboxes to the left of the names, Then selact an

</ B ) Azzignment function fram the menu on the left, Click an assignment's name to view or edit that
EdIWIEWP‘.SSIQHmE assignrment's options.
. Assignment Assignment
Topic Ends

ity [+] :
Assignment Beqins
[~ | Lenothening the School Year Lencthening the School Year

v “olunteer Work Volunteer Work

L a.) Select the Assignment you wish to edit

by clicking in the checkbox next to the
Assignment’s name.
b.) Click on Edit/View Assignment in the
MENU field.

Export Report Data

Select All Clear
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4. In the fields that appear in the Edit Assignment screen, make the desired revisions.
11.2 Edit/View Assignment

/3 Edit Assignment - Microsoft Internet Explorer provided by ETS o [m] 4

. Help Log Out
Administrator: Joan Stoaks

Criterion.

Click items in this ™ tricts in Franklin ghiments Edit Assigniment
row to go back . .

Edit Assignhment

Set the options for this azsignment by clicking on the 2 left of each deszired choice. Click the Help button
for a detailed explanation of each of the possible chaoices, When vou are finished, cick the Save and Return button,

Es(s:gireTl::]plc I SRADE 10 ;I [¥ Students Can Save Essay to Complete Later
LA r Limit Students to I Submission(s)

UDEIB L0 28 I Femuasive j' [V Display Sample Es=says to Students

Essay Topic: | volunteer wok =

Show Holistic Score and Trait Levels to Students

Do Hot Show Holistic Score and Trait Levels to Students When
Advisory Present

R

W“f"" expected to complete a cerain number
Question | poyrs of volunteer work before they
Text: | :an graduate. Those in favar of such

"Wolunteer |, zome high schools, students are j

plans say it encourages students to v Show Grammar Feedback
become involved intheir communities | ¥ Show Usage Feedback } e T st
Assignment ¥ Show Mechanics Feedback
QN _ [WolunteerWork
e [¥ Show Style Feedback ¥ With Trait Level
I~

This is the name the students will see when selecting an

ceciemrment, Eeerrplen ing Fraciz, ek il Show Organization & Development Feedback ¥ with Trait Level

1

[¥ Time Limit (Time Limit: 30 minutes) Start Assignment: | .| | | | -]

' show Warning Ywhen: |5 Minutes Remain Time: | 12: | fon =f  Jam -|EDT

¥ Spell Checker Available Stop Assignment: I ;I I ;I I ;I

Time: [12: -|  [o0 =] |am -] EDT

(" save and Return {’J (" Yiew Al Topics ‘L) " ¥iew Instructor’s Topic Guidelines " Cancel /'“

A

1

Click <Save and Return>.

5. Click <Save and Return>. The following message box will appear:

Microsoft Internet Exple |

& fssignment Saved

Click <OK>.

6. Click <OK>. The changes will be made and you will be returned to the Assignment for
Client screen.
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11.3 Delete an Assignment

Administrator’s Edition

1. Log in to your Districts Report page. (See Section 2.3 — Log-In if you do not remember

how to log in.)
2.

/2§ Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

In the Districts Report screen, click on the Assignment Options link in the MENU field.

11.3 Delete an Assignment

=10l ]

@ R — o Printer-Friendly Yersion Help Log Dut
Criterion. ministrator: Joan Stoaks
A AL Ch. Districts in Franklin School District
row to go back
MERIL Districts in Franklin School District
Select a Report:
Add Mew District | Districts Report =l
Edit District Information
Delete District Select ane or more districts by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allacate Submissions and rarnes, Then select a function fram the @ = c = =
Student rmenu on the left. Click 2 district name ; = = =T = ‘=
W= to zccess the list of schools for that e § " 5 = E ‘B _
district, o % E EE & £ =
Define Report Standards Districts [=] Schools 2 = 2 5E = 2 E
(_Assignment Options | I |rankin school pistrct | T I I Y S
Email All Adminw
District \
Ergfﬁ'{rﬂ SIS Iy Click on Assignment Options in the MENU field.
Ermail All Students in District
Advanced Import
Export Report Data
Archive Portfolios
Edit My LIser Infarmation
District Administrator Options
Search
1 District 3 30 500 470 73 500 461 73
Select All Clear 2 deleted student will not be rermmoved from the cass total
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3. Inthe Assignment for client screen (see below):

a. Select the Assignment you wish to delete by clicking in the checkbox to the left of the
Assignment’s name.

b. Inthe MENU field, click on the Delete Assignment link.

11.3 Delete an Assignment

a Assignments - Microsoft Internet Explorer provided by ETS — |E||£|
Printer-Friendly ¥ersion Help | Log Out

Administrator: Joan Stoaks

Assignments

ASSIGHMENTS MERLU Assignment for client: Franklin School District

Create Assignment Select one or rore assignrments by clicking the checkboxes to the laft of the narmesz. Then select an
i Azsignrnent function from the renu on the left. Click an assignrment's name to view or edit that

L~ . et assignment's options,
<\ gelete Assionmer assignment assignment
o Report Data Assignment [«] Topic Bedins Ends

[~ | Lengthening the School Year Lengthening the School Year
I “olunteer Yiork “olurteer YWork

L a.) Select the Assignment you wish to delete

by clicking in the checkbox next to the
Assignment’s name.
b.) Click on Delete Assignment in the
MENU field.

Select All Clear

4. The Delete Assignment screen (shown below) will appear. If you are certain that you
want delete the Assignment, click <Yes>. The Assignment will be deleted and you will

be returned to the Assignments for Client screen.

“J Delete Assigments - Microsoft Internet Explorer provided by ETS =10

@ i H Administrator: Joan Stoaks

Criterion.

Click items in this ° i nents Delete Assignments
row to go back

Delete Assignments for Franklin School District

“ou have selected the following assignrnent(s) to delete, Are you sure you want to delete the assignment(s) shown
below?

Assignment Topic

Yolunteer YWork Yolunteer Work

-
—
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12.0 CREATE REPORTS
The Administrator can create a number of reports containing information about the District,

Students, etc. from the Districts Report screen.

Administrator’s Edition

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In the main section of the screen (see below), scroll through the drop-down menu of the
Select a Report field and click on the name of the report that you want to see. The
following reports are available to the Administrator:

Districts Report (This is the default report for Administrators.)

/3 Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

Classes Access Information Report

Client Roster Report
Districts Access Information Report

Errors Report

Holistic Score Summary
Schools Access Information

Student Access Information Report
Students Report

Schools Report (available from the Schools Report screen)
District Roster Report (available from the Schools Report screen)

MENU

Add Mew District
Edit District Infarmation
Delete District

Allocate Submissions and
Students

Define Report Standards
Assignment Options

Email All Administrators in
District

Email All Instructors in
District

Email All Students in District

Advanced Import

Export Repart Data

Archive Porfolios

Edit bty User Infarmation
District Administrator Options

Search

12.0 Create Reports
=10l x|

Printer-Friendly Yersion Help Log Dut

Administrator: Joan Stoaks

LAk Districts in Franklin School District
row to go back &

Select a Report:

Districts in B
Use the drop-down menu to

Districts Report

Classes Access Information Report
Client Roster Repart
Districts Access Information Report

locate the report you want to see.

=
g m the & = E" = E"
Errors Report ame = = = =15 = ‘E
Holistic Score Summary - E = = E -l —
Schools Access Information Report = E = Fe= E = =
Student Access Information Report @ @ = o @ =]
Students Repart = = = 2L = = =
"~ [Frankin School District 3| s s vl e[ sw| am| 7
1 District 3 30 500 470 T3 500 461 T3
Select All Clear A deleted student will not be remaved fraom the dass total,
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12.1 Districts Report

The Districts Report displays the names of the districts, their passwords, the number of schools
in the district, the number of registered students, maximum number of students, remaining
number of students, the number of submissions received, the maximum number of submissions,
and the remaining number of submissions.

1. Follow Steps 1-2 described in Section 12.0 — Create Reports. The Districts Report screen
(shown below) is the Home Page for an Administrator.

2. To generate the Districts Report, click on the Export Report Data link under MENU.
Refer to Section 15.0 — Export Report Data for next steps.

12.1 Districts Report

=10l |

istricts in Franklin School District - Microsoft Internet Explorer provided by ETS

@ . Printer-Friendly ¥ersion Help Log Out
Criterion. Administrator: Joan Stoaks
Click items in thi istricts in Frankhin School District
row to go back
] WERIL Districts in Franklin School District
< Select a Report:
Add Mew District | Districts Report -
Edit District Information
Delete District Select ane or more districks by clicking Students Submissions
the checkboxes to the left of the district = - -
Allacate Submissions and names, Then select a function from the 1] = = = =
Student renu on the left, Click a districk narne E = ‘= =D = =
gzt to access the list of schools for that = E ‘T 5 = E - _
district, =) % = tE % 1= =
Define Report Standards Districts [=] Schools g = & BE = g E
Assignment Options | ™ |Erankin School pistrict e I ) I
Email All Administrators in
District
Email All Instructors in
District
Email All Students in District
Click Export Report Data
[ Export Report Data P P
. . to generate a report.
Edit My User Information
District Administrator Options
Search
1 District 3 30 500 470 73 500 461 T3
Select All Clear A deleted student will not be rermoved from the clazs total,
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12.2 Classes Access Information Report

The Classes Access Information Report displays the names of the classes in the district, their
access IDs, and their passwords.

1. Follow Steps 1-2 described in Section 12.0 — Create Reports.

2. To generate the Classes Access Information Report, click on the Export Report Data
link under MENU. Refer to Section 15.0 — Export Report Data for next steps.

12.2 Classes Access Information Report

/} Classes in Franklin School District - Microsoft Internet Explorer provided by ETS

Printer-Friendly ¥ersion Help Log Out

@ c"tem Administrator: Joan Stoaks

= asses in Franklin School District
‘ Select a report:
Edit Class Infarmation Classes Access Information Report =
Delete Class
. . Select one or more classes by clicking the checkboxes to the left of the class narmes. Then select 2
Ema!l All Instructor_s I%FHSS function frarm the rnenu on the left, Click 2 class name to access the list of students for that class,
a55
(

Export Report Data Classos [=] Access ID Password
[~ |6th Grade English-Jones Gt acdefms =iz
[~ |7th Grade English-Jones Toradefms even
[~ |sth Grade English-Jetters Gogradefms eight

Click EXpOI’t Report Data [ |Creative Viting crestivesriting2 cemio
to generate a report.
[~ |Enalizh 101 fhzenglizhi 01 demo
[~ |Expositary Wiriting fhzexpozclazss clemo
[T M. Grebble's Class grebbleclazss clemo
[~ IMrz. Darnel's Class darnelclazs cemo
8 Classes

Select All Clear
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12.3 Client Roster Report

The Client Roster Report displays the names of the students who meet the selected criteria. The
selections made under MENU result in a report that answers the following question: "Show me
all students in the district who have a holistic score of xx and more than x errors in a feedback
category."

1. Follow Steps 1-2 described in Section 12.0 — Create Reports.

2. Inthe Client Roster Report screen (see below), use the drop-down menu in the For
Assignment field to select the assignment for which you will create the report. (The
default is Most Recent Assignment, but you may select a specific assignment or all
assignments.)

12.3 Client Roster Report
3 Students in Franklin School District - Microsoft Internet Explorer provided by ETS 10| x|

. Printer-Friendly ¥Version Help Log Out
Criterion. Administrator: Joan Stoaks
A Lo . Students in Franklin School District .
row to go back 2 Select Assignment
MERL Students in | Franklin School District =
Select a Report: For Assignment:

Batch Print Reports ICIient Roster Repart ;I IMost Recent Assignment -

Email Students Select a client, report, and assignment fram the drop-down lists above. Select one ar more students

Export Report Data by clicking the carrezponding checkboxes. Then select a function frorn the rienu an the left. Click a

student to view the porfolio for that student, Click an assignment to view its details, Click Help to
view haolistic score and trait level explanations.

Show Entries With: Grammar, Usage Org &

I Holistic Score: Mechanics Style Dev
Show =scores between: 5 2 -E

1= and G- - E a s - 2 —
I j I j o £ = 2 =
Recent Holistic S : E ERs Kl g £ $ £ S :

[ Only show essays with Student (2] Assignment Score Fo 04 Sd Fua Fa o Fa
more than this many [T |&houl, Hazan =
errors/comments in a .
feedback category. [~ |Armer, Jack Instructor's Topic (RS Mi& 7 OB 34 Mrs 3 [ AA,

ID "I [~ |Black, Ed Instructor's Topic [, Wit 0O 0O & Mis, 12 [,
] Lencthening the
" Refrash Report [ |Browen, Tenisha School Vear Si5 -1 0 3 - 26
: Lencthening the
[T |cameron, Danielle Zchool Year a5 -1 0o 2 . -
[T |casze, Arlene “oter Registration a5 v 5 0 34 - 7
= laten o P 1Py =1 n n A - AN LI

Select students
—( SelectAl)  Clear
£ s marked with an asterizk indicate essavs that contain an adwizory,

Mf& Mot available ar turned-off by the instructaor,
- Mot reported. Trait levels are only reported when the trait needs attention.
w This trait needs atterntion for thiz eszay.
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3. Under MENU, select the criteria for the report.

a. To show only those students whose Holistic Score is within a specific range, click in
the box next to “Holistic Score” and enter the range of scores in the fields provided.

b. To show only those students who essays had a certain number of errors/comments,
click in the box next to “Only show essays with more than this many errors/comments
in a feedback category” and enter the number in the field provided.

c. Click onthe <Refresh Report> button. _
12.3 Client Roster Report

/3 students in Franklin School District - Microsoft Internet Explorer provided by ETS 10| x|

. Printer-Friendly Yersion Help Log Dut
Administrator: Joan Stoaks

Click items in thi tudents in Franklin School District
row to go back

Select criteria for MERL Students in | Franklin School District -
the report. . Select a Report: For Assignment:
h Print Reparts ICIient Roster Report ;I IMost Recent Assignment ;I
errrail Students Select a dient, report, and assignrment from the drop-down lists abave, Select ane or more students
\E}{pgr{ Report Data by clicking the carrezponding checkboxes, Then select a function frorm the menu an the left. Click a
student to view the portfolio for that student, Click an azsignment to view its details. Click Help to
view halistic score and trait level explanations.
Show Entries With: Grammar, Usage Org &
I™ Holistic Score: Mechanics Style Dev
Show scores between: 5 & -2
1-| and |5 - — Ep up g - 2 -
= necent  moiste 33 EREEEE 4 P 43
i = L] = = = =
[~ Only show essays with Student [+1 Assigniment Score = HE S0 =0 = @ =
more than this mamy [T |&kdul Hasan =
errors/comments in a : -
feedback category. [T |&rner, Jack Instructor's Topic RS Mi& 7B 34 s, 3 [,
0 = [~ |Black, Ed Inztructor's Topic RS Mis 0 0 5 Ma 12 [RE
. Lencthening the
( Refrash Report_ [T |Brown, Tenisha ehool Vear 516 - 1 0 3 - 2
. Lencthening the
- - -
T [T |Cameron, Danielle Sehool vear 1 1 0 2 26
[T |casze, Arlene ‘Yoter Registration 56 v 5 0 34 - 7
- -
Click <Refresh Report>. |l lwon 2o ekl 35 L R il =
Select Al Clear
* Scores rmarked with an asterisk indicate essays that contain an adwizory,
MfA Mot available ar turned-off by the instrudar,
- Mot reported, Trait levels are only reported when the trait needs attention.
 This trait needs attention for this eszay.

4. To generate the Client Roster Report, click on the Export Report Data link under
MENU. Refer to Section 15.0 — Export Report Data.

5. To “batch print” the Client Roster Report:

a. Select one or more students for whom you will create the report by clicking in the box
next to their name(s). (To select all the students, click on Select All at the bottom of
the screen.)
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b. Inthe MENU field, click on the Batch Print Reports link.

12.3 Client Roster Report
i /3 students in Franklin School District - Microsoft Internet Explorer provided by ETS -3l =

. Drinter-Friendly Version Help | Log Out
Administrator: Joan Stoaks

Criterion.

AR Students in Franklin School District
row to go back

MENL Students in | Frankiin Schaol District + |
. Select a Report: For Assi it
/ Bateh rmt Reports | Client Roster Report = | Most Recent fissignment =
kil select a client, report, and assignment from the drop-down lists above, Select one or more students
K _ Export Report Data byl e Eerespemeing e eees, Tiem Selee o Huneien femm dhe e em S (25 @hd o
CIICk Batch Prlnt sFudant_to view the por’tfo_lio for that stude_nt. Click an assignment to view its details, Click Help to
—_— view holistic scare and trait level explanations,
Reports. Show Entries With: Grammar, Usage, Org &
Mechanics Style Dev
I™ Holistic Score:
Show scores between: H 2 %
= tu
1 =] and |5 - e +T gb Lp 22 L3 E o7
[ [- =] Recent Holistic 53 3& SE S8 53 £ E3
- Fa du Sud U Fa o Fa
[ Student [2] Assignment Score
more than this many ™ |&koul, Hasan =
Error: its ina
feedback category. [~ |Arner, Jack In=tructor's Topic: ({12 - 7 E 34 - 3 =
i - I~ |plack Ed Instructar's Topic IR, - 0 1] 5 - 12 -
- -
(" Refresh Report /] [~ |Brown, Tenisha ;JTHD;TQWWE 56 1 o 3 H 5 |
[~ |cameron, Daniglle lLencthening the 56 | o 2z H 26 -
== |School Year
I |case. Arlene voter Redistration 515 * 5 0 34 7 -~ j
Select All Clear
# Scores marked with an asterizsk indicate essays that contain an advizory,
MfA indicates that a score is not available, Click the Help link for details,
- Scores marked with a dash (-) indicate essays for which a trait scare or errors are not available,
A (Higherthan expected) M (Az expeced) W (Lower than expected)

c. Inthe Batch Print Reports screen (see below), click in the circle next to the report
type (Score Analysis or Feedback Analysis) that you want to print.

12.3 Client Roster Report
< Batch Print Reports - Microsoft Internet Explorer provided by ETS =]

Help | Log Out
Administrator: Joan Stoaks

Batch Print Reports

Batch Print Reports

This function will print the reports for the students you selected on the pravious sceen, Select a
repart type, and click the Continue button,

" Pprint Score Analysis Report

Select report type.

" Print Feedback Analysis Report

) Cancel J J

d. Click <Continue>.
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e. Inthe printer-friendly version of the report (see example below) that appears in a
separate window, click the <Pr 1nt> button on the browser. Note that it may not be
possible to print each report on a new sheet of paper, as not all browsers support this.

12.3 Client Roster Report

/4 Print Score Analysis Report - Microsoft Internet Explorer provided by Computer Sciences Corporation =18l

J Fle Edt View Favortss Tools Help |
J ek - = - () A | Qisearch  Favorites € AHistory ||§- ] <@

Blaise Wright B
English 101

Voter Registration

Submitted: June 25, 2004, 02:23:43 PM EDT

Score: 4

Question:

Your school is sponsoring a voter registration drive for 18-year-old high school students. You and three of your friends are talking about the project. Your friends say the
following,

Friend 1

“I'm wrking on the young voters' registration drive. Are you going to come to it and register? You're all 18, so you can do it. We're trying to help increase the nurmber of
young people who vote and it shouldn't be too hard to read that the percentage of 18- to 20-year-olds who vote increased in recent years. Wwe want that percentage to keep
going up."

Friend 2

"'l be there. People should vate as soon as they turn 18. It's one of the responsibilities of living in a democracy.”

Frignd 3

"l don't know if people should even bother to register. One vote in an election isn't going to change anything."

Do you agree with friend 2 ar 37 Write a response to your friends in which you explain whether you will or will not register to vote, Be sure to explain why and support your
position with exarmples fram your reading or experience. Try to convince the friend with whom you disagree that your position is the right one

Essay.
| agree with Friend number two's position. Voting is each American citizen's duty. This right is given to us in the Constitution. Years ago Americans fought for women's suffrage and ﬂ

f.  When you are finished, close the browser window to return to the Client Roster
Report screen.

6. To email the report to students, refer to Section 13.0 — Email Correspondence.
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12.4 Districts Access Information Report

The Districts Access Information Report displays the names of the districts, their access IDs,
and their passwords.

1. Follow Steps 1-2 described in Section 12.0 — Create Reports.

2. To generate the Districts Access Information Report, click on the Export Report Data
link under MENU. Refer to Section 15.0 — Export Report Data for next steps.

12.4 Districts Access Information Report

# Districts in Franklin School District - Microsoft Internet Explorer provided by ETS i |m] |
@ Administrator: J Stoak Printer-Friendly ¥ersion Help Log Out
2 : ministrator: Joan »loaks
Criterion.

A ST ILkLCh:. Districts in Franklin School District
row to go back

MEML Districts in Franklin School District
elect a report:
Add Mews District ( | Districts Access Infarmation Report = |
Edit District Information
LBl Select one or more districks by dicking the checkboxes to the left of the districkt names, Then select a
function from the menu on the left, Click a districk narme to access the list of schools for that district,
Email All Administrators in
DI Districts [=] Access ID Password
Email All Instructors in ASINCLs. —_— —
District ||_ |Frank|in School District fadiztrict clemo
f Hallistrict
(_ Export Report Data
Click Export Report Data
to generate a report.
1 District
Select All Clear
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12.5 Errors Report

The Errors Report shows the percentage of class essays with errors by category (e.g., Grammar,
Usage, etc.) and the number of class essays with each error type. To view an Errors Report, an
administrator must drill down to the Class level.

NOTE: Above the Class level, an Errors Report is only available for a selected
“Administrator Assignment.”(See Section 11.0 — Assignment Options.) If there
are no administrator assignments, a message similar to the following will be
displayed: There are no administrator assignments for this <level>.

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.) Click on the name of the District in which the class for which you will
generate an Errors Report is located (see below).

12.5 Errors Report

/2§ Districts in Franklin School District - Microsoft Internet Explorer provided by ETS o ] B4

@ Administrator: J Stoak Printer-Friendly ¥ersion Help | Log Dut
cntenon ministrator: Joan »toaks

Click items in th istricts in Franklin School District

row to go back

WEML Districts in Franklin School District
Select a Report:
Add Mew District Distriets Report =]
Edit District Information
Delete District Select ane or more districts by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allacate Submissions and rarnes, Then select a function fram the @ = c = =
Student rmenu on the left. Click 2 district name ; = = =T = ‘=
W= to zccess the list of schools for that e § " 5 = E ‘B _
district, o % E EE & £ =
Define Report Standards /M-E\ Schools 2 = 2 5E = 2 E
Assignment Options Franklin School District 3| 3D| suu| 4m| ?3| sun| 451| ?3|
Email All Administrators in
District - .
Ernail All Instructors in Click on the name of the District.
District
Ermail All Students in District
Advanced Import
Export Report Data
Archive Portfolios
Edit My LIser Infarmation
District Administrator Options
Search
1 District 3 30 500 470 73 500 461 73
Select All Clear A deleted student will not be remaoved from the class total,
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2. Inthe Schools Report screen, click on the name of the School in which the class is
located. Refer to the example below.

12.5 Errors Report
=13l x|

Log Out

/) schools in Franklin School District - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion Help

Administrator: Joan Stoaks

Schools in Franklin School District

Schools in Franklin School District

Select a Report:
I Schools Report

Add Mew School <

Edit School Information
Delete School Select one or more schools by dicking Students Submissions
the checkbaxes ta the left of the schoal - = =
Assignrment Options narmes, Then selec a function fram the o = = = =
rnenu on the left. Click a school name @ = = =5 = =
. . . to access the list of dlaszes for that i E =] g 2 E ‘D —
Email All Administratars in sdsaall, = = = £t " = =
School Schools [2] Classes & = 2 88 = & E
Email All Instructors in .
Crankiin Elemertary
Schoal r ;rahnkh:ﬂ Elemertar 3 & 20 14 a a
Ermnail All Students in School =
Advanced Impatt Eranklin High School ™ 5 12 12 &0 45 12
Export Report Data I ool 3 12 25 13 53 53
Archive Parfalios

Edit My User Informatif C
School Administrator
Instructor Options

ick on the name of the School.

Search

3. Inthe Classes Report screen, click on the name of the Class for which you will generate
the report. See the example below.

12.5 Errors Report

/3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS — O] x|
@ Administrator: J Stoak Printer-Friendly Yersion Help | Log Out
O : Minstrator: Joan sioaks
Criterion.

Classes in Franklin High School

MEML Classes in Franklin High School
Select a Report:
Add New Class @/‘1

Edit Class Infarmation

Delete Clazs
Assign Instructors Select ane or more classes by clicking the checkboxes to the left of the dass names, Then select a
function from the rmenu on the left. Click a class name to access the list of students for that class.

; ; Students Current Contract Total

Assignment Options — T e
¢ # Classes [2] Registered Submissions Submissions

Batch Print Reports [T |Crestive Writin 5 4 4

EngienIAII Instructors in ™ |ensiish 101 3 4 4
d55

Ernail All Students in Class ||~ |Expostory Wiiting N 4 4 4

Advanced Import

Export Report Data

Archive Portfolios

. | Click on the name of the Class.
Edit My User Infarmati

Instructor Options

Search
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13 7
4. In the Students Report screen, select “Errors Report” from the Select a Report drop-down
menu (see below).
12.5 Errors Report
<X students in Expository Writing - Microsoft Internet Explorer provided by ETS = =
2 stud fi I ded b =] B
. Printer-Friendly Yersion Help Log Out
Administrator: .Joan Stoaks
MEMLI
Select a Report: For Assignment:
Add Mew Student Students Report ;I IMost Recent Assignment vl
Edit Student Infarmation Clazs Roster Report eckboxes, Then
Delete Student SE'GCt “Errors Report.” or that student,
Batch Print Reports Student Access Information Report _ L
Email Student;J Students Repart Recefr ion Holistic
Export Report Data Student =] nssm.nment DateTime Humber Score
Archive Porticlios I |Jones. Dolores iﬁ:i;ﬁzlcu'ar En:rééjs:ngEﬂsEST ! I8
Extracurticulat bdar 21, 2005
' Show All Entries I |uarks. Josenh Activities 04:44:27 PM EST L 58
' Show Entries With: " Extracurricular hdar 21, 2003
[ {tuniz. Can Activities 04:45:12 P EST ! =
Extracurricular Mar 21, 2005
i} T — o
I |Ranaschar. Machu Activities 04:46:07 PM EST L 23
5. Inthe Errors Report screen (see below), use the drop-down menu in the For Assignment

field to select the assignment for which you will create the report. (The default is Most
Recent Assignment, but you may select a specific assignment or all assignments.)

12.5 Errors Report

a Students in Expository Writing - Microsoft Internet Explorer provided by ETS o | Ellil
Printer-Friendly Yersion Help Log Dut
Administrator: Joan Stoaks
Students in Expository | I [2Ye Assignment

Students in I Expositony Writing = l

MERL

Select a Report: For Assignment:
Export Report Data IErrors Report ;I Ihﬂost Recent Assignment vl

Select a dass, report, and aszignment from the drop-down tt Sption fram

the lizt on the left.

All Assignments b

Humber of Essays with Errors by |Leadeship

100% of 4 student essays scored for Grammar have Grammar errors,
50% of 4 student essays scored for Usage have Lsage errors.

100% of 4 student essays scored for Mechanics have Mechanics errors,
100% of 4 student essays scored for Stde have Style comments.

Number of Essays with Grammar Errors

MNumber of Essays
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6. Use the scroll bar to see the number of errors for all the trait categories.

12.5 Errors Report

<} Students in Expository Writing - Microsoft Internet Explorer provided by ETS o ] 4|

. Printer-Friendly Yersion Help Log Out
Administrator: Joan Stoaks

in Franklin ~ Students in Expository Writing

MEMU

Export Report Data

Students in I Expositary Writing - l
Select a Report: For Assignment:
IErlors Feport ;I IMost RecentAssignment;I

Select a class, report, and assignrent from the drop-down lists above, Select 3 Report Option fram
the list on the left.

Humber of Essays with Errors by Trait Category -

100% of 4 student essays scored for Grammar have Grammar errors.
h0% of 4 student essays scored for Usage have Usage errors.

100% of 4 student essays scored for Mechanics have Mechanics errars.
100% of 4 student essays scored for Style have Style comments.

Number of Essays with Grammar Errors

Number of Essays
LS ]

’ Scroll down to see
Grammar, Usage, &

1 Mechanics errors, and
Style comments.

0 1 1 ]

‘é@é"& f 4@@ @6 &‘3\0& s@a}
& géP @p qté\ f é’

c«" i

7. To generate the Errors Report, click on the Export Report Data link under MENU and
refer to Section 15.0 — Export Report Data for further direction.
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12.6 Holistic Score Summary

The Holistic Score Summary Report graphs the percent of essays with each score and the
number of essays with each score. Unscored essays are not included in the report. The color
coding and descriptions (Red = Needs a lot of help, Yellow = Needs some help, Green = Doing
fine) are based on standards defined at the Administrator level. Clicking on a piece of the pie
chart or on a column in the bar graph will display a list of students and assignments for a
particular score.

1. Follow Steps 1-2 described in Section 12.0 — Create Reports.

2. Inthe Holistic Score Summary Report screen (see below), use the drop-down menu in
the For Assignment field to select the assignment for which you will create the report.
(The default is Most Recent Assignment, but you may select a specific assignment or all
assignments.)

12.6 Holistic Score Detailed Report - Summary

3 Students in Franklin School District - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion Help Log Out

@ CﬁtEﬁDﬂ. Administrator: Joan Stoaks
L k. Students in Franklin School District :
row to go back Select Assignment
Students in I Franklin Schoaol District vI
WAERL Select a Report: For Assignment:
IHoIistic Score Summarny ;I IMost Recent Assignment -
Export Report Data Select a client, report, and assignment from the drop-down lists abowe, Click a piece of the pie chart
ot a calurnn on the bar graph to display a list of students and assignrments for a particular score.
Percent of Essays with Each Score* Score Distribution and Summary Statistics*
Score: 2 gr ]
Score: 3
g
] 6~
i
Score: 6 5
Score: 4 B Ar
E
3
e 2 F
0 I . I I I I 1
1 2 3 4 5 -1
Score: 5 Score
[ score: 6(38.1%) []Score: 5(23.8%) D Being Fne (s @ 6)
O Score: 4 (26.6%) [Score: 3 (4.8%)
W Score: 2 (4.8%) |:| Meeds Some Help (scare of 3 to 5)
. Meeds a Lot of Help (score of 1 to 2]
" .
.Repori:' doles not include any scores for essays Tl iy @ cosmys besed my 25
with advisaories,
Due to rounding, the total ray not equal 100%. Mean score is 4,86,

3. To generate the Holistic Score Summary Report, click on the Export Report Data
link under MENU in the Holistic Score Summary Report screen and follow the steps
detailed in Section 15.0 — Export Report Data.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
ETS and the ETS logo are registered trademarks of Educational Testing Service (ETS). 91
Criterion is a trademark of ETS.



Criterion®™ User Manual Administrator’s Edition

4. To generate an Holistic Score Detailed Report of students and assignments for a
particular score:

a. Click on a piece of the pie chart or on a column in the bar graph as shown in the
examples below.

Percent of Essays with Each Score*

Score: 2 Click on a column
Score: 3 H h b h
Click on a piece score Distributiona] | the bar graph.
of the pie chart. fr=¢
Score: 4

Score: 3

O Score: 6 (381%) [JScoNg: 5(23.8%)
[OScore: 4 (28.6%) []Score\3 (4.8%)
W Score: 2 (4.8%)

\

\

The Holistic Score Detailed Report screen showing a detailed list
of students and assignments associated with the score will appear

Number of Essays

=101 x|

3 Holistic Score Detailed Report - Microsoft Internet Explorr <provided

&3 criterion.

Holistic Score Detailed Report

The following list contains the list of students and assignrnents with a score of &,
Mote: Graphs on the previous screen are updated daily and may not reflect the current score infarmation
displayed belaw,

Submission Holistic

Student [+ Recent Assignment DateTime Humber** Score
-
chan, Sue Castle E";B?{;ESASEST 1 65 | T
(Chang, Sue Home and Aweay Ej‘;: ?ZI;EEASEST 1 (=1
Check, Alex Castle E";: ?Z'QESASEST 1 65
Jonies, Bobby iting Mertor E";E?L{DQEEASEST 1 65
: : L . Jun 23, 2004
Lewviz, Jessie Invisible Friend 02-40:01 PM EDT 1 (=11
hendez, Jose “/oter Registration égnéSDzQ}DDE:EDT 1 (=1
- - - - 1 65 —d
Buttons for generating Holistic Score Detailed Report.
s | =
** The lemost recent essay for each assignment are saved,
ﬂuport ReportData ) | . Printer-Friendly ¥ersion J\ a Help J/ Close Report J)

b. At the bottom of the Holistic Score Detailed Report screen, click on the <Export
Report Data> to generate an electronic file (see Section 15.0 — Export Report
Data) or the <Printer-Friendly Version> button to print out an easy-to-
read hard copy of the report.
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12.7 Schools Access Information Report

The Schools Access Information Report displays the names of the schools in a district, their
access IDs, and their passwords.

1. Follow Steps 1-2 described in Section 12.0 — Create Reports.

2. To generate the Schools Access Information Report, click on the Export Report Data
link under MENU. Refer to Section 15.0 — Export Report Data for next steps.

12.7 Schools Access Information Report

a Schools in Franklin School District - Microsoft Internet Explorer provided by ETS

Printer-Friendly ¥ersion Help Log Out

Administrator: Joan Stoaks

MEMU aools in Franklin School District
Select a report:
Edit School Information Schaols Access Infarmation Report =
Delete School
. - . Select one or more schools by dicking the checkboxes to the left of the school names, Then select a
Ergarl]l AI: Administratars in function from the menu on the left. Click a school name to access the list of classes for that school,
chnoo
Er‘g;l]luﬂg: Instructors in Schools = Access ID Passworid
Schaoal [~ [Eranklin Elementary School feschool demo
IS RO P [ |Franklin High Schoal fhschool demo
[ [Franklin Middle School finzchool detno
Click Export Report Data
to generate a report.
3 Schools
Select All Clear

3. To generate the Schools Access Information Report, click on the Export Report Data
link under MENU. Refer to Section 15.0 — Export Report Data for next steps.
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12.8 Student Access Information Report

For each student in the district, the Student Access Information Report shows the student's name,
ID, password, and last log in date. You can view a student's portfolio by clicking on a student's
name. Student information can also be edited and/or deleted.

1.
2.

i /3 students in Franklin School District - Microsoft Internet Explorer provided by ETS

| @2 Criterion. Administrator: Joan Stoaks

Click items in this
row to go back  #

Follow Steps 1-2 described in Section 12.0 — Create Reports.

To generate the Student Access Information Report, click on the click on the Export
Report Data link under MENU and refer to Section 15.0 — Export Report Data for further
direction

To email students

a. Select one or more students for whom you will create the report by clicking in the box
next to their name(s). (To select all the students, click on Select All at the bottom of
the screen.)

b. Click on the Email Students link under MENU and refer to Section 13.0 — Email
Correspondence for further direction

12.8 Student Access Information Report

- 101 x|

Log Out

Printer-Friendly Yersion Help

;» Students in Franklin School District

bl
MERLI Students in | Franklin School District StUdent S LaSt Log In Date
_ : Select a Report:
Edit Student Information IStudentAccessInfolmation Report;l
DASfiie S 2 Select a client and repart from the drop-down lists abowe. Select ane or mofe students by dicking the
. corresponding checkboxes, Then select 2 function frerm the mernu on the left Click 2 student to view
Email Students the portfolio for that student.
Export Report Data
Student [£] Student ID Password Last L og-In Date
I |Akdul, Hazan G599 akcul G599 Feh 18, 2005 02:32:45 PM EST | 4 =
™ |amer, Jack 4590jack 4590 Spr 29, 2005 03:44:35 PM EDT
I~ |Blzck, Ed 359959 3999 Mar 21, 2005 01:49:11 PM EST
[ |Brovwn, Tenisha GESStenizha G559 Mar 21, 2005 01:52:12 PM EST
I~ |cameron, Daniele 247 Edaniele 2475 Mar 21, 2005 01:53:39 PM EST |
™ |casze, Arlene H035arlens Q033 har 15, 2005 02 26:39 PM EST
I~ |chan, Sue [1010=sue 1010 har 21, 2005 01:56:32 PM EST
[ |chang, Sue H380sUe 9350 har 21, 2005 02:09:09 PM EST
Select Students I |check, Alex 957 Talex 9577 Mar 21, 2005 02 14:16 PM EST
for email option. I [oimestio. #nna 5422anna Ga22 Feb 22, 2005 03 55:50 AM EST
[ |Harris, Eddie QESeddie Q365 hay 26, 2005 10:29:55 AMEDT
udents A deleted student will not be removed from the client total.
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4. To edit information about a student:

a. Inthe Student Access Information Report screen, click in the checkbox next to the
student’s name whose information you will be editing. (NOTE: You can edit
information about only one student at a time.)

b. Inthe MENU field, click on the Edit Student Information link.

12.8 Student Access Information Report

/2 students in Franklin School District - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion | Help | Log Out

Administrator: Joan Stoaks

Students inIFraninn School District vl
Select a Report:

Student Access Information Report ~ |

Selact a dient and report from the drop-down lists above, Select one or mare students by dicking the
corresponding checkboxes, Then selact a function fram the menu on the left. Click a studant to view
the partfalio for that student,

Edit Student Information

Email Students
Export Report Dat

Student (=1 Student ID Password Last L og-In Date
¥ {abdul, Hasan B6a3abcul F539 Feb 18, 2005 02:32:48 FM EST | 2
I |emer, Jack 4590jack 4590 4pr 29, 2005 0344:35 PM EDT
I |Black, Ed 390980 3399 st 21, 2005 01:49:11 PM EST
= 7] Msr 21, 2005 01:52:12 PM EST

a.) Click in the checkbox next to the Student’s name. |z Mar 21, 2005 01:53:39 PM EST

b.) Click on Edit Student Information in the ; mL

MENU fleld 0 far 21, 2005 02:09:09 PM EST

I |Check, Alex 957 Falex 9577 Mar 21, 2005 021416 PM EST

I |Cimeio, Arns 9422anna 9422 Feh 22, 2005 09:58:50 AM EST

I |Hatriz, Eddie 95GGeddis 9568 iy 26, 2005 10:29:55 AM EDT

c. Inthe fields that appear in the Edit Student screen (see below), make the desired

revisions.

Edit Student Information
-0 x|

Help | Log Out
Administrator: Joan Stoaks

Edit Student

ro
Student User Name: |5699ahdul

Password: (5639

Retype Password: 5539

First Name: |Hasan
e sk | coptional ) Make changes to the
Rl ] appropriate fields.
Email Address: |
(Optional, but r

Wiriter's Handbook Version for this Student:| Use Class selection ~

d) Click <Save and Return>. B i) N i)

d. Click <Save and Return>. You will be returned to the Student Access
Information Report screen.
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5. To delete a student’s information:

a.

b.

C.

In the Student Access Information Report screen, click in the checkbox next to the
student’s name whose information you will be deleting. (NOTE: You can delete
information about only one student at a time.)

In the MENU field, click on the Delete Student Information link.

12.8 Student Access Information Report
a Students in Franklin School District - Microsoft Internet Explorer provided by ETS - | Ellll

cﬁm MINIStrator: Joan s>ioaKks

AL Students in Franklin School District
row to go back &

AR Students inIFraninn School District vl
» . Select a Report:
- HHE aygation IStudentAccesslnformation Report;l
IDISIEHES SUE Selact a dient and report from the drop-down listz above. Select ane ar more students by clicking the
- carresponding checkboxes, Then select a function frarn the renu on the left. Click a student to view
Email Students the porfaolio for that student,
Export Repotrt Dat
Student [2] Student ID Password Last Log-In Date
[IF {2bdul, Hasan G639abciul 5539 Feb 18, 2005 02:32:45 PMEST | =
[T |arner, Jack 4590jack 4590 Apr 29, 2005 03:44:35 PM EDT
[ |Black, Ed 3999ed fei=izl} hdar 21, 2005 01:49:11 PM EST
EE59 Mar 21, 2005 01:52:12 PM EST
- . ,
a.) Click in the checkbox next to the Student’s name. o bor 21, 2005 01-55.38 PM EST
b.) Click on Delete Student Information in the 0033 Mar 15, 2005 02:26:39 PM EST
MENU field. 1010 Mar 21, 2005 01:56:32 PM EST
[ |Chang, Sue 9350sue 9350 Mar 21, 2005 02:09:09 PM EST
I- (Check, Alex SE7 Falex 9577 hdar 21, 2005 02:14:16 PM EST
I |Dimedio, &nna G4 22anna 0422 Feb 22, 2005 09:58:50 AM EST
[ |Harriz, Eddie 9565 ddie 9565 Mz 26, 2005 10:29:55 &AM EDT J
-
=l e PR PR, e ;e e e e s ———

The Delete Student screen (shown below) will appear. If you are certain that you want
delete the student, click <Yes>. The student will be deleted and you will be returned to
the Student Access Information Report screen.

Delete Student

il 2} Delete Student - Microsoft Internet Explorer provided by ETS - O] x|

Help Log Dut

Administrator: Joan Stoaks

| fl[ ctick items in this" in in Delete Student

row to go back
Delete Student

ou have selected the following student to delete, Are you sure you want to delete the student shown below?

Ahdul, Hasan Franklin School District

I — )
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12.9 Students Report

The Students Report displays student names, the title of their most recent assignment, the
date/time the student last accessed the assignment, the number of submissions the student made
for the assignment, and the student’s holistic score. You can view a student's portfolio by
clicking on a student's name. Student information can also be edited and/or deleted.

Administrator’s Edition

1. Follow Steps 1-2 described in Section 12.0 — Create Reports.

2. Under MENU, click either “Show All Entries or “Show Entries With.” If you select
“Show Entries With,” you can display the report for a particular date range by
following the directions below (see below):

a. Click in the box next to “Dates Between” and enter the range of dates in the fields
provided.

b. Click in the box next to “Holistic Score” and enter the range of the scores in the fields
provided.

c. Click onthe <Refresh Report> button.

i /4 Students in Franklin School District - Microsoft Internet Explorer provided by ETS

Click items in this
row to go back 4

WIEML

Click either “Show
All Entries or Show

Entries With.”

scores if “Show
Entries With” is
selected.

Specify dates &

Edit Student Information
Delete Student

Batch Print Reports
Email Students

12.9 Students Report

Printer-Friendly Yersion Help

Administrator: Joan Stoaks

- Students in Franklin School District

Students in I Franklin School District = l

For Assignment:
Ihﬂost Recent Assignment ;I

Select a Report:
IStudents Report ;I

Select a report type, Select one or more students by clicking the corresponding checkboxes, Then
select a function from the menu on the left. Click a student to view the portfolio for that student,
Click an assignrent to view its details.

=101 ]

Log Out

Click <Refresh

Report>.

Recent Submission Holistic
Export Report Data r— ) e -
e P Student (] Assignment DateTime Number ** Score
Archive Porfolios ™ |&bdul Hazan
. ] pr 29, 2005
INStruetar = Tapic e
$ ErmE I |&rner, Jack Inztructor's Topic 0154533 P EDT 11 ML
o A . . . har 21, 2003
Show Entries With: ™ |Black, Ed Instructar's Topic 014541 PM EST 2 Tis,
. Lencthening the bz 21 2005
Lr Dates Between: (W] | B, el School Year 01:52:51 PM EST N 55
gun 2|25 ]| 2004 2] } Lencthening the tar 21, 2005
ona I |cameron, Dariele School Year 01:55:03 PM EST 4 55
. . hdar 15, 2005
- - - o e
ey | fze 2] Jzoos <) || |case, Arene iter Redistration ey R 2 515
bzt 21, 2005
I Holistic Score: I |ehen.Sue Castle 02:05:12 PM EST ! B
Sri%corez aelicend I lrhann <ie Hrme and LA futar 21 ' 2005 1 RiR
1| = an G =
» = — 30 Students A deleted student will not be removed from the client total.
[ Refresh Report ) | Select Al Clear

* Scores marked with an asterizk indicate eszays that contain an advisory,
*#* The first and rmost recent essay for 2ach assignment is saved,
MiA indicates that a score is not available, Click the Help link far details,

3. To generate the Students Report, click on the Export Report Data link under MENU.
Refer to Section 15.0 — Export Report Data for next steps.
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4. To “batch print” the Students Report

a. Select one or more students for whom you will create the report by clicking in the box
next to their name(s). (To select all the students, click on Select All at the bottom of
the screen.)

b. Inthe MENU field, click on the Batch Print Reports link.

c. Inthe Batch Print Reports screen (see below), click in the circle next to the report type
(Score Analysis or Feedback Analysis) that you want to print.

12.9 Students Report
3 Batch Print Reports - Microsoft Internet Explorer provided by ETS - 10| x|
@ Criterion. Administrator: Joan Stoaks

Batch Print Reports

Batch Print Reports

This function will print the reporks for the students you zelected on the previous screen. Select =
report type, and click the Continue buttan,

" Print Score Analysis Report

Select report type.

" Print Feedback Analysis Report

Continue ) - Cancel - ]

——

d. Click <Continue>.

e. In the printer-friendly version of the report that appears in a separate window, click
the <Pr int> button on the browser. Note that it may not be possible to print each
report on a new sheet of paper, as not all browsers support this.

f.  When you are finished, close the browser window to return to the Students Report
screen.

5. To email the report to students, click on the Email Students link under MENU and
refer to Section 13.0 — Email Correspondence.
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6. To edit information about a student:

a. Inthe Students Report screen, click in the checkbox next to the student’s name
whose information you will be editing. (NOTE: You can edit information about only
one student at a time.)

b. Inthe MENU field, click on the Edit Student Information link.

12.9 Students Report

} Students in Franklin School District - Microsoft Internet Explorer provided by ETS =1oix]

Printer-Friendly ¥ersion | Help | Log Dut

@ Criterion. Administrator: Joan Stoaks

ok, Students in Franklin School District
row to go back &

Students in I Franklin Schoal District vl

) Select a Report: For Assighment:

| Students Report = Most Recent Assignment

Select = repork type, Select one or more students by clicking the corresponding checkboxes, Then
. zelect & function from the menu on the left Click a student to view the portfolio for that student,
Batch Print Replris Click an assignment to view its details,

Ermnail Students

Recent Submission Holistic
Export Report Dt student (=1 Assignment Date/Time Number ** Score
 Show All Entries [, |abau Hesen =
" Show Entries With: rner, Jack %ﬂ gg?&?:séﬂzggn‘tEDT 1 416
™ |Black Ed |
I encthening the Wl 12, 2004 g
I s :27:34 PM EDT 2 i
a.) Click in the checkbox next to the Student’s name. |z zs ; o
:30:17 PM EDT
b.) Click on Edit Student Information in the 25, 2004 ; o
MENU field :29:45 PM EDT
| ‘ = |Cenethering the Jun 28, 2004 . jr I~
4 3

c. Inthe fields that appear in the Edit Student screen (see below), make the desired

revisions.
Edit Student Information
~i0j ]

Help | Log Dut

Administrator: Joan Stoaks

klin Edit Student

: Franklin School District
or this student, The student i
lick the S

Student User Name: |6559abdul
Password: 6529
Retype Password: |5559

First Name: |Hagan
e — omenm 2] C) Make changes to the
Last Name: [Abdul approprlate fields.

Email Address: |
(Optional, but

Wiriter's Handbook Version for this Student:| Use Class ssiection + -/

d.) Click <Save and Return>. ey ierry)

d. Click <Save and Return>. You will be returned to the Students Report screen.
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7. To delete a student’s information:

a. Inthe Student Access Information Report screen, click in the checkbox to the left of the
student’s name whose information you will be deleting. (NOTE: You can delete
information about only one student at a time.)

b. Inthe MENU field, click on the Delete Student Information link.

12.9 Students Report

3 students in Franklin School District - Microsoft Internet Explorer provided by ETS 18] x|
Printer-Friendly Yersion Help Log Out

Administrator: Joan Stoaks

k. Students in Franklin School District
row to go back 4

Students in I Franklin Schoaol District = I
. Select a Report: For Assignment:
DI ; “t t ation | Students Report =1 Mnst Recent Assignment
i3 S R Select a report type, Select ane or more students by clicking the correzponding checkboxes, Then
- select 5 function from the menu an the left. Click 5 studant ta view the portfalio for that student.
Batch Print Reparts Click an assignment to view itz details,
E;’;i':fggag tg . Recent Submission  Holistic
Student [<] Assignment Date/Time Humber ** Score
v i |Aboul, Hasan =
*' Show All Entries =
- 5 Lencthening the [ Jun 235, 2004
" Show Entries With: I~ |&rner, Jack chool Year 03:31:30 PM EDT 1 45
[ lBlack Ed |
A} 7
. - 12, 2004
a.) Click in the checkbox next to the Student’s name. |75 mieor 2 A
H : H h 23, 2004
b.) Click on Delete Student Information in the DT 1 65
MENU field. h 25, 2004 q -
:29:45 PM EDT
T |chan, Sue
,_I N L encthening the Jun 28, 2004 B 5 r hd]
4 »

c. The Delete Student screen (shown below) will appear. If you are certain that you want
delete the student, click <Yes>. The student will be deleted and you will be returned to

the Students Report screen.

il A Delete Student - Microsoft Internet Explorer provided by ETS - ol x|
! E3) ¢ ierion Administrator: Joan Stoak MED | o @t
£ c ministrator: Joan sloaks

Delete Student

Delete Student

“fou have selected the following student to delete, Are you sure you want to delete the student shown belaw?

Abdul, Hasan Franklin School District

R
@ I =

c.) Click <Yes>.
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12.10 Schools Report

The Schools Report displays the names of the schools, their passwords, the number of classes in
the school, the number of registered students, maximum number of students, remaining number
of students, the number of submissions received, the maximum number of submissions, and the
remaining number of submissions.

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District for
which you will run a Schools Report.

12.10 Schools Report
1Ol x|

Printer-Friendly ¥Yersion Help Log Out

i /3 Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

Administrator: Joan Stoaks

A L. Districts in Franklin School District
row to go back &

RAEMIL Districts in Franklin School District
elect a Report:
Add Mew District <® =l
Edit District Information
Delate District Select ane ar more districts by clicking Students Submissions
the checkboxes to the left of the district - = =
Allocate Subrmissions and narnes. Then seleck a function from the a £ = £ =
Student rmenu on the left, Click a districk narne ; = = =T = =
el to access the list of schools for that i § o 5 = § - _
district, o E E = E E =
Define Report Standards Districts [=] Schools 2 = 2 5E = 2 £
Assighment Options | ™ |Frankin School District| EE
Ernail All Administratars in
District
Ermail All Instructars in . .
G Click on the underlined name of
Ermail All Students in District the District for which you will
Advanced Import
Export Repor Data run a Schools Report.
Archive Portfolios
Edit My User Infarmation
District Administrator Options
Search
1 District 3 33 500 469 g2 500 461 g2
Select All Clear A deleted student will not be rermoved from the class total.
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3. Inthe Schools Report screen that appears (see below), click on the Export Report Data
link under MENU. Refer to Section 15.0 — Export Report Data for next steps.

12.10 Schools Report
o ] |

Printer-Friendly Yersion Help Log Out

i a Schools in Franklin School District - Microsoft Internet Explorer provided by ETS

| Administrator: Joan Stoaks

5 in Franklin School District  Schools in Franklin School District

WAERL Schools in Franklin School District
< Select a Report™\

Add Mew School

ISchooIsReporl / ;I
Edit Schoal Infarmation

Delete School

Select ane ar more schools by clicking Students Submissions
the checkboxes to the left of the schaoal -
- = =]
Assignment Options names, Then select a function fram the o = = = =
menu on the left. Click a school name @ = = =8 = =
_ . . to access the list of classes for that o E o S = E = _
Ermail All Administratars in cchaal, = = = e = = =
=] -]
Sehool . Schools [+ Classes 2 = 2 B8 = & E
Ermnail All Instructars in

Eranklin Elementary
-

=]
0
[
[}
=y
.
oo
[=s]

Sichool
[~ |Franklin High School 3 14 12 [=10] 45 12
[~ |Franklin Middie Schoal 4 13 25 12 B2 B2
School Administrator Optings
Instructor Options .
\| Click <Export Report Data>.
Search
3 Schools 9 33 500 469 82 500 461 82
Select All Clegr A deleted student will not be rernoved from the class total,
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12.11 District Roster Report

The District Roster Report displays the names of the students who meet the selected criteria.
The selections made under MENU result in a report that answers the following question: "Show
me all students in the district who have a holistic score of xx and more than x errors in a
feedback category.”

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In main section of the screen (see below), click on the underlined name of the District for
which you will run a District Roster Report.

12.11 District Roster Report

=101 |

Printer-Friendly ¥Yersion Help Log Out

i /3 Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

Administrator: Joan Stoaks

A L. Districts in Franklin School District
row to go back &

RAEMIL Districts in Franklin School District
elect a Report:
Add Mew District <® =l
Edit District Information
Delate District Select ane ar more districts by clicking Students Submissions
the checkboxes to the left of the district - = =
Allocate Subrmissions and narnes. Then seleck a function from the a £ = £ =
Student rmenu on the left, Click a districk narne ; = = =T = =
el to access the list of schools for that i § o 5 = § - _
district, o E E = E E =
Define Report Standards Districts [=] Schools 2 = 2 5E = 2 £
Assighment Options | ™ |Frankin School District| EE
Ernail All Administratars in
District
Ermail All Instructars in . .
G Click on the underlined name of
Ermail All Students in District the District for which you will
Advanced Import
Export Repor Data run a Schools Report.
Archive Portfolios
Edit My User Infarmation
District Administrator Options
Search
1 District 3 33 500 469 g2 500 461 g2
Select All Clear A deleted student will not be rermoved from the class total.
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3. Inthe Schools Report screen that appears (see below), use the drop-down menu in the
Select a Report field to select the District Roster Report.

/3 schools in Franklin School District - Microsoft Internet Explorer provided by ETS

Administrator: Joan Stoaks

Schools in Franklin School District

MERILE
Select a Report:

ISchqus Report
Clazses Access \nformat\on Report

=

Add Mew Schoal
Edit School Information

Schools in Franklin School District

12.11 District Roster Report

Printer-Friendly ¥ersion Help Log Out

Celete Schoal iing Students Submissions
schoel
) ) Holistic Soare Summary I the T Z g
Assignment Options Schools Aecess Information Repart arne 5 E E =3 E E
Schosls Reportt at i E B 52 E B —
Ernail All Administratars in Student Access Infarmation Report =) x £ =] x = 2
School Students Report es & 2 & 338 = & =
Ermail All Instructors in Frarkin Bemert
Eraniin Elemertary
Schaal r Srah” ':“ UL 2 ] 20 14 g a
Email All Students in School 2chool
Advanced Import [~ | Frankin High Schocl 3 14 12 60 48 12
Export Report Data [~ [Frankin Midde Schaol 4 13 2] 12 62 62
Archive Portfolios

Edit My User Information
School Administrator Options
Instructor Options

Search

4. In the District Roster Report screen (see below), use the drop-down menu in the For
Assignment field to select the assignment for which you will create the report. (The
default is Most Recent Assignment, but you may select a specific assignment or all

assignments.)

3 Students in Franklin School District - Microsoft Internet Explorer provided by ETS

Administrator: Joan Stoaks

Students in Franklin School
District

12.11 District Roster Report
—(alx]

Log Out

Printer-Friendly Version | Help

Select Assignment

Students in | Franklin Schoal District =
Selecta Report: For Assignment:
Batch Print Reports | District Roster Report - | Wost Recant Assignment
Email Students Selact a district, rapart, and assignment fram the drap-dawn lists aboue. Selact ona ar more students
Export Repart Data by clicking the corresponding checkboxes, Then select a function frorm the renu on the left Click a
student to wiew the portfolio for that student. Click an assignment to view its details, Click Help to
view halistic scare and trait level explanations.
Show Entries With: Grammar, Usage Org &
I Holistic Score: Mechanics Style Dev
Show scores between: 5 = -E
12 and |5 -] _ Ep oup 8 - i -
s H 2 H =
i b4
[~ Only show essaye with Student [2] Assignment Score Fo o0 S0 Fd Fa & =
more than this many | [~ |&bdul, Hasan =
Error: its in a y -
feedback category. I~ |&mer, Jack Inztructor's Topic A, Mia 7 E 34 s 3 s,
0 = [T |Black, Ed Instructor's Topic Iis, Wik 0 u] 5 Mg 12 [N
[~ |Blair, Eric
Select students  f ) ol
Lencthening the
[T |Brown, Tenisha [ Si5 = 1 o 3 26
Lencghering the
 lcameron, panisye | -enstheninathe i - 1.0 2 26 b LI
SelectAII lear
* Soores rked with an asterizk indicate essays that contain an advisary,
auallabla or turned-off by the instructor,
- Not reported. Trait levels are only reported when the trait needs sttention.
w This trait needs sttention for this essay,
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/3 Students in Franklin School District - Microsoft Internet Explorer provided by ETS

Click items in this
row to go back 2

WL

Administrator’s Edition

5. Under MENU, select the criteria for the report.

a. To show only those students whose Holistic Score is within a specific range, click in
the box next to “Holistic Score” and enter the range of scores in the fields provided.

b. To show only those students whose essays had a certain number of errors/comments,
click in the box next to “Only show essays with more than this many errors/comments
in a feedback category” and enter the number in the field provided.

c. Click onthe <Refresh Report> button.

Select criteria for

the report.

ateh Print Reports
mail Students
wport Report Data

N

12.11 District Roster Report
1Ol =l

Printer-Friendly ¥ersion Help Log Out

Administrator: Joan Stoaks

Students in Franklin School
District

Students in | Franklin School District

Select a Report: For Assignment:

IDistlict Roster Report ;I Mozt Recent Assignment ;I

Seledc a district, report, and assignment from the drop-down lists abowe, Select one or more students
by clicking the corresponding checkboxes, Then select a function from the menu on the left. Click a
student to wiew the portfolio for that student. Click an assignment to view its details. Click Help to
view holistic score and trait level explanations.

Click

Show Entries With: Grammar, Usage Org &
N [ Holistic Score: Mechanics Style Dev
\‘ Show scores between: 5 L -E
|1vI and G = _EE UEEE = E =
Recent Holistic - E E g Kl g - £
I Only show essays with student [=] Assignment Score S R i
more than this many [T | &boul, Hasan =
errorsicomments in a : -
feedback category. [T |armer, Jack Instructor's Topic [, [T E 34 ML 3 i,
o =] [T |Black Ed Instructor's Topic Mg, Mig,b 00 5 Mg 12 R,
— [~ |Blsir, Eric
| Refresh Report
[~ |Blzir, Eric
. Lencthening the
[T |Browen, Tenisha e 5iE -1 o 3 - 26
] Lengthening the
I lcameron, Danisle | Se0Gthening the 515 -1 oz 26 h 4 LI
Select All Clear

<Refresh Report>.

* Scores marked with an asterisk indicate essays that contain an adwisory,
MfA Mot available or turned-off by the instroctor,

- Mot reported, Trait levels are only reported when the trait needs attention.
= This trait needs attention for thiz eszay.

6. To generate the District Roster Report, click on the Export Report Data link under
MENU. Refer to Section 15.0 — Export Report Data.
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13.0 EMAIL CORRESPONDENCE

As an Administrator, you can easily Email all the administrators, instructors, or students in a
District by following the steps below.

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In the main section of the screen (see below), click in the box next to the District to

which you will be sending Email.
13.0 Email Correspondence

/) Districts in Franklin School District - Microsoft Internet Explorer provided by ETS o ] 4|

@ Criterion. Administrator: Joan Stoaks

Click items in stricts in Franklin School District
row to go back

Printer-Friendly ¥Yersion Help Log Dut

MERI Districts in Franklin School District
< Select a Report:
Add New District w |
Edit District Infarmation
Delete District Students Submissions
Select ane or more districts by clicking the checkboxes = o -
A to the left of the district narmes. Then selec a function @
Allocate Submissions and frorm the rmenu on the left, Click a district name to E E E E E E
Students access the list of schools for that district, i E B = E ‘v
=) x £ ] x £
Define Report Standards Districts [+ Password Schools = = = =z = &
Assignment Options dema 3 a0l soof 470 73| soof  am
Emmail All Administratars in
o District
Ernail Al Instructors in
District
Email All Students in District
Export Report Data Click in the box next to the District to
. which you will be sending Email.
Click on the link for the ptions
appropriate Email recipient.
Search
1 District 3 30 500 470 73 500 461
Select Al Clear

3. Inthe MENU field, of the Districts Report screen click on ONE of the following
recipient the links:

o Email All Administrators in District

o Email All Instructors in District
e Email All Students in District
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4.

In the Email screen* that appears (see example below):

a.
b.
C.

Enter the subject in the Subject field.
Type your message in the Message field

Click in the small box (see below) if you want to receive an Email listing the names
of the message recipients as well as the names of members of the selected list who do
not have an Email address stored with their registration information.

Click <Check Spelling>.

Click <Send this Email>.

13.0 Email Correspondence
=]

Printer-Friendly Yersion Help Log Dut

Email recipients*

a.) Enter subject.
b.) Type message.

Subject:

\Twe email message here:

N

¢.) Email listing box

e.) Send Email d.) Spell Check

[~
Click thiz baox if you would ke to receive an ermail listigg the narmes of the recipients of this rmeszage as

well as the names of members of the selected list wholdo not have an email address stored with their
registration information.

(" Send this Email f‘/} & Check Spelling :J) [ Cancel Jy

*NOTE: While the title of the Email screen changes depending on the recipients
(All Administrators, All Instructors, or All Students), the format of the Email
remains the same.
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14.0 ADVANCED IMPORT

The Advanced Import feature allows you to create Districts, Schools, and Classes by importing
the required data into Criterion from a comma-delimited (.csv) format.

NOTE: You must create classes before importing instructors and students.

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. Inthe MENU field, click on the Advanced Import link.

14.0 Advanced Import

#Z} Districts in Franklin School District - Microsoft Internet Explorer provided by ETS oy ] 4

. Printer-Friendly Yersion Help Log Out
Administrator: Joan Stoaks

Aok Districts in Franklin School District
row to go back &

WERIL Districts in Franklin School District
</m;mrt:
Add Mew District N Districts Report -
Edit District Information
Delete District Selact one ar more districks by clicking Students Submissions
the checkboxes to the left of the district = = =
Allocate Submissions and names, Then select a function from the -1} = = = =
Student rmenu on the left. Click a districk name E = ‘= =1 = =
imiEimES to access the list of schools for that ke E ‘o 5 = E = _
district, = x £ o= x 5] =
Define Report Standards Districts [=] Schools 2 = 2 5 E = 2 E
Assignment Options | r |Frank|in School Districtl 3| 3D| 500' 4?D| ?3| 500' 451| ?3|
Email All Administratars in
District
Email All Instructors in
District
i in District
C  Advanced Import
rchive Portfolios
/ Edit My User Infarmation
/ District Administrator Options
Click on the Advanced Import link.
District 3 30 500 470 73 500 461 T3
Select All Clear A deleted student will not be rermoved from the class total,
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3. Inthe Advanced Import screen that appears (see below), make the following selections:
a. Import Types (Select one):
e Districts, Schools, and Classes

e [nstructors
o Students

b. Class Default Options (Note: These will be grayed out if “Import Instructors” or
“Import Students” has been selected.)

Time Zone (Select by using the field’s drop-down menu.)
Writer’s Handbook (Select by using the field’s drop-down menu.)
Dictionary Selection (Choices are “American” or “British.”)

If you want students to be able to view each other’s work, click on the
appropriate box.

c. Import Options (Select one):

e Import data only if all records are valid. If any record is invalid, no records
will be imported (Recommended).

e Import only the valid records from the import file.

14.0 Advanced Import
_[ol x|

Help Log Out
Administrator: Joan Stoaks

4} Advanced Import - Microsoft Internet Explorer provided by ETS

Advanced Import

Advanced Import

Select the type of import and available options from the choices below, Click the Browse button to locate the file containing the
infarmation to impaort, If vou know the path and file name, then type it in the space provided, When the path and name of the import

file are correct, click the Import button, For infarmation about how to format the import file bazed on the import type selected belaw,
click the Help link above,

NOTE: You must create districts, schools, and classes before you can import instructors and students.
ﬂmport Types

i Import Districts, Schools, and Classes

o Import Ingtructors
o Import Students

Class Default Options (These options apply to all newly crested clazzes.)

Make desired selections. < Time Zone: | (3MT-5:00) Eastern Time (US and Canada) =1

Writer's Handbook: I 2 I

Dictionary Selection: ¥ american [ Britizh
" students can view each other's work
Import Options
o Import data only if all records are valid. if any record is invalid, no records will be imported. (Recommended)

o Import only the valid records from the import file.

\.

import ile: Elrowse..j. Locate file to be imported.

Import ‘y " Cancel _y

4. Click <Browse> to locate the file containing the information to be imported. If you
know the file name and path, you may enter it directly in the Import files field.
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5. Click on the <Import> button at the bottom of the screen. A progress message
(indicating the total number of records being imported) and a progress bar will be
displayed on screen.

a.

b.

If no errors are detected in the import file,

e The following message will display: The import operation is complete. A total
of [X] districts, [y] schools, and [z] classes were imported.

e Click <Return> to go back to the Districts Report.
If you selected “Import data only if all records are valid” (the recommended
selection) and any errors are detected in the import file,

e The line number, the error, and the following message will display onscreen in
bold red text: No records were imported. Please fix the import file and try
again.

o Click the <Return> button to go back to the Districts Report.

If you selected “Import only the valid records from the import file” and any errors
are detected in the import file,

e The line number, the error, and the following message will display onscreen in
bold red text: The import operation is complete. A total of [n] records were
imported, including [x] districts, [y] schools, and [z] classes. There were [n]
errors, as reported above. The records with errors were not imported. Please fix
these records and try again.

e Click the <Return> button to go back to the Districts Report. (NOTE: It is
recommended that you re-import only the records that had errors in order to
avoid error reports of duplicate records.)

NOTE: For more detailed information on Advanced Importing, click on the “Help”
tab at the top of the screen.
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15.0 EXPORT REPORT DATA

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. In the main section of the screen (see below), click in the box next to the District for
which you will be exporting Report Data.

15.0 Export Report Data

a Districks in Franklin School District - Microsoft Internet Explorer provided by ETS - |EI|5|
. Printer-Friendly Yersion Help Log Out
Criterion. Administrator: Joan Stoaks
. Districts in Franklin School District
row to go back &
= Districts in Franklin School District
< Select a Report:
Add Mew District w =l
Edit District Information
Delete District Select ane or more districks by clicking Students Submissions
the checkboxes to the left of the district = = =
Allacate Submissions and names, Then select a function fram the 1] E = E =
Student renu on the left, Click a district name E = = =5 = ‘=
gimes to access the list of schoals for that b E m 5 2 E ‘| —
district, o % E tT ® E z
Define Report Standards Districts [2] Schools & = & =1 = & E
Assignment Options | I |Ml 3| 30| 500' 4?0| ?3| 500' 4B1| ?3|
Email All Administrators in
District
Email All Instructors in
District
Email All Students in District
Export Report Data
Edit hilv e Information
Click on Export Report Data.
1 District 3 30 500 470 73 500 461 73
Select All Clear £ deleted student will not be rernoved fror the class total,

3. Inthe MENU field, click on the Export Report Data link. The following message box
will appear:

. i
Microsoft Internet Explorer |

an expork file will be created, The export file is in @ comma-delimited format and may be opened by most text editors
ar spreadshest programs.

Click the & button and, when prompted, choose to Save the file ko a location on wour local hard drive.

Cancel |

T R T

Click <OK>.

4. Click <OK> in the message box.
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5. Inthe File Download screen that appears (see below), click on the <Save> button.

15.0 Export Report Data

File Download x|

Same filez zan harm vour computer. [Fthe file information below
looks suspicious, or you do nob fully frust the zource, do not open or
zave thiz file,

File name; export.cay

File type:  bicrosoft Excel Comma Separated W alues File
Frarm: etzlhoweld etz.arg
Click <Save>.

Wwhould you like to open the file ar ave it to your computer?

Open |

¥ &lways ask before opening this vpe of file

Mare Info

Cancel |

6. Inthe Save As screen that appears (see below):

a. Inthe appropriate fields, list the location where the data will be saved and the file
name for the data.

b. Click <Save>.

15.0 Export Report Data
2
Save in: I [EgHistond j ¢ Ef-
Marne | Modified, / | -
5] Mavigator 1/5/2004 5
@Internet Explarer .., 1122004 11:48N\3M a.) List location to which e
Ej Skage Gate 1!22]'2':"]4 2131 PM data will be saved and
Bl capabiliies Grid 0., 1/22/2004 5:10 FM name for data file.
Desktap 4 Final 1/26/2004 4:58 PM
. [ I Final (2) 1/25/2004 3:42 P

B capabilivies Grid 0.

[ Pize

E:I Mavigakor (30
EExPo Capatilities ..
[ Final (43 )

[ 1Y PPN LY

by Documents

b.) Click <Save>.

AlAmmd 4. s kA

File name:

expart. cay j
=

Save az type: I Microzoft Excel wWorksheet

Cancel |
p
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7. The message box shown below will appear onscreen; the file will be stored at the location
you designated. To open the file after the download has been completed, click <Open>.

15.0 Export Report Data

Download complete =10 x|

=

v

= Dawnload Complete

Saved:
export.czy from etzlncweld etz arg

Downloaded: 232 butes in 1 zec
Diownload to: C:4Documents and Setting... vexport. cay
Tranzfer rate: 232 bytes/Sec

™ Cloze thiz dialog bow when download completes

Click <Open> to view

the contents of the > Lpen Open Eolder | Close I

exported file.

8. An Excel® spreadsheet containing the exported data will appear onscreen. See the
example below.

=l0lx
J @Paste Al Ttems - a |

J File Edit Wiew Insert Format Tools Data wWindow Help Acrobat

DzEaaRy taad o - .= 54 @32 -0 B 7 U=
A =] =| Districts
A | 8 [ ¢ | b [ E [ F [ 6 | W | v [ J [ & | L | M || N[ O |7
1 [Districts |Passwaord |Schools Registered Maximum RemainingReceived S Maximum Remaining Submissions —
| 2 |ETS Distrind2 1 1] 10 10 a 10 10
| 3 |ETSDistric etsdistrict] 3 1 10 a a 10 10
4
=N
| 5|
7|
| 8 |
EN
10
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16.0 ARCHIVE PORTFOLIOS
The Administrator can archive student portfolios.

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember

how to log in.)
2. In the main section of the screen (see below):

Administrator’s Edition

a. Click in the box next to the District with which you will be working.

b. Inthe MENU field, click on the Archive Portfolios link.

/2] Districts in Franklin School District - Microsoft Internet Explorer provided by ETS

Administrator: Joan Stoaks

Districts in Franklin School District

Click items in this
row to go back

MBI

Select a Report: "\
| Districts Report / =

Add Mew District
Edit District Information

Printer-Friendly Yersion

Districts in Franklin School District

16.0 Archive Portfolios
oy ] P

Help Log Out

Delete District Select ane ar more districks by clicking Students Submissions
the checkboxes to the left of the district = = =
Allocate Submissions and names, Then select a function fram the & s c s c
Student menu on the left. Click a district narme E = ‘= =B = ‘=
=i to access the list of schoals far that i E ‘° 5 e E ‘° —
district, =) x E tE E g g
Define Report Standards Districts 2] Schools 8 2 2 = 2 2 2
Assignment Options F v : [Frankin schon District | 3| ao|  soo| aro]  va[ soo] a7
Ernail All Administrators in
District
Ermail All Instructars in
District S Click in the box next to the District
Ermail All Students in District . . . .
Advanced Import with which you will be working.
Archive Portfalio
Edit by User Infarmation \ - - -
District Administrator Options Click on Archive Portfolios.
Search
1 District 3 30 500 470 73 500 461 T3
Select All Clear A deleted student will not be removed from the class total,
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3. Inthe Archive Portfolios screen that appears (see below):

a. Select an essay option. You can archive student portfolio data either with or without
the essay.

b. Select an attempt option. You can select the first attempt, the most recent attempt, or
the first and most recent attempts.

c. Click <Archive Portfolios>.

16.0 Archive Portfolios

=} Archive Portfolios - Microsoft Internet Explorer provided by ETS =101 x]
Help Log Dut

Administrator: Joan Stoaks

Archive Portfolios

Archive Portfolios

“tou have chosen to archive the portfolios for the following districts:
Franklin School District

The archive file will be zaved in comma-delirited format and can be opened by rmost text editars and spreadsheet programs.
Select from the options below and dick Archive Portfolios. When prompted, choose a location to Sawve the file,

Select an essay option:

% prchive student portfalio data with the eszay <—

7 archive student portfolio data without the essay

a.) Select an essay option.

Select an atternpt option:

o First and rmost recent attempts <— b) Select an attempt Optlon

L8 Mozt recent attermpt

9 Firzt attermpt

c.) Click <Archive Portfolios>.

(" Archive Portfolios {)

Cancel y
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4. In the File Download screen that appears (see below), click on the <Save> button.
16.0 Archive Portfolios
i /3 Archive Portfolios - Microsoft Internet Explorer provided by ETS o ] 4
Administrator: Joan Stoaks
Archive Portfolios
Inforrnation iz being gathered for your archive,
ﬂ
Some files can hamm vour computer. If the file infarmation below
looks suspicious, or you do not fully trust the source, do not open or
save this file.
File name: archive.cev
File type:  Micrazaft Office Excel Comma Separated Yalues Fil
Frarm; etzlncweld etz.org
whould you like to o ile: or save it to pour computer?
Open | Cancel | More Info
¥ Slways aMme of file
" Return J
5. Inthe Save As screen that appears (see below):

a.
name for the data.

b. Click <Save>.

In the appropriate fields, list the location where the data will be saved and the file

E,:I Stage Gate
Bl apabilities Grid ...

[3 Final

21

o = B
| Mame | Modified\\ | ﬂ
EDNavigator l

2 Internet Explorer ...

a.) List location to which data will be
saved and enter name for data file.

1/5/2004 5:36 P

1/12/2004 11:46 M

1/22{2004 2:31 PM
1/22/2004 5:10 PM

y

1/26/2004 4:58 P

- [ Final (21 1/28/2004 3:42 PM
o Bl capailiies Grid 0...  1j29/2004 2:10 PM
tdy Documents E,:I Pixc 1/29]2004 4:45 P .
2 Navigatar (3) 1/30/2004 5:09 b.) Click <Save>.
ElExPo Capailities ... 2j2/2004 5:
[a Final (41 zizj2004 234 PM
e et 4
File name: Iarchive C: j Save
Save & ype: IMicmsoﬂ ExcelWarksheet j ﬂl
.

6. The message box shown below will appear onscreen; the file will be stored at the location

you designated.
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a. To open the file after the download has been completed, click <Open>.

nload complete

¥

Saved:
archive.cay from etzlncwel d.etz.org

D owrload Complete

=10 x|

Dowrloaded:
Dowrload taor:
Tranzfer rate:

B05ER in1 zec
C:hDocuments and Settin.. sarchive. cav
305 KB/ Sec

[T Cloge this dialog box when download completes:

Open Eolder | Cloze I

Click <Open> to view
the contents of the
exported file.

—  Open

b. An Excel® spreadsheet containing the archived data will appear onscreen. See the
example below.

I’:‘i] Eile Edit “iew Insert Format  Tools  Data  Window Help  Adobe PDF Type a question for help
DEHRSIQRIV8aII- I8 -4 @ Fim L s %
nmel
Al - f District
A | B [ ¢ T D E F [ 6 [ H [ 1 T 0 T ¥ T & [ wm [ w [ o [ —J
1 |District _IDistrict ID Account IC student las student firs student mi Login fam Email UserlD  Recent As/AssignmerAdvisory  Submissio Atternpt Nivaork DuraHo
| 2 |fth Grade 23026 Sgradefms Amer Jack 4590jack 329519 Instructor's 496573 No April 29, 20 111 minute 3 N
| 3 |th Grade 23026 Sgradefms Amer Jack 4590jack 329519 Instructor's 496573 No April 26, 20 120 second N
| 4 |Gth Grade 23026 Sgradefms Amer Jack 4590jack 329519 Lengthenin 496574 No March 21, 5 18 second
| & |Gth Grade 23026 |Ggradefms| Amer Jack 4590jack 329519 Lengthenin 496574 No June 25, 2| 112 minutes
| B |Gth Grade 23026 Sgradefms Amer Jack 4590jack 329519 Outside in 52094 No March 22, 5 3 minutes
| 7 |Bth Grade 23026 Bgradefms Amer Jack A590jack 329519 Outside in 52094 No February 2 1 4 seconds!
| 8 |8th Grade 23026 Bgradefms Amer Jack A590jack 329519 Outside in 52095 No February 2 2 20 second
| 9 |Bth Grade 23026 Bgradefms Amer Jack A590jack 329519 Outside in 52095 No February 2 117 second
| 10 |Bth Grade 23026 Bgradefms| Brown Tenisha BESStenisha 329520 Lengthenin 496574 No March 21, 4 29 second
| 11 |8th Grade 23026 Bgradefms Brown Tenisha BESStenisha 329520 Lengthenin 496574 No June 28, 2| 130 second
| 12 |Bth Grade 23026 Bgradefms Cameron  Danielle Z478danielle 329521 Lengthenin 496574 No March 21, 4 5 seconds
| 13 |Bth Grade 23026 Bgradefms| Cameron  Danielle Z478danielle 329521 Lengthenin 496574 No June 28, 2| 125 second
| 14 |Gth Grade 23026 Bgradefms Chang Sue 9380sue 329522 Lengthenin 496574 No March 21, 4 38 second
| 15 |Bth Grade 23026 |Bgradefms| Chang Sue 9380sue 329522 Lengthenin 496574 No June 28, 2| 120 second
| 16 |Gth Grade 23026 Bgradefms Chang Sue 9380sue 329522 Home and 52093 No March 21, 12 minutes
| 17 |Bth Grade 23026 Bgradefms Dimeglio  Anna 9422anna 329523 Lengthenin 496574 No February 2 2 2 minutes
| 18 |Bth Grade 23026 Bgradefms Dimeglio  Anna 9422anna 329523 Lengthenin 496574 No June 28, 2| 125 second
| 19 |Bth Grade 23026 Sgradefms|Harris Eddie 9565eddie 329524 Instructor's 49673 No February 1 2 20 second N/
| 20 |Bth Grade 23026 Sgradefms|Harris Eddie 9565eddie 329524 Instructor's 49673 No February 1 118 second N/
| 21 |Bth Grade 23026 Sgradefms|Harris Eddie 9565eddie 329524 Lengthenin 496574 No February 1 5 19 second |
| 22 |Bth Grade 23026 |Bgradefms | Harris Eddie 9565eddie 329524 Lengthenin 496574 No June 25, 2| 1 9 minutes
| 23 | Creative W 23023 creativewri Jones Dareermn BE44dareem 329527 Writing Me 49677 No March 21, 134 second
| 24 | Creative W 23023 creativewri Jones Bobby S898bobby 329528 Writing Me 49677 No March 21, 1.3 minutes
| 25 |Creative W 23023 | creativewri Rivera Mike Sa54mike 329529
| 26 | Creative W 23023 creativewri O'Neill Bobby 7444bobby 329530 Writing Me 49677 No March 21, 12 minutes
| 27 |Creative W 23023 creativewri Simone  Amy 8787amy 329531 Writing Me 49677 Yes March 21, 135 second
| 28 |English 10 23021 fhsenglish|Wright Blaise 1322blaise 329532 Woter Regi 49678 No June 25, 2| 1.1 minute 2
| 29 |English 10 23021 thsenglish’Case Arlene 9033arlene 329533 Woter Regi 49678 No March 15, 2 20 second
| 30 |English 10 23021 fhsenglish’ Case Arlene 9033arlene 329533 Woter Regi 49678 No June 25, 2| 1 B seconds!
| 31 |English 10 23021 thsenglish’Mendez  Jose B555]ose 329534 Woter Regi 49678 No June 25, 2| 115 second |
| 32 |Expository 23022 thsexposclMuniz Carl 1485carl 329535 Extracurric 52850 No March 21, 12 seconds!
33 |Expository 23022 thsexposclJones Daolores 1499dolores 329536 Extracurric 52850 No March 21, 1 4 seconds!
|34 | Fynagitnry 230272 thapinnsel Mark Insenh 1795insenh 29837 Futrarurric APRAMN MNn Marrh 21 114 seennd Jﬂ
H 4 M\archive / |<|r |
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7. To continue working in Criterion, click the <Return> button as shown in the screen
below.
16.0 Archive Portfolios

2} Archive Portfolios - Microsoft Internet Explorer provided by ETS

Archive Portfolios

[[TTITTITT]

Click on <Return>.
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17.0 EDIT MY USER INFORMATION
To edit your User Information, follow the steps below.

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. Inthe MENU field, click on the Edit My User Information link.

17.0 Edit User Info

/2§ Districts in Franklin School District - Microsoft Internet Explorer provided by ETS o ] B4

. Printer-Friendly Yersion Help Log Dut
Administrator: Joan Stoaks

MERIL Districts in Franklin School District
< Select a Report:
Addd New District w I~
Edit District Information
Delete District Select ane or more districts by clicking Students Submissions
the checkbaoxes to the left of the district - = =
Allacate Submissions and rarnes, Then select 2 function from the @ = c = =
Student rmenu on the left. Click 2 district name ; = = =T = =
W= to zccess the list of schools for that e § " 5 = E o _
district, o % E EE & £ =
Define Report Standards Districts [=] Schools 2 = 2 5E = 2 E
Assignment Options | ™ [Frankin schooi pistrict e I I
Email All Administrators in
District
Ermail All Instructars in
District
Ermail All Students in District
Advanced Import
Export Report Data
Archive Portfolios
’r N . . -
([ Selliybeer infmmEion - Click on Edit My User Information.
Search
1 District 3 3o 500 470 T3 500 461 T3
Select All Clear A deleted student will not be remaoved from the class total,
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3. In the fields that appear in the Edit Administrator screen (see below), make the desired
revisions.

4. Click <Save and Return>. Your information will be updated accordingly and you
will be returned to the Districts Report screen.

17.0 Edit User Info
a Edit Administrator - Microsoft Internet Explorer provided by ETS - |EI|1|

. Help Log Out
" Administrator: Joan Stoaks

Edit Administrator

Edit Administrater: Franklin School District
Pleaze provide the following regMsatjon information for this dient administrator, The _zd istrator will enter the
User Marme and Password that you specty Betev—beelag.on to Critetion clish=Hr=Save and Return button when you
are finished, Mote: The User Mare you provide must be unique,

\

Administrator User Name: |frank|inc|iemadmin

Password: |

Retype Password: |

First Name: |Jnan
Middle Initial: [ (optional)
Last Name: |Staaks
Email Address: hstnaks@1 23.com

Make changes to the
> appropriate fields.

~

{ Sawe and Return I C 1 )
“u ancel J/‘]

f

Click <Save and Return>.
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18.0 SEARCH CAPABILITY
Criterion allows Administrators to search for specific information within the database.

1. Log in to your Districts Report screen. (See Section 2.3 — Log-In if you do not remember
how to log in.)

2. Inthe MENU field, click on the Search link. The Search screen will appear.

18.0 Search Capability

a Districks in Franklin School District - Microsoft Internet Explorer provided by ETS - |EI|5|
. Printer-Friendly Yersion Help Log Out
Criterion. Administrator: Joan Stoaks
. Districts in Franklin School District
row to go back 4
= Districts in Franklin School District
Select a Report:
Add Mew District Districts Report =l
Edit District Infarmation
Delete District Select ane or more districks by clicking Students Submissions
the checkboxes to the left of the district = = =
Allacate Submissions and names, Then select a function fram the 1] E = E =
Student renu on the left, Click a district name E ‘= =5 ‘=
gimes to access the list of schoals for that b E ‘= 5 2 E ‘| —
district, =) % £ == ® E =
Define Report Standards Districts [2] Schools & = & =1 = & E
Assignment Options | T [Frankin School District 3| aof  soo|  aro| 3] soo|  am] 7
Email All Administrators in
District
Email All Instructors in
District
Email All Students in District
Advanced Import
Export Report Data
Archive Paorffolios
Edit My Llser Infarmation
. dministrator Option K
Click on Search.
Search
1 District 3 30 500 470 73 500 461 73
Select All Clear £ deleted student will not be rernoved fror the class total,

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
ETS and the ETS logo are registered trademarks of Educational Testing Service (ETS). 121
Criterion is a trademark of ETS.



Criterion®™ User Manual Administrator’s Edition
3. Inthe Search screen (shown below):

a. Click on the desired radio button to specify the category of information you want to
search for (e.g., districts, schools, etc.).

b. Enter the specific data you wish to search for in any of the fields.
c. Click on the <Search> button.

18.0 Search Capability

a Search - Microsoft Internet Explorer provided by ETS

=10l %]
@ = Help Log Out

Criterion. Administrator: Joan Stoaks

Search

Client: Franklin School District
Search

To perform a search, select the type of information you want to find by choosing a "Search for" option. Enter the
information you have available in the fields below, Then click the Search... buttan.

~
Search for; Districts District Name: |
Schools School Hame: | b.) Enter
Classes Class Name: | > search
5'"“_._._._-_-’%Administraturs User Name: | data.
Instructors Last Hame: |Smith First Mame: |
a.) Click on \ Students Email Address: | |
desired
button. { Search... )/1 [ cancel ;U

*

c.) Click <Search>.
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4. The Search Results screen (see below) will appear.
a. Click on a linked (underlined) item to see a report.
b. To refine your search, click on the Search link in the Breadcrumb Trail.

c. To return to the Districts Report screen, click on the Districts link in the Breadcrumb
Trail.

18.0 Search Capability

/j Search Results - Microsoft Internet Explorer provided by ETS ] 3
Log Out

Printer-Friendly Yersion Help

b.) To refine your Search, click on the
Search link.

c.) To return to Districts Report screen,
click on the Districts link.

Breadcrumb Trail Search Results

Click™an itern to see that repart, ar click the Search link in the breaderumb trail above to refine your search,

Administrative
Client District School Class Administrator (2] User Hame Lewvel
|- Franklin School Franklin School Stnith, Mary fadadmin district
District Diistrict msmithiz@fzd.arg
‘\ /

a.) Click on a linked item to see a report.

SelectAll  Clear Ermail Selected Administrator
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