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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. Users 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 Instructor’s Edition of the Criterion User Manual contains a step-by-step overview of all
essential functions in Criterion. Each module is illustrated with screen captures of the system to
familiarize instructors with the tool and help them navigate through the application. The manual
is intended to help instructors work independently as they begin using Criterion in their
classrooms.

There are separate editions of the Criterion User Manual for administrators and students:

e The Administrator’s Edition of the Criterion User Manual is similar to that used by
instructors. The primary difference is that it is intended to support the administrators who
will utilize the system’s management and reporting tools to monitor usage and
productivity.

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 all essential functions provided by Criterion®™.
Instructors can work independently as they begin using Criterion to create their classes and
assign topics, add classes, change topics, access their students’ writing portfolios, view student
reports, and much more.

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. 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 the administrator in addition to being an instructor, you will
need to register twice: once as an instructor and once as an administrator. (See the
Administrator’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 Specifications for PC

Instructor’s Edition

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

HARDWARE/OS/BROWSER
DESKTOP PC or LAPTOP

MINIMUM
PENTIUM 11

RECOMMENDED
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

2.1.2 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 05§ 9.2,0S§ X 10.1

OS X 10.2 or higher

BROWSER: ENABLE
COOKIES

IE 5.2; NETSCAPE 7.1; Firefox
1.0.1 & Safari 1.2.4 (compatible
only with Mac OS X, not OS 9)

IE 5.2; NETSCAPE 7.1; Firefox 1.0.1
& Safari 1.3 (compatible only with
Mac OS X, not OS 9)

GRAPHICS ADAPTER

Graphics 800x600

Graphics 800x600

DISPLAY

MACINTOSH MONITOR

17" MACINTOSH MONITOR
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2.2 Register as a New User

Instructor’s Edition

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 Instructor

Website link.

2.2 Register as a New User

Welcome to E{TTS) = =
= Criterion.

Online Writing Evaluation Service

)8

&,

Welcome to Criterion

Watch for an email during the next couple of weeks
announcing the launch of Criterion Online Writing
Evaluation Version 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 ina
Criterion Webinar.

CriterionSM Online Writing Evaluation

Go to Criterj hsite

Go to Criterion Instructor Website Click on this link.

Go to Criterion Administrator Website

Criterion News
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3. Inthe Criterion “Welcome Instructor” screen (shown below), click on the <Register>
button.

2.2 Register as a New User

Criterion.

Online Writing Evaluation

Welcome Instructor
CRITERION Online Writing Evaluation Service

Clle on <Register>. ’ Register f‘i | arm a new user

Login ||. | already 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 @ secure server. ETS does not disseminate student or instructor
information and it is only accessible to the instructor, designated Subscrber Administrator, and ETS Account hBnager. The Subscriber acknowledges that priorto using Criteron,
said Subscriber iz obligated to obtain any written parental consent that may be required in accordance with COPPA, Section G502

Copyright @ 2002, 2004, 2005 ETS. All rights resened.
ETS and the ETS logo are registered trademads of Educational Testing Service (ETS). CRITERIOHN is a trademak of ETS.
Website developed by Dolphin Inc., Voorhees, NJ; portions copyright @ 2002, 2004, 2005 by Dolphin Inc.

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

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

b. Click <Continue>.

2.2 Register as a New User

e
Criterion.

Online Writing Evaluation

@dentiﬂcation — InstrlD

Flease enteryour access information below, then click the Continue button.

Ifyou do not have your access information, please contactyour on-site administrator.

a-) Enter Access I D and Access ID: I (Thiz iz the ID you received for your =chool, department, et
Access Password
Access Password: I (Thiz iz the passward yau received for your schoal, department, ete.)

( Continue | I/ Cancel )]

b) Click <Continue>.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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5. Inthe New Instructor 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.

b) Click <Create Registration>.

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 Instructor screen and use the User 1D and Password that
you created to access the instructor 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 Instructor screen, click on the <Log In> button.

2.3 Log-In

e —
Criterion.

Online Writing Evaluation

Welcome Instructor
CRITERION Online Writing Evaluation Service

{  Register  }| lam anewuser.

Click on <Log In>.

»(’ LogIn f'il | already have a User Mame and Password.

By logaing in, subscriber agrees that the privacy of student and instructor information, essays, and score data are the responsibility of the instructor and client instituation.
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 iz only accessible to the instructor, designated Subscriber Administrator, and ETS Account hanager. The Subserber acknowledges that prior to using Criterion,
=aid Subscriber iz obligated to obtain any written parental consent that may be required in accordance with COPPA, Section G502,

Copyright @ 2002, 2004, 2005 ETS. All rights resenved.
ETS and the ETS logo are registered trademans of Educational Testing Service (ETS). CRITERION is a trademarc of ETS.
Website deweloped by Dolphin Inc., Yoorhees, NJ; portions copyright @ 2002, 2004, 2005 by Dolphin Inc.

2. Inthe Log In screen, enter your User Name and Password (created when you registered),
and then click <Continue>.

s —
Criterion.

Online Writing Evaluation

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

Enter User Name
and Password. User Name: |

Password: I

I/ Conginue _J) I/ Cancel __y

Click <Continue>.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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3. Your Classes Report page, showing the classes assigned to you (the instructor), will
appear (see example below). If you do not have any classes currently assigned, a message
will display indicating this.

2.3 Log In
=101 x|

nter-Friendly Yer: Help Log Out

a Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

FE L k. Classes in Franklin High School
row to go back

MERL Classes in Franklin High School
elect a Report!

Add New Class | Classes Report =l
Edit Class Information
Delete Class

Select one or more cdasses by clicking the checkboxes to the left of the class names, Then select a
Assignment Options function fror the renu on the left. Click a class name to access the list of students for that class,

: i Students Current Contract Total
Batch Print Reports Classes [2] Registered Submissions Submissions
Email All Students in Class [T |Crestive Viritin 5 4 4
Import Student Infarmation I |engiish 101 3 4 4
Export Report Data
Archive Portfolins " |Expostory wiriting 4 4 4
Edit My Liser Information
Add Me to an Existing Class
Delete Me fram a Class
Search
3 Classes 12 12 12
Select All Clear A deleted student will not be rermoved from the class 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 Instructor is the Classes Report page, which is shown
below.

2.4 Navigating Through the System
/3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS -0 =l

@ Criterion. Instructor: Dana Croft

clickt itemli' ir'l:'t‘h "% Classes in Franklin High School
row to go ba H o
Navigation Panel
User Name

MERL Classes in Franklin High School
Select a Report:
Add New Class | Classes Repont =l
Edit Class Information

Delete Class

Printer-Friendly Version Help Log Out

Select one or more cdasses by clicking the checkboxes to the left of the class names, Then select a

Assignment Options function fror the renu on the left. Click a class name to access the list of students for that class,
: i Students Current Contract Total

Batch Print Reporis Classes [2] Registered Submissions Submissions

Ermail All Students in Class [T |Crestive Wiriting 5 4 4

Impart Student Infarmation Enclish 101 3 2 P

Export Report Data [ |Enolish 101

Archive Portfolios [T |Expository Wiriting 4 4 4

Edit My Liser Information
Add Me to an Existing Class
Delete Me fram a Class

Search

3 Classes 12 12 12
Select Al Clear £ deleted student will not be rermoved fram the dass 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.

2.4 Navigating Through the System
10 x|

Printer-Friendly Version Help Log Out

Breadcrumb Trail

Students in | Expository Wiiting -

. K For Assignment:
- — Current Screen is “Students in [Mest Recent Assignment |
X OSi 0 ri in . e studernts by clicking the carresponding checkboxes. Then
Click on this link to on | Expository Writing.”
return to the “Classes left. Click a student to view the portfolio for that student,
=
Report” page.
TR S TITET Recent Subrmnission Holistic
Export Report Data Student (=1 Assignment DateTime Humhber ** Score
Archive Porfolios Extracurricular Mar 21, 2005
I" [dones. Dolores Activities 04:43:32 PM EST ! 348
Extracurricular Mar 21, 2005
(+ Show All Entries W |l osed Activities 04:44:27 PMEST ! 8
" Show Entries With: . Estracurricular Mar 21, 2005
[T |uniz Carl Activities 04:45:12 PM EST ! 55
Extracurricular Mar 21, 2005
B ey e, e Activities 04:46:07 PM EST ! 28
4 Students A deleted student will not be removed from the class total.
SelectAll  Clear
# Scores marked with an asterizk indicate ezsays that contain an aduizory,
*#* The first and rmost recent essay for each assignment is saved,
MiA indicates that a score is not available, Click the Help link for details,

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. The right pane of the screen lists the classes that are
assigned to the instructor. Clicking on a class name will display information about the
students in the class.

2.4 Navigating Through the System

/) Classes in Franklin High School - Microsoft Internet Explorer provided by ETS 10l x|

(@ T T R Printer-Friendly Yersion Help Log Out
cﬁmﬂ NStrucior: Dana Lr

::;u‘ﬁkt :}t:rgsh Lrhthls .. lasses in Franklin High School Breadcrumb Trail

Classes in Franklin High School
r Select a Report:
Add New Class | Classes Report =l€— Sselect a Report field
Edit Clags Information
Delete Class
Select one or more cdasses by clicking the checkboxes to the left of the class names. Then select a
Assignment Options function from the menu on the left. Click a class name to access the list of students for that class,
d P Students Current Contract Total

Batch Print Reports Classes E Redgistered Submissions Submissions
Ermail &l Students in Class [T |Crestive Writing ] 4 4

Mgnu <) Import Student Information I |Engish 1o 3 4 4

options \ ExportReport Data
Archive Porfolios 7 |Expostory witing 4 4 4
J/
Edit My User Infarmation Y
Add Me to an Existing Class
Delete Me from a Class Assigned Classes
Search
asse: 12 12 12
< Selact Al lear A deleted student will not be rernoved from the cdass total,

5. The Instructor 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 7.0 — Create
Reports for information on the specific reports that are available.)

6. 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 class names.
e Click Clear to deselect all of the checkboxes next to the class names.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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3.0 ADD, EDIT, OR DELETE A CLASS

3.1 Add a Class

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

2. Inthe MENU field of the screen, click on the Add New Class link. See the example
below.

3.1 Add a Class
/3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS -0 =l

Printer-Friendly Version Help Log Out
Instructor: Dana Croft

Criterion.

MERL Classes in Franklin High School
T Select a Report: N\
( dd Mew Class | Classes Repart )/ =
N Ertitcas orrmation
Delete Class
Select one or more classes by dicking the checkboxes to the left of the class names., Then select 2
. nt Options function from the menu on the left. Click a class name to access the list of students for that class,
Click on A_dd 3 Students Current Contract Total
NeW—CIass. AP Classes [] Registered Submissions Submissions
EMamATstudents in Clags || [ |Creative Wit 5 4 4
Import Student Infarmation I [engiish 101 3 4 4
Export Report Data
Archive Porfolins " |Expostory wiriting 4 4 4
Edit My Liser Information
Add Me to an Existing Class
Delete Me fram a Class
Search
3 Classes 12 12 12
Select All Clear A deleted student will not be rernoved 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). 15
CRITERION is a trademark of ETS.



Criterion®™ User Manual

3. Inthe Add New Class screen (see below):
a. Complete the Class ID, Class Full Name, and Class Password fields.

b. In the 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.

buttan,

/3§ Criterion Add New Class - Microsoft Internet Explorer provided by ETS
Instructor: Dana Croft

5 in Franklin Add New Class

Add New Class

Please complete the following information for this class. All fields must be completed, When you are finished, click the Sawve

a.) Enter Class ID, Class Full
Name, and Class Password
in the appropriate fields.

Instructor’s Edition

3.1 Add a Class
1O =|

Class ID:|

b.) Use the pull-down menu to

Class Full Name:l

select the appropriate version

Class Passwurd:l

Writer's Handbook Version:
Time Zone:| (&mMT-5:00) Eastern Time (U5 and Canada) -
d.) Click in the box next
to the dictionary this \Mikethe following dictionaries available to this class:
. - : o
class will use. American T British c.) Use the pull-down menu

_/ of the Writer’s Handbook.

[” Students of this class can view each other’s work

e.) Click in this box to allow
students in this class to
view each other’s work.

to select the appropriate
Time Zone.

" Save

(" cancel J/]

4. At the bottom of the Add New Class screen, click <Save and Return>.
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5. 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 Expl 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.

3.2 Edit Class Information

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

2. Click in the box next to the class whose information you will be editing (see below).
3. Click on the Edit Class Information link in the MENU field.

3.2 Edit Class Info
_|al I
@ Instructor: D Croft Printer-Friendly Yersion Help Log Out
cﬁter"on NSIrucror: Dana Lr

Click items in this sses in Franklin High School
row to go back

MEMU Classes in Franklin High School
Select a Report:
( ICIasses Report ;I
[ ¢ EditCEsslnformatinn)
Select one or more classes by clicking the checkboxes to the left of the class narnes, Then select a
Assigdment Options function frarm the menu on the left. Click a class name to access the list of students for that class,
: 2 Students Current Contract Total
Batch Print Reports Classes [+] Registered Submissions Submissions
Ermail Bl Students in Class [T |Crestive vriting 5 4 4
ImportiStudent Information Enalish 101 3 4 4
Export|Report Data I-E
Archivd Porfolios [¥'; |Expository Writing 4 4 4
Edit Wy LIser Infarmation
Add Me to an Existing Class o A .
Deletefie from a Class a.) Click in the box next to the Class that you will be editing.
Searc b.) Click Edit Class Information in the MENU field.
3 Clazses 12 12 12
Select All Clear A deleted student will not be rermoved from the dass total,
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4. In the fields that appear in the Edit Class Information screen, make the desired revisions.

3.2 Edit Class Info

a Criterion Edit Class Information - Microsoft Internet Explorer provided by ETS

10| x|
b Help | Log Out |
@ Criteri Instructor: Dana Croft a—

Click items in th in Edit Class Information
row to go back -

Edit Class Informaticn

Plzase cormplete the following infarmation for this class, All fields must be completed, When you are finished, click the Save
Changes buttan.

(

Class ID:|fhsexstcIass

Class Full Name:lExpositDry Writing

Class Password:|demo
Make changes to the

appropriate fields.

Writer's Handbook Yersion:| High School and College ;I

Time Zone:| (3 T-5:000 Eastern Time (S and Canada) ;I

Make the following dictionaries available to this class:
¥ gmetican [ British

\ I Students of this class can view each other’s work

Save Changes J | Cancel :J)

ﬂ

Click <Save Changes>.

Click <Save Changes>. The following message box informing you that the class
information has been updated will appear:

Microsoft Internet Expla x|

& lass Updated

Click <OK>.,

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

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

2. Click in the box next to the class you will be deleting” (see below).

3. Click on the Delete Class link in the MENU field.
3.3 Delete a Class

=10l x|
Printer-Friendly Version Help Log Out
E 2 Instructor: Dana Croft

Criterion.

WERL Classes in Franklin High School
elect a Report:
Add Mew Class (@y =l
i Infarmation
< Delete Class
Select one or more classes by clicking the checkboxes to the left of the class names, Then select a
Acgl t Cinti function frorm the menu on the left, Click a class name to access the list of students for that class,
SEIEIMIEAT NS Students Current Contract Total
Batch Print Repotts Classes [<] Registered Submissions Submissions
Ermail Al Students in Class [T |crestive viriting 5
Impaort Student Infarmation Enclish 101 3
Export Repart Data :I_E S
Archive Portfolios [V | |Expositary Wiiting 4 4 4
Edit My Lser Information
Add Me to an Existing Class
Delete W from 3 Class a.) Click in the box next to the Class that you
Search will be deleting.
b.) Click on Delete Class in the MENU field.
3 Classes 12 12 12
Select All Clear A deleted student will not be removed from the class total.

4. The following warning message will appear:

Microsoft Internet Explorer |

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

Cancel |

5. 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 Report screen.

* Before you delete a class, you may want to use the “Archive” feature. See Section 12.0 — Archive Portfolios for
more information.

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
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4.0 ADD, EDIT, OR DELETE ASTUDENT

4.1 Add a Student

1. Log into your Classes 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 class to
which you will be adding a student.

4.1 Add a Student

lasses in Franklin High School - Microsoft Internet Explorer provided by ETS — |EI|1|

@ Cﬁterimt Instructor: Dana Croft
Classes in Franklin High School
row to go back
MEML Classes in Franklin High School
Select a Report:
Add New Class ( [classes Repon =]
Edit Claszs Information
Celete Clazs
Select one or more claszes by dicking the checkboxes to the left of the class names, Than selec a
Assianment Ontiohs function from the menu on the left. Click a class narme to access the list of students for that class.
: 2 Students Current Contract Total
Batch Print Reports Classes [2] Registered Submissions Submissions
Ermail All Students in Class [ | Creative Writing g 4 4
Import Student Information Enalish 101 3 4 4
Export Report Data I-E —
Archive Portfolios [} | Exposttory Wirting 5 4 4
Edit iy Liser Infarmation *
Add Me to an Existing Class
Delete Me from a Class Click on the underlined name of the Class.
Search
J Clas=ses 14 12 12
Select All Clear Ao deleted student will not be rermoved from the class total,
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3. Inthe Students in [Class] screen which appears, click on the Add New Student link
under the MENU field. See the example below.

Students in Expository Writing - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

Printer-Friendly Yersion

4.1 Add a Student
(o] x|
Help Log Out

n Franklin Students in Expository Writing
MWERIL Students in | Expository wiriting +|
Select a Report: For Assignment:
, Add ewStudent IStudentsReport ;I IMost Recentﬂssignment;l

orrmation

Select a report type, Select one or more students by dicking the correzponding checkboxes, Then

Delete Student select a funckion frarm the menu on the left, Click a2 student to view the portfolio for that student.
Click an azsignrment to view itz details.

Batch Print Reports

o il Ok Recent Submission Holistic
. ude Ssifgnime e/Time umber core
lick Add N d Student [ Assi it Date/Ti Number ** S
Click on ew Student. I |ldones, Dolores E:dracurricular bar 21, 2005 3
Activities 04:4.3:32 PM EST
E:dracurricular har 21, 2005
' Show All Entries B il doeein .ctivities 04:44:27 P EST 2
" Show Entries With: Extracurricular htar 21, 2005
I [uuniz. Carl ctiviies 4:4512 PM EST =5
E:dracurricular hiar 21, 2005
B | g ey b ey .ctivities 04:46:07 P EST 2z

4 Students
SelectAll  Clear
* Seores marked with an asterisk indicate essays that contain an advisory.
##% The first and rmost recent essay for each assignrment iz saved,
M/4 indicates that a score is not available, Click the Help link far details.

A deleted student will not be remowved frrom the class total.
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4. Inthe Add New Student to [Class] screen (shown below), enter the required information.

NOTE: The Student User Name must be unique.

4.1 Add a Student
; Add student - Microsoft Internet Explorer provided by ETS - |EI|5|
Help Log Out

Instructor: Dana Croft

Add Student

Add New Student to |E><|msitorxr Wiriting .[

Fleaze provide the following informMsdion to register this new student. The studepeWill enter the User Harme and
Pazsword that vou specify below to log on tor=Swikasian, Click the Saus ®n when you are finished, Note: The User
Marme pou provide must be unigue.

Stuclent User Name: |

Password: |

Enter required Retype Password:
information in < First Name: |
appropriate fields. Middle Imﬁa,:'— (Optional)

Last Name: |

Email Address: |
{Optional, but recommended)

Writer's Handbook Yersion for this Studen‘t:l Use Expository Writing Selection tHigh Schoal and College);l

" Save ‘,l) " Save and Return ) | Cancel 9

*

Click <Save and Return>.

5. At the bottom of the Add New Student to [Class] screen, click <Save and Return>
to save the new student information and return to the Students in Class screen.

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

1.

/3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Click items in thi
row to go back

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

how to log in.)

In main section of the Classes Report screen (see below), click on the underlined name of
the class in which you will be editing student information.

MEMLI

Add Mew Class
Edit Claszs Information
Celete Class

Assignment Options

Batch Print Reports

Etmail All Students in Class
Import Student Information
Export Report Data

Archive Portfolios

Edit iy Liser Infarmation
Add Me to an Existing Class
Celete Me from a Class

Search

4.2 Edit Student Info
o ] 4

Printer-Friendly ¥ersion Help Log Out

Instructor: Dana Croft

Classes in Franklin High School

Classes in Franklin High School
‘ Select a Report:
Select one or maore classes by dicking the checkboxes to the left of the class names, Then select a
function from the menu on the left. Click a2 clas: narme to access the list of students for that class.
Students Current Contract Total
Classes [+ Registered Submissions Submissions

[~ | Crestive wiiting [ 4 4

[~ |Endlish 101 3 4 4
[~ | | Exogsitory wiritin 5 4 4

Click on the underlined name of the Class.

3 Classes 14 12 12
Select All Clear A deleted student will not be removed from the clazs total,
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3. Inthe Students Report screen (see below):

a. Click in the checkbox next to the name of the student whose information you will be
editing.

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

4.2 Edit Student Info
/3 Students in Expository Writing - Microsoft Internet Explorer provided by ETS 10Ol x|

Printer-Friendly ¥ersion Help Log Out
Instructor: Dana Croft

in Franklin Students in Expository Writing

FAERMLI Students in I Expository Writing - I
< Select a Report: For Assignment:

Add Mew Student IMost RecentAssignment;I

T Students Report -I
[ = Eal LOEAT I Urmaflun —
Se tttype, Selec one or more students by clicking the corresponding checkboxes, Then

Delete‘tudent select a function frorm the menu on the left. Click a student to view the porfalic for that student,

Click an assignrment to view its details.
Batch Fint Reports Recent Submission  Holistic
ikl [Tl Student [ Assignment DateTime Mumber ** Score
Export Report Data = . _ _ e
ArchivelPortfolios Extracurricular hdar 21, 2005
dones, Dojores 5. ctivitiss 04:43:32 PM EST 1 I8
H Extracurricular hdar 21, 2005
' Show All Entries Marks Joseph sotiviies 04:44:27 PM EST 1 i
" Show Entries With: buniz. Carl E:dracurricular hdar 21, 2005 1 o
.ctivities 04:45.12 PM EST
Exdracurricular hlar 21, 2005
o e i
Fangachar, hachy 5 ctivitiss 04:45:07 P EST t 2z
a.) Click in the checkbox next to the Student’s name.
b.) Click on Edit Student Information in the

MENU field.

4 Students A deleted student will not be remowved from the class total.
Select Al Clear
* Scores marked with an asterizk indicate eszays that contain an advisary,

*# The first and most recent essay for each assignment iz zaved.
MiA indicates that a scare is not available, Click the Help link for details.
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4.

a Edit student - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

Criterion.

Click items in this
row to go back 4

Edit Student

Edit Student: Expository Writing
FPleaze provide the following registratheg informmation for thiz student. The stug
Password that you specify below to log ormslrjterion, Click the Save and
Mote: The User Hame you provide must be unique,

'\

Student User Hame: |1 799joseph

Password: |1 799
Retype Password: |1 799
First Name: | Joseph

Middle Initial: | (Optional)
Last Hame: |Marks

>

Instructor’s Edition

In the fields that appear in the Edit Student screen, make the desired revisions.

4.2 Edit Student Info
10| =|

@ Help Log Out

£rt will enter the Uzer Marme and
eturn button when vou are finished,

Make changes to the
appropriate fields.

Email Address: |
{Optional, but recommended)

ool a

Writer's Handhook Yersion for this Student:| Use Expository Wiriting Selection (High Sch

~/

(" Sawe and Return

*

Click <Save and Return>.

‘:/] " cancel ‘,U

d College) =

5. Click <Save and Return>. You will be returned to the Students Report screen.
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4.3 Delete a Student

1.

/) Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Instructor’s Edition

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

how to log in.)

In main section of the Classes Report screen (see below), click on the underlined name of
the class from which you will be deleting a student

WEMLI

Add Mew Class
Edit Class Infarmation
Delete Class

Assignment Options

Batch Print Reports
Email All Students in Class
Import Student Infarmation
Export Repart Data

Archive Portfolios

Edit My Ulser Information
Add Me to an Existing Class
Delete Me from a Class

Search

4.3 Delete a Student

Printer-Friendly Yersion Help Log O

Instructor: Dana Croft

Classes in Franklin High School

Select a Report:

‘ I Classes Report

Select ane ar more classes by dicking the checkboxes to the left of the class narmes, Then select 2
function frarm the menu on the left. Click a class name to access the list of students for that class,

I~

Students Current Contract Total
Classes [+] Registered Submissions Submissions
[T |creative Wiriting [ 4 4
[ |Endlizh 101 3 4 4
r

E:qiository Wirting 5 4 4

Click on the underlined name of the class.

14 12 12

A deleted student will not be removed from the clazs total,

3 Classes
Select All Clear

=101 %]

ut
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Instructor’s Edition

3. Inthe Students Report screen (see below):

a. Click in the checkbox next to the name of the student who you will be deleting.
In the MENU field, click on the Delete Student link.

b.

Email 5
Export A
Archive

% Show
" Show

Delete Student

MEMNL

ation

int Reports
udents
epart Data
Fortfoling

All Entries
Entries With:

a Students in Expository Writing - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion Help Log Out
Instructor: Dana Croft

n Franklin
ool

4.3 Delete a Student
o ] B34

Students in Expositony Writing

Students in I Expositary Wiriting = I

Select a Report: For Assignment:

Students Report ;I IMost RecentAssignment;I

Select a report type, Select one or more students by cicking the corresponding checkboxes, Then
select a function frorm the rmenu on the left. Click a student to view the portfolio for that student,
Click an azsignmnent to visw itz details.

Recent Submission Holistic
Student [2] Assignment Date/Time Humber ** Score
Exdracurricular har 21, 2005
[ jdones. Dolores s.ctivities 04:43:32 P EST 1 8
E:xdracurricular hlar 21, 2005
v |Marks. Joseoh 2. ctivities 04:44:27 PM EST 1 8
tMuniz Catl Extracurricular hdar 21, 2005 1 2
a.) Click in the checkbox next to the Student’s name.
[T |Ranoac 1 205

b.) Click on Delete Student in the MENU field.

4. 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.

3 Delete Student - Microsoft Internet Explorer provided by ETS - Ellil i

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

Help | Log Dut
Instructor: Dana Croft

Delete Student

Delete Student

Marks, Joseph Expository Wiiting
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5.0 WORKING WITH ASSIGNMENTS

5.1 Create an Assignment

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

Instructor’s Edition

2. Select the class for which you will be making an Assignment by clicking in the checkbox
next to the name of the class (see below).

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

/] Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Add Mew

Delete CI

Email All
Import St
Export R
Archive P

Edit by L)
Add Me to
Celete M

Search

MERLI

Class

Edit Class Information

a5s

C  Assignment Options )
Batch P Reports

Students in Class
dent Information
nort Data

rtfolios

er Information
an Existing Class
from a Class

Instructor: Dana Croft

Select a Repo

Printer-Friendly Yersion

5.1 Create an Assignment

Classes in Franklin High School

‘ Classes Report

Classes [4]

=

Students

Current Contract

Registered

Submissions

Select one or more classes by clicking the checkboxes to the left of the dass names. Then select a
function from the menu on the left, Click a class name to access the list of students for that class,

Total

Submissions

[T |crestive Writing

[~ |Englizh 101
: Expostory YWriting

=101 x|

Help Log Dut

will be creating an Assignment.

a.) Click in the checkbox next to the Class for which you

b.) Click on Assignment Options in the MENU field.

3 Clazsses
Select All Clear

12

12

A deleted student will not be rermoved from the dass total,
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4. Under the MENU field in the Assignment for class screen (see below), click on the
Create Assignment link.

5.1 Create an Assignment

3 Assignments - Microsoft Internet Explorer provided by ETS - |E||i|

Printer-Friendly Yersion Help Log Out
Instructor: Dana Croft

Assignments

ASSIGHMENTS MEMU Assignment for class: | Expository WMititing -

Select one or more assignments by clicking the checkboxes to the left of the names, Then select an
Azzignrnent function from the menu on the left, Click an assignrment's nare to view or edit that
assignment's options,

SharefCopy Assighmen

L ; . . Assignment Assignment

Get Administrator Assign Assignment [2] Topic .

Delete Assignment _fiLi Ends
Click on Create Assignment. ar Adtivities

Export Report Data

5. Inthe Create Assignment screen which appears (see below), use the drop-down menu to
select the Essay Topic Category.

5.1 Create an Assignment
3 Create Assignment - Microsoft Internet Explorer provided by ETS ;[QIEI

Help Log Out
Instructor: Dana Croft

nments Create Assignment

Create Assignment

Select a category and essay topic, then enter a brief name for the new assignment. Set the options for this assignment
by clicking an the checkbox to the |left of each desired choice. Click the Help button for a detailed explanation of each of
the poszible choices. When you are finished, dick the Save or Save and Return buttan.

EssayTopic Categons| -9 Click to select the Essay Topic
Topic Mode: Flease select a Topic Category Categow from the drop-down menu.
Essay Topic: FPlease select a Topic Category

{ iew all Topics {/] " cancel J/J

6. Use the drop-down menu to select the Topic Mode (see below).

5.1 Create an Assignment
eate Assignment - Microsoft Internet Explorer provided by ETS - |EI|£|

Help Log Out
Instructor: Dana Croft

s Create Assignment

Create Assignment

Select a categary and essay topic, then enter a brief name for the new assignment. Set the options for this azzignment
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 Sawe or Sawe and Returmn button,

Essay Topic Categony: | GRADE 10 - . }
P ) o =l Click to select the Topic Mode
Topic Mode: [ weds: 514 from the drop-down menu.
Essay Topic: | -

" Yiew All Topics ‘;‘] " Cancal ‘;‘]
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7. 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.

5.1 Create an Assignment

a Create Assignment - Microsoft Internet Explorer provided by ETS - |EI|£|
Help Log Out
Instructor: Dana Croft

s Create Assignment

Create Assignment

Select a categaory and essay topic, then enter a brief name for the new assignrent. Set the options for this aszignment
by clicking on the checkbox to the |left of 2ach desired choice, Click the Help button for a detailed explanation of each of
the possible choices, When you are finished, click the Sawve or Save and Return button,

Essay Topic Categorny: | GRADE 10 - . _
> ) 21| =l Click to select the Essay Topic
Topic Made: [ viodes -] from the drop-down menu.
Essay Topic: | =
EﬂracurricularAc‘ti\rities I— Il Topi d C 1 J
Extracurricular Activities(d) s :‘) \ st :l)
Leadership

Leadership(d)
Teaching Styles
Teaching Stylesd)
Trawel

Trawvelid)
Volunteer ok
Wolunteer Wodd<d) i

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.
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a.) Verify
selections

8. In the updated Create Assignment screen that appears (see below) select the options that
are appropriate for your assignment.

5.1 Create an Assignment

a Create Assignment - Microsoft Internet Explorer provided by ETS _ ||:||5|

Criterion. Instructor: Dana Croft

Create Assignment

Select a category and eszay topic, then enter 2 brief narme for the new aszsignrent. Set the aptions for this assignment
by clicking on the checkbox to the left of 2ach desired chaoice. Click the Help button for a detailed explanation of each of
the poszible chaices, When you are finizhed, click the Save or Sawe and Return button,

Essay Topic I GSRADE 10 ;I [ Students Can Save Essay to Complete Later
Categony: I_
<t I Limit Students to Submis=sion(s)
Topic Mode: IAII Modes = I

¥ Display Sample Essays To Students

Essay Topic: | Extracurricular Activities ;|
"Extracurricular ltis often suggested that the bastway |~ [+ Show Holistic Score and Trait Levels to Students
Activities™ |for 5 cehool districtto save money is to = d Trait Levels to Students When
Question Text: |)iminate certain extracurricular b.) Auto-populated

activities by either reducing the number based on Essay Topic.
of varsity sports availahle to students or
ge‘_fli_n_g rid Fn_fcertgin_ studen‘_[_c_l_gbs. Itis ;l ¥ Show Usage Feedback } ¥ with Trait Level

Assignment [v Show Mechanics Feedback

|E>ctrau:urri cular Activities

Hame: L

w Style Feedback ¥ with Trait Level

This is the name the students will see wh 2 i . 5

assignrent. Exarnple: Writing Practice, Vﬁ& C') int(.ar title f:)r v\:Organlzatlun& e (REiaes W with Trait
ssignment. a

[v Time Limit (Time Limit: 30 minutes)

I Start Assignment: | | | | | -~
¥ ghow warning 'wher: |5 minutes Remair Time: [ =] [o0] [awi=] DT
[¥ Spell Checker Available —
- Stop Assignment: | | | | | =
Time: [12: -|  foo -] [am -|EDT
{ Save J’) (" Save and Return J}J " Yiew All Topics JJ/] " Yiew Instructor's Topic Guidelines " cancel /”

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 name of the Essay Topic.)
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d.

Options

< Create Assignment - Microsoft Internet Explorer provided by ETS _10] x|

ick i T¥LCk:. Classes in Franklin Assignments Create Assignment
back . K
' Options

Essay Topic I SRADE 10 _I [v Students Can Save Essay to Complete Later

Category: . e

) Limit Students to Submission(s)
Ve (I e IA” Modes jv [V Display Sample Essays To Students
Essay Topic: | Extracuricular Activities =]
“Extracurricular | ic oaen supgested that the bestway =~ [¥ Show Holistic Score and Trait Levels to Students
Acthdties™ | v 5 oo hool district to save money is to [ Do Hot Show Holistic Score and Trait Levels to Students When
Question Text: | ojiminate certain extracurricular Advisory Present

User Manual Instructor’s Edition

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.

5.1 Create an Assignment

Help Log Out
Instructor: Dana Croft

Create Assignment

Selact a cateqgory and eszay topic, then enter a brief name for the new assignment. Set the optic
by clicking on the checkbox to the left of each desired choice, Cllck the Help button for a detailed
the poszible choices. YWhen you are finished, dick the Save o

- for thiz aszignment
planation of each of

activities by either reducing the number
ofvarsity sports available to students or [ Show Grammar Feedback

gemng r|d Df certam student_c_l_L_lbs ltis j [¥ Show Usage Feedback } ¥ with Trait Level
[V Show Mechanics Feedback

Assignment
Name:

Thiz is the name the students will see when selecting an
assignrment. Example: Writing Practice, Week 1

|E>dracurri cular Activities
IV Show Style Feedback ¥ With Trait Level

¥ Show Organization & Development Feedback v wath Trait
Level

N

¥ Time Limit (Time Limit 30 minutes)

r Start Assignment: | 3 I S =1
Time: [12: ~| [oo -| [am -|EDT

r Stop Assignment: | - | -] | = |

M show warning YWhen: |5 Minutes Remain
[+ Spell Checker Available

Time: [12: =| |oo =] [am | EDT

(" Save J/] (" $ave and Return J/'I " Wiaw all Topics U ¥iew Instructor's Topic Guidelines " cancel -’U

e Time Limit: If checked, the student(s) will be limited to 30 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.

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

e Show Grammar Feedback”

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.

5.1 Create an Assignment — Instructor’s Topic
=] |

Help Log Out

/) Create Assignment - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

Assignments Create Assignment

n Franklin

Create Assignment

Selact 3 cateqgaory and essay topic, then enter a brief narme for the new azsignment. Set the options far this
by clicking an the checkbosx to the |left of each desired choice, Click the Help button for a detailed explanatid
the possible choices. When you are finished, click the Save or Save and Reburmn button.

Not available for
Instructor’s Topic.

Esggjt.-‘ETc:Jplc I BRADE 10 ;I [¥ Students Can Save Essay to Complete Later
gory: r Limit Students to I Submission(s)
Topic Mode: IAII Modes - I
<ﬁy Topic: I Instructors % ;l Do Hot Show Holistic Score and Trait Levels to Students
Show Holistic Score and Trait Levels to Students When
Erter-Essay ;I Advisory Present
Prompt:
/ v Show Grammar Feedback
Enter Essay Prompt text. [¥ Show Usage Feedback }Wﬂhuut Trait Level
LI [+ Show Mechanics Feedback
“Ss'ga:';:‘. [Instructars Tapic ¥ Show Style Feedback Without Trait Level
) v Show Organization & Development Feedback Without Trait
This iz the narne the students will see when selecting an Lewel
. assignment. Example: Writing Practice, Week 1
Customize
Time Limit. o L T30 : r start Assignment: | -] [ -] | =]
Time Limit (Time Limit: minutes) Ti | _| | _| | _|
ime: [12: - oo - am | EDT
M show warning 'When: |5 Minutes Remain '
Stop Assignment: - - -
[¥ Spell Checker Available DesL | =] =] =l
Time: [12: »| foo =] [am ~|EDT
" Sauve J/J (" Save and Return {) { Wiew all Topics J:'J " Yiew Instructor's Topic Guidelines " cancel ‘/”

e The Essay Prompt field will not be populated. You must enter your own essay
prompt by either typing directly in the field provided, or by cutting and pasting in
an essay from another file.

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 and Trait Levels to Students” and “Do Not Show
Holistic Score and Trait Levels to Students When Advisory Present” options are
not available.
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9. 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 Internet Expl x|

& Assignment Created

Click <OK>.

10. Click <OK>. You will be returned to the Assignments for Class screen.

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.

5.2 Edit/View an Assignment

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

2. Inthe Classes Report screen (see below):

a. Click in the checkbox next to the name of the class for which you will be editing an
Assignment.

b. Inthe MENU field, click on Assignment Options link.

5.2 Edit/View an Assignment

/4 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS -3l x|
Printer-Friendly ¥ersion | Help | Log Out

Instructor: Dana Croft

MEML Classes in Franklin High School
elect a Report:
Add New Class | Classes Report =]
Edit Class Information

Delete Class

Select one or more classes by clicking the checkboxes to the left of the cass narmes, Then select a
function from the menu on the left, Click a class name to access the list of students for that dass,

< S e Students Current Contract Total

Batch Pt Reports Classes 2] Registered Submissions Submissions
Email Al}Students in Class [ |Creative Writing 5 4 4
Import Sjudent Information Enish 101 3 . a
Export Report Data :'_:

Archive Hartfolias | | |Exnository iriting 4 4 4

Edit My W=ser Infarmation
Add he th an Existing Class
Delete M from a Class

a.) Click in the checkbox next to the name of the
SlEET class for which you will be editing an Assignment
b.) Click on Assignment Options in the MENU field.

3 Classes 12 12 12
Select All Clear A deleted student will not be removed from the cazz total,
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Instructor’s Edition

3. Inthe Assignment for Class screen (see below):
a. Select the Assignment you wish to edit/view by clicking in the checkbox next to the

Assignment’s name.

b. Inthe MENU field, click on the Edit/View Assignment link.

AZBIGHNMENTS MENU

L~
(\ Editview Assignment
Frent

Get Administatar Assignment
Delete Assighment

Export Repolt Data

Select one or more assignments by clicking the checkboxes to the left of the names. Then select an

a Assignments - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

Assighments

5.2 Edit/View an Assignment

Assignment for class: | Expositary wiiting «

Assignment function from the menu on the left. Click an assignment's name to view or edit that
assignment's options,

=101x|

Printer-Friendly Yersion Help Log Out

A - Assignment Assignment
Assignment [2] Topic -
e Bedins Ends
. |E>ctrau:urric:ular Activities |E>ctrau:urricular Activities | | |

Select All

a.) Click in checkbox next to the Assignment you wish to
edit/view.

b.) Click on Edit/View Assignment in the MENU field.

Clear
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4. In the fields that appear in the Edit Assignment screen, make the desired revisions.

5.2 Edit/View an Assignment
i /) Edit Assignment - Microsoft Internet Explorer provided by ETS o] x|
(& o vecwomenn | DT
& nstructor: Dana Cr

Click items in this 5 in Franklin . nments Edit Assignment
row to go back ool

Edit Assighment

Set the options far this assignment by clicking on the g left of each desired choice, Click the Help button
for a detailed explanation of each of the possible choices, When wou are finished, click the Sawe Changes butkon,

Essay Topic I GRADE 10 ;I [v Students Can Save Essay to Complete Later
Categonys e .
Limit Students to Submission(s)
Topic Mode: | Parsuasive = I

[V Display Sample Essays To Students

Essay Topic: | Extracurricular Activities ;|
“Extracurricular ltis often suggested thatthe bestway = [ Show Holistic Score and Trait Levels to Students
Activities™ |rr o cehool district to save money is to [+ Do Hot Show Holistic Score and Trait Levels to Students When
Question Text: | oiminate certain extracurricular Advisory Present
activities by either reducing the number
of varsity sports available to students or [ Show Grammar Feedback
gettlng rld chertaln Student_c_l_gbs Itis j [ Show Usage Feedback } [V With Trait Level
Assignment - — [+ Show Mechanics Feedback
gN N |Extracurr|c:u|arAl:t|V|t|es
ame: ¥ Show Style Feedback ¥ With Trait Level
Thiz is the name the students will see when selecting an e -
eesizmmEns Exommslor Wiihng Brosiem, Wedk i i fhuv\: Organization & Development Feedback IV with Trait
BUE

[V Time Limit (Tirme Limit: 30 rminutes)

- Start Assignment: | = | = | |
M show warning When: |5 Minutes Remain time: [ =] [0 =] [aa]EOT
[¥ Spell Checker Available =
r Stop Assignment: | - [ -] | -~
Time: [12: ~| |oo -| |em -|EDT

" Save Changes {.{J " Yiew All Topics ilJ " ¥iew Instructor’s Topic Guidelines " cancel )‘

A

Click <Save Changes>.

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

Microsoft Internet Exple x|

& Assignment Saved

Click <OK>.

6. Click <OK>. The changes will be made and you will be returned to the Assignment for
Class screen.
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5.3 Share/Copy Assignment

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

2. Inthe Classes Report screen (see below):

a. Click in the checkbox next to the name of the class whose assignment you will share
or copy.

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

5.3 Share/Copy Assignment

3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS -0l x|

Printer-Friendly Version Help Log Out
2 Instructor: Dana Croft

Criterion.

Click items in th Classes in Franklin High School
row to go back

RERLI

Classes in Franklin High School

_SeleTTa PO ——_

Add MNew Class < | Classes Report =
Edit Class Infarmatian

Delete Class

Selact one or more classes by clicking the checkboxes to the left of the class names. Then select a
function frarm the menu on the left, Click a class name to access the list of students for that class,

C_fesionment Options Students Current Contract Total
Classes [+l Registered Submissions Submissions
Email All Stufents in Class [ |Crestive wiiting 5 4 4
Import Student Information r |Encish 1 3 4 4
Export Repoft Data e
Archive Portfblios : I ¢ |Exoository iriting 4 4 4

Edit My Userlinfarmation
Add Me to ar| Existing Class
Delete Me frdm a Class

a.) Click in the checkbox next to the name of the class
whose assignment you will share or copy.
b.) Click on Assignment Options in the MENU field.

Search

3 Classes 12 12 12
Select All Clear A deleted student will not be rermowved from the class total,
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3. Inthe Assignment for Class screen (see below):

a. Click in the checkbox next to the name of the assignment that you want to share or
copy.
b. Inthe MENU field, click on the Share/Copy Assignment link.

5.3 Share/Copy Assignment
a Assignments - Microsoft Internet Explorer provided by ETS - |EI|£|

Printer-Friendly Yersion Help Log Out

Instructor: Dana Croft

n Franklin Assighments

ASSIGHNMENTS MERL Assignment for class: | Expesitory Writing ~

Create Assignment Select ane ar more assignments by clicking the checkboxes to the left of the narmes, Then select an
e R Aszignrment function from the menu on the left, Click an azzignrment's name to view or edit that

(, assignment's options.
N _ . Assignment Assignment
ent Il 1]
Assignment (2] Topic Beqgins Ends

Delete Assig

v |E>drau:urric:u|ar Activities |E>dracurricular Activities

Export Feport Data

a.) Click in the checkbox next to the assignment
that you want to share or copy.

b.) Click on Share/Copy Assignment in
the MENU field.

Select All Clear
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4. In the Share or Copy Assignment screen (see below), make one of the following
selections:

a. Click on the button next to <Share this assignment..> if you want to share
the assignment with other classes. Any changes made to the assignment options for
one class will be reflected in all the classes to which it has been assigned.

b. Click on the button next to <Copy this assignment..> if you want to copy the
assignment to other classes. Any changes made to the assignment for one class will
apply only to that class.

5.3 Share/Copy Assignment
/3 Share/Copy Assignment - Microsoft Internet Explorer provided by ETS -0l x|
Help Log Out

Instructor: Dana Croft

Assigniments Share/Copy Assignment

Share or Copy Assignment: Extracurricular Activities

hare thiz assignment with the classes selected below, [Note: Changes you make to assignment's options will be
eflected in all classes to which it has been aszigned.)

opy this assignrent to the casses selected below, (Mote: Changes you rmake to assignment's options anly affect
he class to which it has been aszsigned.)

Select one or more of your classes to share or copy this assignment.

/ Select one or more classes with

Select either Share or Copy.

I™ Creative Wiriting which to share or copy the
I~ English 1071 assignment.

[ Dene f-) | Cancel f)

5. Click in the box(es) next to the classes to which the assignment will be shared or copied.

6. Click <Done>.
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5.4 Get Administrator Assignment

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

2. Inthe Classes Report screen (see below):

a. Click in the checkbox next to the name of the class for which you will be getting an
Administrator Assignment.

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

5.4 Get Administrator Assignment
a Classes in Franklin High School - Microsoft Internet Explorer provided by ETS - |EI|5|

Printer-Friendly Yersion Help Log Out
Instructor: Dana Croft

FE L C: Classes in Franklin High School
row to go back

MERL Classes in Franklin High School
Select a Report:
Add New Class | classes Repart =l
Edit Class Information
Delete Class

Select one or more claszes by clicking the checkbaxes to the left of the clazs narmes. Then select a

o i i function f th the left, Click | t the list of students for that cl

ASS' h BI"ITO tanS uncCion Trom 2 menu on e ler ICk a3 Class name To access e |[IsT OT sTudents Tor at class,
<\ g K R Students Current Contract Total

BaTerTT pors Classes [2] Registered Submissions Submissions

Email #ll Students in Class || [ |Crestive wiiting s 4 4

Import Btudent Information I |Engish 101 3 a a

Export Report Data S S

Archive Portfolios i [V | |Exposttory ritin 4 4 4

Edit M LIser Information
Add Mg to an Existing Class
Deletejme from a Class

a.) Click in the checkbox next to class for which you
Searc will be getting an Administrator Assignment.

b.) Click on Assignment Options in the MENU field.

3 Classes 12 12 12
Select All Clear A deleted student will not be remowved from the class total,
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3. Inthe Assignment for Class screen (see below), click on the Get Administrator

Assignment link.

5.4 Get

4} Assignment s - Microsoft Internet Explorer provided by ETS

Criterion.

Click on Get Fr b)) Classes in Frankiin

Administrator

Printer-FriendIy Yersion Help Log Dut
Instructor: Dana Croft

Assignments

Administrator Assignment
_(oOl x|

Assignment. ASSIGNMENTS MENU Assignment for class: | Expository Witing »
Create Assignment Select ane or raore assignments by clicking the checkboxes ta the left of the names, Then select an
Edithview Assignment Aszsignment function from the rmenu on the left. Click an assignrment's name to view or edit that
TR assignment's options.
Get Administrator Assignment Assignment [2] Topic Assignment Assignment
T siemaoh " Beqins Ends
||_ |Ex‘tracurricular Activities |Ex1racurricular Activities | | |
Export Report Data

4. If the Administrator has created an assignment, it will be displayed in the Get
Administrator Assignment screen (see below).

a. To view an assignment, click on its name.
b. To select an assignment to use with your own class, click on the check box next to the

name of the assignment and then click on the <Save and Continue> button at

the bottom of the screen.

c. If there are no assignments displayed, click <Cancel> at the bottom of the screen to
return to the Assignment for Class screen.

5.4 Get Administrator Assignment

/3 Get Administrator Assignment - Microsoft Internet Explorer provided by ETS

Click items in this Franklin
row to go back

assignment [<]

Instructor: Dana Croft

Assignments Get Administrator Assignment

Get Administrator Assignment

Creation | evel

- Designing & T4 Showy

Franklin School District

District Test-Exdracurricular

r L ctivities Franklin School District
|_ Lencthening the School Year Frankiin School District

a. To view an assignment, click on its name.

b. To select an assignment to use, click on the
check box next to its name and then click
<Save and Continue>.

SelectAll  Clear

~—————
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5.5 Delete an Assignment

/3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

1.

In the Classes Report screen (see below):

Instructor’s Edition

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

a. Click in the checkbox next to the class from which you will be deleting an
assignment.

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

& Criterion.

Click items in this "
row to go back

MEMLI

Add Mew Class
Edit Class Information
Delete Class

(

Email All
Impart St
Expart R
Archive P

Edit bty LI
Add Me to
Delete Mg

Search

1: Assignment Optiuns)
Batch Pr epotts

tudents in Class
dent Information
art Data

tfalios

er Information
an Existing Class
from a Class

Classes in Franklin High School

Select a Report:

Instructor: Dana Croft

ICIasses Report

Select one or more claszes by clicking the checkbaxes to the left of the clazs narmes. Then select a
function from the menu on the left, Click a class name to access the list of students for that class,

Classes [=]

=l

Students

Printer-Friendly Yersion

Classes in Franklin High School

Current Contract

Reqgistered

Submissions

5.5 Delete an Assignment

Total
Submissions

=101 x|

Help Log Out

Creative Wirting

r
[~ |Enclish 101
1

Excpository Wiriting

field.

a.) Click in the checkbox next to the class from
which you will be deleting an assignment.
b.) Click on Assignment Options in the MENU

3 Classes
Select All Clear

A deleted student will not be remowved from the class total,

12

12

12
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3. Inthe Assignment for Class screen (see below):

Instructor’s Edition

a. Click in the checkbox next to the Assignment you want to delete.

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

3 Assignments - Microsoft Internet Explorer provided by ETS

AZEIGHNMENTS MEML

Create Assignment

Edittview Assignment
Share/Copy Assignment

G iead signment
elete Assignment

ExportjReport Data

Printer-Friendly Yersion Help

Instructor: Dana Croft

Assignments

Select one or more assignments by clicking the checkboxes to the |left of the names. Then sslect an
Assignrment function from the menu on the left, Click an assignment's name to view or edit that

assignrment's options,

Assignment [2]

Assignment for class: | Expository Wiriting  +

Topic

5.5 Delete an Assignment

=10 x|

Log Out

Assigniment Assignment
Begins Ends

Ird |E>dracurric:u|ar Activities

|E>dracurricular Activities

a.) Click in the checkbox next to the
Assignment you want to delete.

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 Class screen.

43 Delete Assigments - Microsoft Internet Explorer provided by ETS

below?

Instructor: Dana Croft

Assigniments Delete Assignments

Delete Assighments for Expository Writing

Assignment

Extracurricular Activities

Topic

I = .
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6.0 REVIEW STUDENT ASSIGNMENTS

The instructor can review the writing diagnostics created by Criterion, add notes to the student
assignment, and/or create comments regarding student submissions. Criterion generates writing
diagnostics for the essay in the following areas:

Grammar Style
Fragments Repetition of Words

Garbled Sentences
Subject-Verb Agreement

Inappropriate Words or Phrases
Sentences Beginning with Coordinating

II-formed Verbs
Pronoun Error
Possessive Error

Wrong or Missing Word
Proofread This!

Conjunctions
Too Many Short Sentences
Too Many Long Sentences
Passive Voice

Organization and Development
Introductory Material
Thesis Statement

Mechanics
Spelling
Capitalize Proper Nouns

Missing Initial Capital Letter in a Sentence Main Ideas

Missing Question Mark Supporting Ideas

Missing Final Punctuation Conclusion

Missing Apostrophe Transitional Words and Phrases
Missing Comma Other

Hyphen Error
Fused Words
Compound Words
Duplicates

Usage
Wrong Article

Missing or Extra Article
Confused Words

Wrong Form of Word

Faulty Comparisons

Preposition Error

Nonstandard Verb or Word Form
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6.1 Review Writing Diagnostics

Follow the steps below to review the writing diagnostics generated by Criterion for a student
essay that has been completed and submitted.

1. Log into your Classes 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 class for

which you will be reviewing student essay submissions.

6.1 Review Writing Diagnostics

#} Classes in Franklin High School - Microsoft Internet Explorer provided by ETS i ] |

Printer-Friendly ¥ersion Help Log Out

Instructor: Dana Croft

MEML Classes in Franklin High School
‘ Select a Report:

Add Mew Class | Classes Report =
Edit Claszs Information

Delete Class
Select one or maore classes by dicking the checkboxes to the left of the class names, Then select a
i 5 function from the menu on the left. Click a class name to access the list of students far that class,
Assignment Options
2 ¥ = Students Current Contract Total
Batch Print Reports Classes Registered Submissions Submissions
Ermail All Students in Class [T | Creative YWritin B 4 4
Import Student Information I |engish 101 3 4 4
Export Report Data ; . =
Archive Portfalios I™ ' | Expgsitory Airtin & 9 &

Edit iy Liser Infarmation
Add Me to an Existing Class
Celete Me from a Class

Lot Click on the underlined name of the class.

3 Classes 14 12 12
Select All Clear A deleted student will not be removed from the clazs total,

NOTE: Be sure that students have submitted essays by checking the Total
Submissions field.
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3. Inthe Students in Class screen (see below):

Instructor’s Edition

a. Use the drop-down menu in the For Assignment field to select the name of the

assignment to be reviewed.

b. Click on the underlined name of student whose assignment you wish to review.

tudents in Expository Writing - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

Students in Expository Writing

Printer-Friendly ¥ersion

Help

a.) Select the assignment.

Students in | Expositony Wiriting -
Select a Report: For Assignment:
Add Mew Student IStudenis Report ;I IMost Recent Assignment «
Edit Student Information Select a report type, Select aone or more students by dicking F oxes, Then
Delete Student zelact & function from the rmenu on the left. Click a student|Eatracuri at student.
Click an azzignment to view its details, Leadership
Batch Print Reports A L
Erril Studentg Recent Submission Holistic
Studet: Assignment Date.Time Humber ** Score
Export Report Data </_M E)dnsm .nnlmnt . g?tsufglsme Humber Score
Archive Porfolios ExIraCUTGIEr ar =1,
g dones, Dolotes . Activities 04:43:32 PM EST 8
Exdracurricular har 21, 2005
(" Show Al Entries r ,M Activities D4:4427 PM EST =5
" Show Entries With: ] Extracurricular Mar 21, 2005
/”F tuniz, Carl Lctivities 044512 PM EST 58
Exdracurricular har 21, 2005
- I |Renaachar, Madhu Activities 04:46:07 PM EST i dE
b.) Click on the name
of the Student.
4 Students A deleted student will not be remowved from the class total.
SelectAll  Clear
* Scores marked with an asterisk indicate essays that contain an advisory.
** The first and rmost recent essay for each assignment is saved.
Mif indicates that a score is not available, Click the Help link far details,

6.1 Review Writing Diagnostics

=101x]

Log Out
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4. In the Portfolio For [Student} screen (see below), click on the underlined name of the
assignment you wish to review.

6.1 Review Writing Diagnostics

2} Jones, Dolores - Microsoft Internet Explorer provided by ETS = 3] x|
Printer-Friendly ¥ersion Help Log Out

Click items in this Jones, Dolores
row to go back ] .

[Jones, bolores =
Submitted Eszays l_

d
Exdracurricular Activities  War 21, 2005044332PMEST | 1] ] am]

Click on the name of the assignment.
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5. The Score Analysis screen showing the essay submitted by the student will appear (see
below).

6.1 Review Writing Diagnostics

3 Score Analysis - Microsoft Internet Explorer provided by ETS - |EI|5|
CEE_S‘} Student Dolores Jones Extracurricular Activities
~ Criterion. Expositary Writing Submitted March 21, 2008, 04:43:32 PM EST
Score Ana WSiS Menu Printer-Friendly ¥ersion | Writer's Handbook | Help

Rall over any Bl symbol ifit appears in the essay to display the instructor note.

Click on this link to Pop-up Mates
view question used

b View Your Essay Wi Question

View Holistic Summany:

. schoal hoard memhb ictvoted to get rid of certain

Score 3 outof B extracuricular activities to save| 10T the assignment. that although extracuricular
activities are good far their sty d. One program thattook a lotof
Yiew Sample Essays heatfrom the school board was the Go Give Spirit Club. The School Board voting 9 to1 to get rid of the
prograrn. | donOt think its right what the board did, though. | believe that the Go Give Spirit Clubis
View Score of 6 important to students.
View Score of 5
View Score of 4 When my bratherds store manager ofthe club he learned howe to do things hisself. He was having to
get up early in the marning and apen the stare hefore schoal begun, and he stays an haour after
I SR AT E school baking conkies, perfarmn inventory, and clean the store for the nest dayOs business. Warking in
View Score of 2 the school store my brother learned how to think better. He learned to think up ways of how to sell the
View Score of 1 stuffthat are being sold inthe store and he isworking out a plan to sell his famous chocolate chip

cookies.

View Scoring Guide
| understand that the schools spending too much money to running the school stare, | do not
understand how the school hoard can take away this kind of chance from ather students like my
hrother.

Comments
Create a camment about this essay.

| View Trait Feedback Analysis |

I Close Report |

To view the essay question prompt, click on the View Question link (see above). The
essay prompt (shown below) will appear onscreen.

) Extracurricular Activities - Microsoft Int =101

QUESTION Criterion’ =

It is often suggested that the best way for a schaool district to
gave money is to eliminate cerain extracurricular activities by
either reducing the number of varsity sports available to
students or getting rid of certain student clubs. It is said that
although these activities may be enjoyable to the students,
they are not necessarily vital to the educational experience.
Wihat do you think? Are these activities an important part of
the student experience or are they just an unnecessary
privilege? Write an essay in which you argue whether
extracurricular activities are necessary or unnecessary. Cite
specific reasons or examples for your chaoice.

[~
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6.1.1 View Holistic Summary

Instructor’s Edition

Click on the View Holistic Summary link in the Score Analysis Menu. The Holistic Summary
Score screen (shown below) will appear. It contains the following information:

e The title of the essay assignment
e The suggested time it should take to complete the essay

e The actual time the student took to complete the essay (The example shows 4 seconds

since the essay was pasted in from a word processor.)
e The holistic score assigned to the essay
e An explanation as to how the score was determined

6.1.1 View Holistic Summary

3 Score Analysis - Microso

Assignment title, suggested time to

E1s) Criterion. complete essay, actual time to complete
essay.
Score Analysis Menu

=101 |

Extracurricular Acthities
Submitted March 21, 2005, 04:43:32 PM EST

Yersion | Writer's Handboolk | Help

Essay Assighment:
Suggested Time: 30 minutes

d I Score 3outof 6

R
/ ‘iew Sample Ezsays

Time Taken 4 seconds
. . P Holistic Score 3 out of 6
Click View Holistic ?’“" 2‘“’"32::
iew Score
Summary
View Score of 4 4 Holistic S
View Score of 3 Score of 3; Uneven olistic Score
View Score of 2
View Score of 1 » Provides limited ar incomplete information; may be list-lilke or have the quality
of an outline.
Vie ‘s '< + |5 disorganized or provides a disjointed sequence of information.
Holistic _SCO"e + Exhibits uneven control over sentence structure.
explanatlon + Iay have some inaccurate word choices.
+ Containg errors in grammar and conventions that sometimes interfere with
understanding. o
N * “While a position is stated, either it is unclear or undeveloped. =]
Comments

Create a comment about this essay.

| View Trait Feedback Analysis |

Close Report

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

Extracurricular Activities

50



Criterion®™ User Manual Instructor’s Edition

6.1.2 View Sample Essays

If samples of essays that received different scores have been made available, you can click on the
View Score of (1-6) link(s) in the Score Analysis Menu to view them. (NOTE: The samples are
“Read Only.”)

The graphic below shows an example of an essay that received a score of 2.

6.1.2 View Sample Essays

3 Score Analysis - Microsoft Internet Explorer provided by ETS - |EI|1|
—
CE@ Student Dolores Jones Extracurricular Activities
~ Criterion. Expository Writing Subrnitted March 21, 2005, 04:43:32 P EST
Score Analysis Menu Printer-Friendly Yersion | Writer's Handbook | Help

View Your Essay School board in Magnolia County was voting to get rid of certain activities to save money a
View Holistic Summary: bunch of money. They say that activities are good for their students. Some of them are'nt
Score 3 out of needed. One of thern that took a lot of heat was the Go Give Spirit Club. The board was woting

ta get rid of it. | don't think its right. | believe that the Go Give Spirit Club is important. My

brother learned how to do things hisself. YWorking in the school store my brother learmed how to
think better. Hes learning to think up ways of how to sell the stuff that is being sold in the store
and he is worging out a plan to sell cookys. | know that the schools is spending way too much

Yiew Sample Essays
View Score of 6

View Score of 5 money to rundy the schoal stare, | do not understand haw they can take away this kind of
View Score of 4 chance

Under “View Sample Essays,” clicking on
the View Score of 2 link brings up an
example of an essay that scored 2 out of 6.

View Scoring Guide

6.1.3 View Scoring Guide

To view an explanation of the guidelines used by Criterion for scoring essays, click on the View
Scoring Guide link in the Score Analysis Menu as shown below. Use the scrollbar to access the
explanation of each score.

6.1.3 View Scoring Guide

3 Score Analysis - Microsoft Internet Explorer provided by ETS - |EI|5|
CE@ Student: Dolores Jones Extracurricular Actiities
~ Criterion. Expository Writing Submitted March 21, 2005, 04:43:32 PM EST

Score Analysis Menu Printer-Friendly Version |  Writer's Handbook |

View Your Essay View Question View Scoring Guide B

View Holistic Summary:
Score 3 outof 6 Score of 6 Score of 6 Excellent

Wiew Sample Essays Develops ideas well and uses many specific, relevant
View Score of 6 details throughout t_he essay. o
I well organized with clear transitions; maintains focus.

.
VIED SR AT » Sustains varied sentence structure.

View Score of 4 s Exhibits many specific word choices

View Score of 3 « Containg little or no errars in grammar and conventions;

View Score of 2 errors do nat interfere with ur

Clearly states the position a

reader of validity of argument SCfO" down tO
view explanations

for each score.

View Score of 1

Score of & Score of & Skillful

Develops ideas with some specific, relevant details

Is clearly organized; information is presented in an orderly
H H H H way, but essay may lack transitions.

Click View Scorlnq Guide. Exhibits some variety in sentence structure.

Displays some specific word choices.

Way contain some errors in grammar and conventions;

errars do nat interfere with understanding

Clearly states the position and persuades the reader.

| View Trait Feedback Analysis |

I tlose Report

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
ETS and the ETS logo are registered trademarks of Educational Testing Service (ETS). 51
CRITERION is a trademark of ETS.



Criterion®™ User Manual

Instructor’s Edition

6.1.4 View Trait Feedback Analysis

Trait Feedback Analysis provides information about how the essay was scored based on the
following traits: Grammar, Usage, Mechanics, Style, and Organization & Development.
Criterion shows the errors the student has made, explains why they are errors, and offers

suggestions as to how to correct

them.

1. Clickonthe <View Trait Feedback Analysis> button in the Score Analysis
Menu screen as shown in the example below.

6.1.4 View Trait Feedback Analysis

7} Score Analysis - Microsoft Internet Explorer provided by ETS gl x|

CE@ Student Dolores Jones Extracurricular Activities
~ Criterion. Expository \Writing Subrmitted March 21, 2005, 04:43:32 PM EST

Score Analysis Menu

Roll over any B symbol if it appears in the essay to display the instructor note.

» \iew Your Essay Wiy Gluestion Essay Pop-up Motes

View Holistic Summary:

B B (TG Recently, school hoard membhbers in Magnolia County school district voted to get rid of certain

extracuricular activities to save money a bunch of money, They say that although extracuricular
activities are good for their students some activities areOnt needed. One program thattook a lot of
Vigw Sample Essays heat from the school board was the Go Give Spirit Club. The School Board voting 8 to1 to get rid of the
pragram. | donOt think its right what the board did, though. | believe that the Go Give Spirit Club is

cookies

View Scoring Guide
lunderstand thatthe schools spending too much money to running the school store, | do not
understand how the schoal hoard can take away this kind of chance from other students like my
hrother

Click on <View Trait Feedback Analysis>.

Comments
eate a comment about this essay.

VWiew Trait Feedback Analysis
—

Close Report

The Trait Feedback Analysis Menu screen (shown below) will appear.

6.1.4 View Trait Feedback Analysis

ZJ Trait Feedback Analysis - Miciosoft Intemet Explorer provided by ETS

(L‘@ Student: NA Student Lengthening the School Year
Criterion. M Class & Submitted June 28, 2006, 05:37:31 FM EDT

Trait Feedback Analysis Menu Revise Essay | Printer-Friendly Version |  Writer's Handbook |  Help

J Grammar || Usage H Mechanics H Style H Organization & Development |

Click on each bolded item below
to see the corresponding

feedback. Summary of Grammar Errors

-

Surmmary of Grarnmar Errors
Fragments

Run-0n Sentence

Garbled Sentences
Subject-Verh Agreement
ll-fiormed Yerhs

Pronoun Errors 0 e L L L ya L L L L L - 1
Possessive Errors ‘&o @é? 5}5’ & ‘@é’ é@f’ {‘/65’ _s‘é:' S
Wrang or Missing Woard & B & &
Proofread This!

Number of Errors

Error Types

View Score Analysis

211 wards (Jun 29, 2005)
Print Combined
Feadback Report...

Close Report

S g M EOME | Ee] ] sac]
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Printer-Friendly ¥ersion | Writer's Handbook |  Help

WEm SR s impartant to students

View Score of &

View Score of 4 When my brotherOs store manager of the club he learned how to do things hisself. He was having to

View Score of 3 get up early in the morning and open the store before school begun, and he stays an hour after
school baking cookies, perform inventary, and clean the store for the nexdt dayOs husiness. Warking in

View Score of 2 the school store my hrather learmed how to think better. He learned to think up ways of haw to sell the

View Score of 1 stuffthat are being sold inthe stare and he is working out a plan to sell his famous chacolate chip
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2. Inthe Trait Feedback Analysis Menu screen:

a. Click on the trait tabs (Grammar, Usage, Mechanics, Style, or Organization &
Development) at the top of the screen to display a Summary of Errors for each error
type. If there are no errors for a particular trait, Criterion will display the following
message: “There are no <category name> errors.”

The example below displays the Summary of Grammar Errors that appears under
the Grammar trait tab. The Summary of Errors graph displays the number of errors
for each error type in the currently selected error category.

6.1.4 View Trait Feedback Analysis — Summary of Grammar Errors
<3 Trait Feedback Analysis - Microzoft Internet Explorer provided by ETS

Cf—} Student; NA Student Lengthening the School Year
Criterion. MA Class 8 Submitted June 249, 2005, 05:37:31 PM EDT

<

Writer's Handbook

Printer-Friendly Yersion

Revisae Essay

Trait Feedback Ang |

J’ Wr | |’ Usage | |’ Mechanics | |J Style | |’ DOrganization & Dewvelopment D

———

1

d itern below

a.) Click on the different [nding
trait tabs to display a Summary of Grammar Errors
Summary of Errors |fimar Errors

for each

error type. |,

Garbled Sentences
Subject-Verb Agreement
lll-farmed Yerbs
Pronoun Errors 0 L I 1 . I L 1 L L
. £ & &
S LSS @ <
e} e} Q@ o o8 véﬁ &

. o
Proofread This! {\;} gabé' :“?{o 50 q‘é‘ f

Number of Errors

Error Types

View Score Analysis l
211 wards (Jun 29, 2005)

Print Combined
Feedback Report...

Close Report

s e e Ol | (L= el e = = (el e ol Sl sl com s

Ay mESEE 7 O] an| s me] sac] S| £ [[ET. B4 RGO sz

NOTE: The default view for the Trait Feedback Analysis Menu is the Summary
of Grammar Errors screen.
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Instructor’s Edition

b. To display the error types that appear in the student's essay, click on the bolded

item(s) to the left of the screen essay (see the example below). Error types that are do
not appear in the essay will be grayed out.

6.1.4 View Feedback Analysis — Specific Grammar Errors

; Trait Feedback Analysis - Microsoft Internet Explorer provided by ETS

=101 x|

Trait Feedback Analysis Menu

Cﬁ@ Student: Dolores Jones Extracurricular Activities
~ Criterion. Expository Wiriting Submitted March 21, 2005, 04:43:32 PM EST

U GCrammar h|’ Usage | |’ Mechanics | |’ Style | |J Organization & Development | d) Cllck on
N N\ the Writer’s
Click an each holded itern helow Roll over the highlighted text in vour passage to display comments specific to your writing. Handbook

to see the carresponding

feedhack. ) A tab for

Wiew Question Fragments further
Summary of Grammar Errors ) ) This sentence may be a fragme, .

\ B Recently, school board members in Magnolia County SChepysofesd to be sure that you ha explanation
extra_c_urlcular activities tu_sa\re money a bunch _D_fmunegr. Tcompfete subject and predicate. about the
Garbled SenNces activities are good for their students some activities areOntreeves ore rograrn et error or
Subject-verh AgNement : comment
ll-farmed Yerhs ’

Fronoun Errars
FPossessive Errors
Wrang ar Missing Waord
Froofread This!

c.) Roll over the highlighted text

to display comments specific to

b.) Click on the bolded item(s) under

spending too much maney

the error.

“Summary of Grammar Errors to

oard can take away this kind

highlight the corresponding error type
in the essay.

Fint Combined
Feedback Report... |

Close Report |

Remermber, for more information, click on the Wiriter's Handhook link for each feedhack message.

c. Roll over the highlighted text in the student's essay to display feedback in a tooltip-

style text box as shown in the example above.

d. The Writer’s Handbook tab may be clicked on at any time for further explanation

about the error or comment.
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6.1.4.1 Trait Feedback Analysis — Usage Errors

Sample Summary of Usage Errors screen

A Trait Feedback Analysis - Microzoft Internet Explorer provided by ETS

(E@ Student: NA Student Lengthening the School Year
~ Criterion. M& Class 8 Submitted June 28, 2005, 05:37:31 P EOT

Writer's Handbook

Printer-Friendly ¥ersion

Revise Essay

Trait Feedback Analysis Menu |

" Grammar m'(u”ge mMechanics || Style || Organization & Devel £
SN——"

Click on each bolded item below
to see the corresponding

feedhack. Summary of Usage Errors
» Summary of Usage Errors

Wirang Aricle g 10
Missing or Extra Article E
Confused Words ‘B
wirang Form of Waord T 5
2 2
Faulty Comparisons E
Preposition Errar Z ., i e ! _— . |
Monstandard Yerb or Word {é}?’ &00 ﬁ’ ‘s\e‘b @é‘? ,é@ {p&
Farm \ & - & & &
= o
A A e
& o < S &
& § ® &
& & &
&

Error Types

View Score Analysis

211 words (Jun 29, 2008)

Print Combined
Feedback Report...

Close Report

]| 5 W E DWE | 6] e el e e

el T

EXs T.Y0

4:26 Pt

Sample Specific Usage Errors Feedback screen

Printer-Friendly Yersion | Writer's Handbook

Trait Feedback Analysis Menu

|’ Grammar ||’ Usage ||’ Mechanics | |’ Style | |’ Organization & Development |

Click on each bolded itern below Rall over the highlighted text in your passage to display comments specific to your writing.
to see the corresponding
iioeeloaEt Wiew Question Confused Words

Summary of Usage Errors

Wrong Article Recently, school board members in Magnolia County school district voted to get rid of certain

exfracuricular activities to yon have used its In this sentence. You hough extracuricular
ticle activities are good for their ¢ PO ' arogram that took a lot of
may need to use it's instead.
4 heat frorm the school hoard weaS e oo e opm oo, e ovnoorooard voting 9 to1 to get rid of the
program. | donOt think 88 right what the board did, though. | believe that the Go Give Spirit Club is
important to students.

Faulty Comparisons
Freposition Errar

When my brotherOs stare manager ofthe club he learned how to da things hisself. He was having to
get up early in the marning and open the store before school begun, and he stays an hour after

Manstandard Yerh or Word school baking cookies, perform inventary, and clean the store for the next dayOs business. Warking in
Form the school store my brother learned how to think hetter. He learned to think up ways of how to sell the
stuffthat are being sold in the store and he isworking out a plan to sell his famous chocolate chip
cookies.

lunderstand thatthe schools spending too much maney to running the schoal store, | do not
understand how the school hoard can take away this kind of chance from other students like my
hrather.

Yiew Score Analysis I
Print Combined
Feedback Report...
Close Report |
Remember, for more information, click on the Writer's Handbook link for each feedback message.
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6.1.4.2 Trait Feedback Analysis — Mechanics Errors

Sample Summary of Mechanics Errors screen

Trait Feedback Analysis Menu

Writer's Handbook

Printer-Friendly Yersion |

|, Grammar | |’ Usage | ; Mechanics )l |’ Style

| |’ Organization & Development |

Click on each bolded itern helow
ta see the carresponding
feedback.

Summary of Mechanics
Errors

Spelling

Canpitalize Praper Mouns

Mizsing Initial Capital Letter in
a Sentence

3

Mis=ing Question Mark
Missing Final Punctuation
Missing Apostrophe
Missing Comma

Hyphen Errar

Fused YWaords

Compound Words
Duplicates

View Score Analysis

Print Combinead
Feedback Report...

Close Report |

@maw of MechanicsErE

Number of Errors
=

0 1 1 1 1 1 1 1 1 1 1 ]
\\{9 £ & o Y & &
r ; & @zﬁ ﬁé'“ s & éf# @é‘& < g@@ Q@" ‘g‘dﬁ
i = 9

PG P

{;.QT é,‘&\?‘ ‘}& < \!‘? (f
K ¢ ¥ £

-
Error Types

226 words (Mar 21, 2005)

Remembet, for mare information, click on the 'Writer's Handbook link for each feedback message,

Sample Specific Mechanics Errors Feedback screen

Trait Feedback Analysis Menu

Writer's Handbook

Printer-Friendly Yersion |

| Grammar | |

Click on each holded itern below
to see the corresponding
feedhack.

Summary of Mechanics

Missing Initial Capital Letter in
a Sentence

Mizssing Question Mark
Mizsing Final Punctuation
Mis=ing Apostrophe
Missing Comma

Hyphen Errar

Fused Words

Compound YWords
Duplicates

View Score Analysis

Print Combined
Feedback Report...

Close Report l

Usage | |

Mechanics | |’ Style | |’ Drganization & Development |

Roll awver the highlighted text in your passage to display camments specific ta yaur writing.

Yiew Ciuestion Spelling
Recently, school hoard mermbers in Magnolia County school district voted to get rid of certain
(AIEY activities to save money a hunch of money. They say that although
o L ar‘ii'\riflinc: are rinnd for their czh_lrh_:lnft: snme activities needed. One program that
~h (T his word s misspelied. Use @ dictionary e Spirit Club. The School Board voting 5 Jog to
get rid gov spelichecker when you proofread your  |nard did, though. | believe that the Go Give Spirit
Club ig ok,

When my brotherOs stare manager ofthe club he learned how to da things . He was having ta
get up early in the marning and open the store befare school begun, and he stays an hour atter
school baking cookies, perform inventory, and clean the store for the next dayds business. Working in
the school store my brother learned how to think hetter. He learned ta think up ways of how ta sell the
stuffthat are being sold in the stare and he is warking out a plan to sell his famous chocolate chip
cookies.

| understand that the schools spending too much money to running the schoal store, | do not
understand how the school board can take away this kind of chance fram other students like my
hrother.

4

Remember, far more infarrmation, click on the Writer's Handbook link for each feedback message.

i
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6.1.4.3 Trait Feedback Analysis — Style Comments

Sample Summary of Style Comments screen

Printer-Friendly ¥ersion Writer's Handbook

Trait Feedback Analysis Menu
N\

|{ Grammar ||{ Usage ||f Mechanics |K Style )|( Organization & Development |

SN—r”

Click on each balded itern below
to see the corresponding

» Summary of Style Comments
Repetition of Words

Inappropriate Words or
Phrases

20

Sentences Beginning with
Coordinating Conjunctions

Too Many Short Sentences

& &
Too Many Long Sentences @6& i@ﬁ’é é:;@ é& ‘éﬁ *é?

Number of Comments

& g &
Passive Voice @{‘6 @ $§§> z Ea qgs"é
& & & &
S $ £ o’ 8"
Murmber of Words: 226 & (@{@ ‘!@? ‘!3‘5‘
e o
Mumber of Sentences: 11 & c-?df' & &

Average numhber of wards per
sentence: 20.9

Comment Types

Yiew Score Analysis

226 words (Mar 21, 20048)

Print Combined
Feedback Report...

Close Report

Remember, far more inforrmation, click on the Writer's Handbook link for each feedback message,

Sample Specific Style Comments Feedback screen

Trait Feedback ﬁnalysis Menu Printer-Friendly Yersion | Writer's Handbook

|{ Grammar | |( Usage | |{ Mechanics | |{ Style | |( Organization & Development |

Click on each bolded iterm below Raoll over the highlighted text in your passage to display comments specific ta your writing.
to see the correspanding
feedback.

Wiew Question Repetition of Words

Recentty, BB board members in Magnolia County EEIRE] district voted to get rid of certain
extracuricular activities to save money a bunch of money. They say that although extracuricular
activities are good for their students some activities areOnt needed. One program thattook a lot of
Phrases heat fram the board was the Go Give Spirit Club. The EME Board vating 9 ta1 to get rid of the
Sentences Beginning with program. | d t think it= ricthtwihat the hoard did _thoonh | helieve that the Go Give Spirit Club is
EamiifinEing Canmaisns important to StudE'{’OU hgve repeated these words seyera!
times in your essay. Your essay will be
Too Wany Shart Sentences Wihen my brotheristronger if you vany your word choice and o da things hisself. He was having to
Too Many Long Sentences get up early in thelsubatitute some other words inatead. Ask gun, and he stays an hour after
baking cogyour instructor for advice., r the next dayOs husiness. Warking in
] my brother learned how to think better. He learned to think up ways of how to el the
stuffthat are being sald in the 5 and he iswarking out a plan ta sell his famous chacolate chip
Mumber of Words: 226 cookies.

Mumber of Sentences: 11

Fassive Voice

A ber of 4 | understand that the
werage number of waords per understand how the

sentence: 20.5 hraother.

View Score Analysis |
Print Combined
Feadback Report...
Close Report | 4 I I _DI

Remember, far maore information, click an the Writer's Handbook link for each feedback message.

=pending too much money to running the I, | do not
hoard can take away this kind of chance from other students like my
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6.1.4.4 Trait Feedback Analysis — Organization & Development Comments

Sample Organization & Development Feedback — Individual Elements Feedback screen

Trait Feedback Analysis Menu

Printer-Friendly Yersion

;
Organization & Development

Click on each element on the left to highlight the corresponding part ofthe essay. To see all the elements
highlighted at once, select Show All Elements.

Writer's Handbook

|{ Grammar ||{ Usage ||f Mechanics ||{ Style

Thesis Statement

Main ldeas Wiew Question Introductory Material
Supporting ldeas
Conclusion
Show ] 10 ot of
Individual S " i School Board woting 9101 to get rid of the
El ansitnnalitoE Sl pragrarm. | donintroduction, you showid capture the elieve that the Go Give Spirit Club is
ements Phrases impatant to stireader's interest, provide background

information about your topic, and present
When my brothyowr thesis sentence. Look in the Vnter's wio dothings hisself He was having to
get up early inHandbook for ways to improve lour hegun, and he stays an hour after
school baking |intraduction. » for the next dayOs husiness. Warking in
the school stare my brother learned hiow to think Betier. He Tearned to think up ways of how to sell the

stuff that are heing sold in the store and he isworking out a plan to sell his famous chocolate chip
cookies.

Other

& Show individual elements
" Show all elements

| understand that the schools spending too much money to running the schoaol store, | do not

understand how the school board can take away this kind of chance from other students like my
hrother.

View Score Analysis

Print Combined
Feedback Report...

Close Report

Remembet, for mare information, click an the \Wiiter's Handbaook link for each feedback message.

Sample Organization & Development Feedback — All Elements Feedback screen

Trait Feedback Analysis Menu

Printer-Friendly Version

| Writer's Handboolk

|’ Grammar | |J Usage | |f Mechanics | |J Style Organization & Development

v

Lise the color key on the |eft to identify each element inyour essay. To view elements ane by one, select
Show Individual Elerments.

Wiew GQuestion

porting |c

Conclusion

Show All
Elements

" Show individual elements

have developed, and leaves the reader with Bl

Wl hought-provoling ideas. The Wiiter's ed to thin

EUEMEN o ncibook can provide ideas for improving :
owr conclusion.

% Show all elements

| understand thatthe schools spending too much maney ta running the schoal store, | da nat

understand h he school board can take away this kind of chance from other students like my
hrother,

View Score Analysis

Print Combined
Feedback Report...

Close Report |

Remember, for mare information, click on the Yriter's Handbook link for each feedback message.
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6.1.5 Combined Trait Feedback Report

All the feedback about an essay can be shown in a Combined Trait Feedback Report.

Instructor’s Edition

1. Inany of the Trait Feedback Analysis screens, click on the <Print Combined
Feedback Report..> button on the left side of the screen. See the example below.

; Trait Feedback Analysis - Microzoft

Internet Explorer provided by ETS

6.1.5 Combined Trait Feedback Report

ATS)
(GE Criterion.

Student: NA Student
NA Class 8

Trait Feedback Analysis Menu

Lengthening the School Year
Subrnitted June 29, 2004, 05:37:31 PM EDT

Revise Essay | Printer-Friendly ¥Yersion | Writer's Handbook | Help

J’ Grammar ||’ Usage ||J Mechanics

| |’ Style | |, Organization & Development |

Click on each holded iterm below
to see the corresponding
feedback.
» Summary of Grammar Errors
Fragments
Fun-0n Sentence
Garbled Sentences
Subject-Verb Agreement
lll-formed Yerbs
Pronoun Errars
Possessive Efrors
Wrong or Missing Word
Proofread This!

MNumber of Errors

View Score Analysis

Close Report |

Sl 1o

i Start

Summary of Grammar Errors

10
5
3
2
0 1 1 |-| I I 1 1 ]

Error Types

Click <Print Combined

Print C bined
Feodback. .JZED,t__1, Feedback Report...>

211 words (Jun 2%, 20048)

T

K G.

e

| &s]ar. (B4 TmMBP OIS s23pu
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2. Inthe Create Combined Trait Feedback Report screen (shown below):

a. Click in the boxes next to the categories that you want printed in the report. (The
default shows all the boxes checked.)

b. Click onthe <Printer-Friendly Version> button.

6.1.5 Combined Trait Feedback Report

; Create Combined Trait Feedback Report - Microsoft Internet Explorer provided by ETS - Ellﬂ

File Edit View Favorites Tools Help ﬁ

dmback = - £ #at | Qlsearch [GfFavorites  Media % | S aa8
@ =

Create Combined Trait Feedback Report

Selectthe trait feedback categories below to include in the report. Then click Printer-Friendly Version to view and print the combined

report.
a.) Select the feedback categories ﬁﬁ;::‘;“”
you want printed in the report. % Mechanics
¥ ste

I Organization & Development

b.) Click <Printer-
Friendly Version>_ > Printer-Friendly Version | | cancel | Help )

[

A printable version of the report will appear onscreen. See the example below.

‘3 Trait Feedback Analysis - Microsoft Internet =] 3
e ———————————
Cﬁ@ Student: Dolores Jones Extracurricular Actiities
Criterion. Expository Wiiting Subrnitted March 21, 2005, 04:43:32 PM EST

‘B Print Score and Trait Feedback Reports - Microsoft Internet Explorer provided by ETS =101

File Edit Wiew Favorites Tools Help |-
s Back + = - @ ﬁ| @Search (] Favorites @Med\a €3| %v =h = E el g
Dolores Jones

Expository Writing

Extracurricular Activities

Submitted: March 21, 2005, 04:43:32 P EST

Score: 3 out of

Question:

It is often suggested that the best way for a school district to save maney is to eliminate certain extracurricular activities by either
reducing the number of varsity sports available to students or getting rid of certain student clubs. It is said that although these
activities may be enjoyable to the students, they are not necessarily vital to the educational experience. YWhat do you think? Are
these activities an important part of the student experience or are they just an unnecessary privilege? WWrite an essay in which you
argue whether extracurricular activities are necessary or unnecessary. Cite specific reasons or examples for your choice

Category: Grammar

Type: Fragments

Essay:

Recently, school hoard members in Magnolia County school district voted to get rid of certain extracuricular activities to save money a
bunch of money. They say that although extracuricular activities are good for their students some activities areOnt needed. One program
thattonk a lot of heat from the schaol board was the Go Give Spitit Club. The School Board voting 9 to1 to get rid of the program.’ | donot
think its right what the board did, thouah. | believe thatthe Go Give Spirit Club is impaortant to students

When my brotherOs store manager of the club he learned how to do things hisself. He was having to get up early in the marning and open
the store before school begun, and he stays an hour after school baking cookies, perform inventory, and clean the store for the next dayOs
| business Warking in the schoal stare my brother learned how to think better. He learned to think up ways of how o sell the stuffthat are LI

3. To obtain a hard copy of the report, either click on the printer icon or select <Print>
from the drop-down menu under File in the main toolbar.
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6.2 Create Pop-up Notes for a Student Assignment

Instructors can create their own “Pop-up Notes” for a Student Assignment by following the steps
detailed below.

1. Inthe Score Analysis screen of a Student Essay*, click on the Pop-up Notes link (see

below).
6.2 Create Pop-up Notes
a Score Analysis - Microsoft Internet Explorer provided by ETS — |E||i|
:ﬁ@ Student: Dolores Jones Extracurricular Activities
~ Criterion. Expositary ¥riting Submitted March 21, 2005, 04:43:32 PM EST
Score ﬁrlalyrsis Menu Printer-Friendly Yersion | Writer's Handboolk
Roll aver any Bl symbol ifit appears in the essay to display the instructar note.
» View Your Ess Wiy Question . Pop-up Motes
eSS Click on Pop-up Notes. [—
\é‘iew nglls‘:lcfsﬁummary. Recently, schoal hoard membg ed to get rid of cerfam
COER extracuricular activities to save MONEY A DUNEN O MOONEy. 11eyY sdy mat although extracuricular

activities are good far their students some activities arednt needed. One program thattook a lot of
heat from the school board was the Go Give Spirit Club. The School Board voting 9 ta1 to get rid ofthe

Yiew Sample Essays A HU AT ' . ] " !
program. | donOt think its right what the board did, though. | helieve that the Go Give Spirit Club is

View Score of 6 important to students.

View Score of &

View Score of 4 When my hrotherOs store manager of the club he learned how to do things hisself. He was having to
get up early in the marning and apen the stare before school begun, and he stays an hour after

View Score of 3 school baking cookies, perform inventory, and clean the store for the next dayOs business. Working in

View Score of 2 the schoal stare my hrother learned how ta think better. He learned to think up ways of how to sell the

View Score of 1 stuff that are being sold in the store and he is working out a plan to sell his farmous chocolate chip

cookies.

View Scoring Guide
| understand that the schools spending too much money to running the school store, | do not
understand how the school hoard can take away this kind of chance fram other students like my
hrother.

Comments
Create 3 comment ahout this essay.

| View Trait Feedback Analysis |

| Close Report |

*NOTE: Follow steps 1 — 4 in Section 6.1 — Review Writing Diagnostics if you
do not remember how to access the Score Analysis screen for a Student Essay.
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2. Inthe Essay screen that appears, click on a word to insert a Pop-up Note, as shown in the
example below.

6.2 Create Pop-up Notes
3 Pop-up Notes - Microsoft Internet Explorer provided by ETS - Ellil

Click on a word to insert an Instructor Pop-up Mate before that word. A8 symbol will appear inthe essay. Glick an existing I symbol o
edit or delete its carresponding note.

Essay: Jones, Dolores
Extracurricular Activities
Submitted Mar 21, 2005 04:43:26 PM EST

Recently, school board members in Magnolia County school district voted to get rid of certaig/racuricular Mgities to save maney a bunch of
money. They say that although extracuricular activities are good for their students some actifities are'nt neede}. One program thattook a lot of
heat fram the school board was the Go Give Spirit Club. The School Board voting 9 tal to geNgd ofa 0 zn. | don't think its right what the
hoard did, though. | believe thatthe Go Give Spirit Club is important to students.

Click on the word to insert a
Pop-up Note.

hen ry brother's store manager of the club he leamed how to do things hisself He was having to get up eatly in e
store before school begun, and he stays an hour after school baking cookies, perfarm invertory, and clean the store for i
husiness. Warking in the school stare my brother learned how ta think better. He learned to think up ways of how to sell t

sold in the store and he is working out a plan to sell his famous chocolate chip cookies.

| understand thatthe schools spending too rmuch money to running the school store, | do not understand how the school board can take away
his kind of chance from other students like my hrother.

( Save and Return ) | ( Help J)

3. Inthe Create Pop-up Note screen that appears (see below), enter the text* for the Pop-up
Note in the field provided.

6.2 Create Pop-up Notes
3 Edit Pop-up Note - Microsoft Internet Explorer provided by ETS = Ellil
Enter the text for the Pop-up Mote inthe box below. The student can roll over the L] symhaol inthe essay to display the note.

Pop-up Mote Text:

Enter text for POp'Up gt's valk about ways to help you remember ;I
Note’ and then CIiCk how to punctuate contractions.

<Post Note>.

=

Delete Note ) | " Comments Library... | [ cancel _i) a Help J/

*NOTE: By clicking on the <Comments Library> button you can access
Standard Comment Text which can save you time when you write Pop-up Notes.
See Section 6.4 — Using the Comment Library for further instruction.

4. Click <Post Note>.
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5. A symbol will appear before the word in the essay, as shown below. Click <Save
and Return>.

6.2 Create Pop-up Notes
3 Pop-up Notes - Microsoft Internet Explorer provided by ETS — |D|ﬂ

Click on awaord to insert an instructor Pop-up Mote before that word. 1| symbol will appearin the essay. Click an existing 1] symbol to

edit or delete its corresponding note.

Essay: Jones, Dolores
Extracurricular Activities
Submitted Mar 21, 2005 04:43:26 PM EST

Fecently, school board members in Magnolia County school district woted to getrid of certain exjedturicular aNyities to save money a bunch of;l
money. They say that although exdracuricular activities are good for their students some activities B are'nt nesded. One program thattook a lot

of heat from the school board was the Go Give Spirit Club. The School Board voting 9 to1 to get rid of e program. | don'tthink its right what the
hoard did, though. | believe that the Go Give Spirit Club is importantto students.

hen my brother's store manager ofthe club he learned how to do things hisself. He was having to get up early in the marning and open the
store before school begun, and he stays an hour atter school baking cookies, perform inventory, and clean the store for the next day's
business. Working in the school store my brother learned how to think better. He learned to think up ways of how to sell the stuff that are being
sold in the store and he is working out a plan to sell his famous chocolate chip cookies.

| understand thatthe schools spending too much money to running the schoal stare, | do not understand how the school hoard can take away
this kind of chance from other students like my hrother.

Click <Save and Return>.

(" Save and Return Jl ( Help )|

6. When the student rolls over the E symbol, the Pop-up Note will be displayed as shown in
the example below.

6.2 Create Pop-up Notes

Score Analysis Menu Printer-Friendly Yersion | Writer's Handbook

Roll aver any Bl svmbol if it appears in the essay to display the instructor note.

» View Your Essay View Question Essay Pop-up Motes
View Holistic Summary: Let's talk about ways to help you remember

Score 3 out of B

Recentlg_r, school _b_n_ard members in Magnolia County scl, g to punctuate cortractions.
extracuricular activities to save money a bunch gPMonNey TS s&y Ul dTOOWIT BAT AL OO
activities are good far their students some activineeded. One program that took a lot of
Yiew Sample Essays heat fror the school board was the Go Give Spirit G, The School Board voting 9 to1 to get rid of the
program. | danOt think its right what the hoard did, though. | believe that the Go Give Spirit Club is

View Score of 6 important to students.

View Score of 5

View Score of 4 When rmy brotherds stare manager ofthe club he learned how to da things hisself. He was having to
get up early in the morning and open the store hefore school hegun, and he stays an hour after

IS schoal haking cookies, perfarm inventary, and clean the stare far the next dayOs business. Warking in

View Score of 2 the school stare rmy hrother learned how to think hetter. He learned to think up ways of how to sell the

View Score of 1 stuffthat are being sold in the store and he is working out a plan to sell his famaus chocolate chip

caokies.

Yiew Scoring Guide
lunderstand thatthe schools spending tao much maoney ta running the schoal store, [ do not
understand how the schoal board can take away this kind of chance from other students like my
hrather,
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6.3 Create Comments for a Student Assignment
Instructors can write Comments about a Student Assignment by following the steps below.

1. Inthe Score Analysis screen of a Student Essay*, click on the Create a Comment link
(see below).

6.3 Create a Comment

3 Score Analysis - Microsoft Internet Explorer provided by ETS - |EI|5|
:ﬁ’.ﬂl_s\f Student: Dolores Jones Extracurricular Activities
~ Criterion. Expositary Writing Submitted March 21, 2005, 04:43:32 PM EST

Printer-Friendly Version | Writer's Handbook

Score Analysis Menu

Fall aver an\,rﬂ symbol ifit appears inthe essay to display the instructor note.

» View Your Essay Wiew Gluestion Essay Fop-up MHotes
\é‘iew nglis:icf%ummary: Recently, school board members in Magnolia County school district voted to get rid of certain
BEE = O exfracuricular activities to save money a bunch of money. They say that although extracuricular

activities are good for their students some activities E areont needed. One prograrm that took a lot of
heat from the school hoard was the Go Give Spirit Club, The School Board woting 9101 to get rid of the

Wiewy Sample Essays
pragram. | dandt think its right what the board did, though. | helieve that the Go Give Spirit Club is

View Score of 6 important to students.

View Score of 5

View Score of 4 When my brotherOs store manager of the club he learned how to do things hisself. He was having to
get up early in the marning and open the store before school begun, and he stays an hour atter

LIS school baking cookies, perform inventory, and clean the store for the next dayOs business. Working in

View Score of 2 the school stare my brother learned how to think better. He learned to think up ways of how to sell the

View Score of 1 stuff that are being =sold in the store and he isworking out a plan to sell his famous chocolate chip
cookies.

View Scoring Guide
| understand that the schools spending too much money to running the school store, | do not
take away this kind of chance fram other students like my

Click on <Create a Comment>.

Comments

Create a comment ghout this essay.

| View Trait Feedback Analysis |

| Close Report |

*NOTE: Follow steps 1 — 4 in Section 6.1 — Review Writing Diagnostics if you
do not remember how to access the Score Analysis screen for a Student Essay.
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2. Inthe Create a Comment screen that appears (see below), enter the text* for the
Comment in the field provided. A history of comments made about the essay will update
as more comments are added.

6.3 Create a Comment

; Create a comment - Microsoft Internet Explorer provided by ETS — | Ellil i
Type your comment here, then click the Post Comment button. Essay: Jones, Dolores
Click the Comments Library... hutton to add standard text to your comment. Extracurricular Activities
Submitted March 21, 20045, 04:43:32 PM EST
Comment to: Jones, Dolores
Let's schedule some time to talk shout your ﬂ Recently, school board mernbers in Magnolia
Essay_l County school district voted to get rid of certain
extracuricular activities to save money a bunch of
Enter comment / maney. They say that athough extracuricular
H s activities are good for their students some activities
text in this field. are'nt needed. One program that took a ot of heat
frorn the schoal hoard was the Go Give Spirit Club.
I LI The School Board voting 9101 to get rid of the
pragrarm. | don'tthink its right what the board did,
. though. | believe thatthe Gao Give Spirit Club is
Comment History B important to students.
When my brother's store manager of the club he
learned how to dothings hizself. Hewas having to
K getup early in the maorning and open the store
Previous comments made about hefore school hegun, and he stays an hour atter
the essay would appear here. school baking cookies, perform inventory, and clean
the store for the next day's business Warking in the
school store rmy hrother learned how o think better.
He learned to think up ways of how to sell the stuff
that are heing sold in the store and he is working out
a plan to sell his famous chocolate chip cookies,
| understand that the schools spending too much
maney to running the school store, | do not
Click <Post Comment>. understand how the school board can take away this
kind of chance fraom other students like rmy brother,
" Post Comment J) (" Comments Library... .:J/J (" cancel i} Help ‘j}J
*NOTE: By clicking on the <Comments Library> button you can access
“Standard Comment Text” which can save you time when you write Comments.
See Section 6.4 — Using the Comment Library for further instruction.
3. Click <Post Comment>. The Score Analysis screen will be updated to include the
comment that has been created. See the example below.
Comments =
Create a comiment
From: Croft, Dana Edit this comment Delete this comment
June 16, 20058, 02:01:15 FM EDT
Fegarding: Essay submitted an March 21, 20048, 04:43:32 PM EST ;I

Copyright © 2002, 2004, 2005 ETS. All rights reserved.
ETS and the ETS logo are registered trademarks of Educational Testing Service (ETS). 65
CRITERION is a trademark of ETS.



Criterion®™ User Manual Instructor’s Edition

6.4 Using the Comments Library

You can save time when you are writing Pop-Up Notes or commenting on essays by using the
Standard Comment Text stored in the Comments Library.

6.4.1 Add a Standard Comment to a Pop-up or Comment.

1. Click on the <Comments Library> button in either the Create a Pop-up Note or
Create a Comment screen.

2. Inthe Create and Manage Standard Comments screen (see below):

a. Click on the desired comment in the Standard Comment Text field. The full text will
appear in the field to the right, as shown below.

b. Click the <Add Text to Pop-up (Comment)> button to add the standard
comment to the Pop-Up or Comment.

c. Follow the instructions for posting a Pop-up or Comment described in Sections 6.2 or
6.3.

6.4.1 Add a Comment

/3 Create and Manage Standard Comments - Microsoft Internet Explorer provided by Com =10] x|

Create and Manage Standard Comments

Standard Comment Text can save you time when you are commenting on essays. Create a standard
camment by clicking the Create New Comment Text hutton. Select a standard comment, then click the Add
Text to Comment button to add itto your camment You can revise ar delete your standard comments. After
wau have revised a standard comment, click the Save Changes button.

Stal

nt Text Redo

lease refer to the ;I
riter's Handbook and

redo this portion of

VOUr eSSay.

Thesis
Expand this\Wea
Edit

a.) Click on the Comment to be added.

b.) Click <Add Text to Pop-up (Comment)>. |
\ Add Text to Pop-up ) | [ Create New Comment Text ) | Save Changes )
| Delete Comment | | ( Save and Return | - Help

6.4.2 Create a New Standard Comment

1. Click on the <Comments Library> button in either the Create a Pop-up Note or
Create a Comment screen.
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2. Inthe Create and Manage Standard Comments screen (see below), click on the

<Create New Comment Text> hutton.

6.4.2 Create New Comment

3 Create and Manage Standard Comments - Microsoft Internet Explorer provided by Computer

=10/|

Create and Manage Standard Cemments

Standard Comrment Text can save you time when you are commenting on essays. Create a standard
cormment by clicking the Create New Comment Text button. Select a standard comment, then click the Add
Text to Comment button to add it to your comment, You can revise or delste your standard comments. After
you have revised a standard comment, click the Save Changes bution.

Standard Comment Text Redo
: P ————— =
Thesis Writer's Handbook and
Expand this idea redo this portion of
Edit your essay.

Click on <Create New Comment Text>.

( AddTenttoPopup )| [ Create New Comment Text _)’) (" Saue Changes y

{_Delete Comment ) | Save and Return ) | " help J)

3. Inthe Create a New Standard Comment screen (see below):
a. Enter a brief name for the new standard comment.
b. Type the text for the new standard comment.

c. Click <Save and Return>.

6.4.2 Create New Comment

/3 Create a New Standard Comment - Microsoft Internet Explorer provided by Computer Science

=101

Create a New Standard Comment

Enter a hrief name for the new standard comment. Type the text for the new standard comment, then click
the Add This Comment hutton when you are finished.

Standard Comment Hame: 4—

a.) Enter name for new comment.

Standard Comment Text: d

b.) Type text for new comment.

Add this Comment J) ( save andReturn || [ cancel J) " Halp J)

c.) Click <Save and Return>.
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6.4.3 Revise an Existing Standard Comment

1. Click on the <Comments Library> button in either the Create a Pop-up Note or
Create a Comment screen.

2. Inthe Standard Comment Text field of the Create and Manage Standard Comments
screen:

a. Click on the name of the comment to be revised.
b. Revise the comment in the full text field.
c. Click <Save Changes>.

6.4.3 Revise Existing Standard Comment
& Create and Manage Standard Comments - Microsoft Internet Explorer provided by Comp 10l x|

Create and Manage Standard Comments

Standard Comment Text can save you time when you are commenting on essays. Create a standard
comment by clicking the Create Hewe Comment Text button. Select a standard comment, then click the Add
Text to Comment button to add it to your comment. You can revise or delete your standard cormments. After
you have revised a standard comment, click the Sawve Changes hutton.

Standard Comment Text Redo

Please refer to the ;I

Writer's Handbook and
redo this portion of
your essay.

a.) Click on Standard Comment Text.
b.) Revise text of comment.
c.) Click <Save Changes>.

Thesis
Expand this idea
Edit

| .

" Add Text to Pop-up ) [_Create New Comment Text ) | [ Save Changes ))
Delete Comment | | _save and Return ) | " Help

6.4.4 Delete a Standard Comment

1. Click on the <Comments Library> button in either the Create a Pop-up Note or
Create a Comment screen.

2. Inthe Create and Manage Standard Comments screen, click on the desired comment in
the Standard Comment Text field.

3. Click <Delete Comment>. In the message box that appears (see below), click <OK>
and the standard comment will be deleted.

Microsoft Internet Explorer x|

@ Are you sure vou wish to delete this cormment?

Cancel

d
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7.0 CREATE REPORTS

Instructors can create a number of reports containing information about Classes, Students, etc.
from the Classes Report screen.

1. Log into your Classes 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 an Instructor:

o Classes Report (This is the default report for Instructors.)
o Classes Access Information Report

o Errors Report

« Holistic Score Summary

« School Roster Report

« Student Access Information Report

« Students Report

7.0 Create Reports

=] ed
Printer-Friendly Yersion Help Log Out
Instructor: Dana Croft
Classes in Franklin High School
row to go back &
MEML Classes in Franklin High School
Select a Report:
add New Class P —— B Select Report type.
Edit Class Information coess Infarmation Repart
Celete Clazs ' i
part king the checkboxeas to the left of the class names. Than zelect a
B : Halistic Scare Summany Ft. Click a class name to access the list of students for that cdass,
Asszignment Options
: 2 Sechool Rester Report ents Current Contract Total
Student Access Information Report F=f Fmeh
Biatch Print Reports | Studants Repart tered Submissions Submissions
Ernail All Students in Class CTealve Vg 5 4 4
Impaort Student Information I |engiish 101 3 4 4
Export Report Data : -
Archive Porfolios [T |Expository Whitin 4 4 4
Edit iy Liser Infarmation
Add Me to an Existing Class
Celete Me from a Class
Search
J Clas=ses 12 12 12
Select All Clear A deleted student will not be removed fram the class total
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7.1 Classes Report

Instructor’s Edition

The Classes Report displays the names of the classes in the school, the number of students
registered for each class, the current number of contract submissions per class, and the total

number of submissions per class.

1. To generate the Classes Report, first follow Steps 1-2 described in Section 7.0 —

Create Reports.

2. Click on the Export Report Data link under MENU. Refer to Section 11.0 — Export

Report Data for next steps.

7 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

7.1 Classes Report
o ]

Instructor: Dana Croft

Printer-Friendly Yersion

Click items in t
row to go back

Classes in Franklin High School

Help

Log Out

MERNLI

Add Mew Class
Edit Class Information
Delete Class

Azsignment Options
Batch Print Reports

Email All Students in Class
fi Forsagtion

wport Report Data
Archive Portolios

Edit My User Information
Add Me to an Existing Class
Delete Me fram a Class

Search

Classes in Franklin High School
Select a Report:

ICIasses Report ;I

Select one or maore classes by clicking the checkboxes to the left of the class names, Then select a
function frar the rienu on the left. Click a class name to access the list of students for that class,

Students Current Contract Total
Reqgistered Submissions Submissions

Creative Wiriting H] 4 4

Classes [2]

Encilizh 101 3 4 4

Expository VWriting 4 4 4

=
=
=

\ Click Export Report Data to

generate the Classes Report.

3 Classes 12 12 12

Select All Clear A deleted student will not be removed from the class total
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7.2 Classes Access Information Report

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

1. Follow Steps 1-2 described in Section 7.0 — Create Reports.

2. To generate the Classes Access Information Report, click on the Export Report Data
link under MENU. Refer to Section 11.0 — Export Report Data for next steps.

7.2 Classes Access Information Report

/] Classes in Franklin High School - Microsoft Internet Explorer provided by ETS o ] 4
@ Instructor: D Croft Printer-Friendly Yersion Help | Log Out
2 : NSructor: Dana Lr
Criterion.

Click items in t .Classes ih Franklin High School
row to go back

MERL Classes in Franklin High School
elect a Report:
Add Mew Class < ICIassesAccess Infarmatian Report ;I
Edit Clags Information
Delete Class clicking the checkboxes to the left of the class names, Then
select a funchion frorm the rmenu on the left. Click a class narme to access the list of students for
7 ; that clazs,
Export Report Data Classes =] Access ID Password
[T |cCreative wiriting creativewriting2 demo
[~ |Endlizh 101 thzenglizh101 detma
[T |Expository Writing theexposclazs demo
Click Export Report Data
to generate a report.
3 Classes
Select All Clear
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7.3 Errors Report

The Errors Report shows the percentage of class essays with errors by trait (e.g., Grammar,
Usage, etc.) and the number of class essays with each error type.

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

2. Click on the name of the Class for which you will generate the report (see below).

7.3 Errors Report
o =] 3

Printer-Friendly Yersion Help Log Out

/3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

lasses in Franklin High School

Click items in thi
row to go back

MEML Classes in Franklin High School
Select a Report:
Add Mew Class [ Classes Repert =l
Edit Class Infarmation
Celete Class
Select one or more classes by clicking the checkboxes to the left of the class narmes. Then select =
Assignment Options function from the renu on the left. Click a class narme to access the list of students for that class,
g g Students Current Contract Total
Batch Print Reports Classes (2] Registered _ Submissions __Subrmissions
Email All Students in Class || [T |Crestive Wiiting Bl 4 4
Import Student Information I |Engish 101 3 4 4
Export Report Data
Archive Portfolios I~

Exposﬂoril\!\l'r'rting 4 4 4
Edit My User Infarmation

Add Me to an Existing Class .
Delete Me from a Class Click on the name of the Class.

Search

3. Inthe Students Report screen, select “Errors Report” from the Select a Report drop-down
menu (see below).

7.3 Errors Report
a Students in Expository Writing - Microsoft Internet Explorer provided by ETS - |EI|1|

@ T AT T Printer- ndly ¥ersion Help Log Out
cﬁw NStrucior: Lana Lr

Students in Expository Writing

MERLI Students in | Expositon Writing ~
Select a Report: For Assignment:
Add New Student Students Report ;I IMost RecentAssignment;I

Edit Student Information

Class Roster Report
Delete Student

rmore students by clicking the corresponding checkboxes, Then

for that student.
Select “Errors Report.”

Halistic Score Summany

Batch Print Reports Student Access Information Report ) e
Email Students Students Report Recte gion  Holistic
Export Repart Data Student =] Assignment Date/Timme Humber ** Score
f i Extracurricular har 21, 2005
Archive Porfolios EXMACUIMCLAAN '
[ |denes, Dolores Activities 04:43:32 PM EST ! 348
Exdracurricular War 21, 2005
o . Marks, Joseph o Ve
{* Show All Entries [ |Marks. Joseph Activities 04:44:27 PM EST ! =5
" Show Entries With: . Exdracurricular Mar 21, 2005
[ [Muniz, Cer Activities 04:45:12 PM EST ! =5
Extracurricular Mar 241, 2005
[ |Bancachar. Madhy Activities 04:46:07 PM EST i 28
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4. Inthe Errors Report screen, use the drop-down menu in the For Assignment field to
select the assignment for which you will generate the report. Refer to the example below.

7.3 Errors Report
[l

Log Out

i /4 Students in Expository Writing - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion Help

@ Criterion. Instructor: Dana Croft

Click items in th
row to go back

n Franklin Students in Expositony Writing

Select Assignment

MERL Students in I Expositary Wiriting - I
C Select a Report: For Assignment;
< E){FJDHREDD[T Data IErrors Feport ;I Mozt RecentAssignment_v/
I Select a clazs, report, and assignment from the drop-down |All Assignments brt Option from

the list an the left.

Extracurricular Activities
Humber of Essays with Errors by |Lzadership -

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

100% of 4 student essays scored for Mechanics have Mechanics errors.
100% of 4 student essays scored for Style have Style camments.

Number of Essays with Grammar Errors

Scroll down to see

3
: Grammar, Usage, &
Mechanics errors, and
. Style comments.
1
0 1 1
é@é’?

5]

Number of Essays

{@fe &@& -‘9{@ é@é eqfé"’@ ,&\$ (bé.'@é

& & &
g @@;? ﬁj ] q@@ f e g& Qé?@
&

&
&

5. Use the scroll bar to see the number of errors for all the trait categories.

6. To generate the Errors Report, click on the Export Report Data link under MENU and
refer to Section 11.0 — Export Report Data for further direction.
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7.4 Holistic Score Summary Report

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 7.0 — 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.)
7.4 Holistic Score Summary Report

~10l x|

Printer-Friendly Yersion Help Log Out

/J students in Franklin High School - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

Select Assignment

Students in I Franklin High School = I
MEML Select a Report: For Assignment:
IHoIistic Score Summany ;I Most Recent Assignment b
< Export Report Data > Select a school, repart, and assignrment fram the d|All Assignments of the pie chart
or a calurmn on the bar graph to display a list of st Rt frular scare.
Designing a TV Show
_ District TestExtracumicular Activities e
Percent of Essays with Each Score* Lengthening the Schaal Tear ry Statistics®
Wolunteer WWork
Wolunteer Wilok
= —
Sicore: 2
Score: B o
m
Score: 3 i oL
w
k<]
o
E
3 1r
=z
Score: 5 Score: 4
o 1 1 1 1 1 )
1 2 3 4 5 6
Score
O score: 6(20.0%) []Score: 5(30.0%) |:| Doing Fine (score of 6)
[ Score: 4 (30.0%) [Score: 3 (10.0%)
W Score: 2 (10.0%) |:| Meeds Some Help (score of 3 to 5)
. Meeds a Lot of Help (score of 1 ta 2)
o .
.Repoﬂf do.es not include any scares for eszays Trattell mumlbay o cosens (beszd emi 10
with adwizaries,
CDue to rounding, the total may not equal 100%, Mean score iz 4,40,

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 11.0 — Export Report Data.
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Instructor’s Edition

4. To generate a 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*

Click on a piece
of the pie chart.

Sicore:

Score: 2

Sicore: 6

5

Score: 3

Score: 4

O score: 6(20.0%) [Score:5(

0%)
[Score: 4 (30.0%) [JScore: 3 {(10Y%)

M score: 2 (10.0%)

\

D) Criterion.

N\

Score Distribution and Summary Statistics™

3 r | — | —1
Click on a column
in the bar graph.

|

1_
0 |I|
1 2 4 3 53
core

MNumber of Essays

/

A detailed list of students and assignments
associated with the score will appear.

3 Holistic Score Detailed Report - Microsoft In“ernet Explor. provided

7.4 Holistic Score Detailed Report
-0l x|

The following list contains the list of students and azsignrnents with 2 score of 4.
Mote: Graphs on the previous screen are updated daily and may not reflect the current score information

displayed below,

Holistic Score Detailed Report

Submission Holistic

Student [=] Recent Assignment DateTime Number **  Score
Jones, Daresm riting Mentor Ed;rD?QIEEEASEST 1 415
O'Meil, Bokkry biting Meror E";;ig;gngST 1 495
iright, Blsise Voter Reistration g;%%_iggﬁ:lzm 1 4%
Buttons for generating Holistic Score Detailed Report.
| |
D Th%&d rmost recent essay for each assignment are saved,
[ Export ReportData ) | ( Printer-Friendly \"ersioh. ( Help Jj " tlose Report |

b. At the bottom of the Holistic Score Detailed Report screen, click on the
<Export Report Data> button to generate an electronic file (see Section
11.0 — 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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7.5 School Roster Report

The School 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 school who have a holistic score of xx and more than x errors in a feedback
category."

1. Follow Steps 1-2 described in Section 7.0 — Create Reports.

2. Inthe School 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.
g ) 7.5 School Roster Report
-3l =]

Log Out

#J Students in Franklin High School - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion Help

@ Criterion. Instructor: Dana Croft

Click items in tudents in Franklin High School
row to go back

MWENL

Select Assignment

Students in | Franklin High School -

Select a Report: For Assignment:
Batch Print Reparts School Roster Report ;I Mozt Recent Assignment
Email Students Select a schoal, repart, and azzignrent from the d|all Assignments rmore students
Export Report Data by clicking the corresponding checkboxes, Then zelf¥Piips fe left, Click a
student to view the porfolio for that student. Click ning a TW Show lick. Help to

view holistic score and trait level explanations, District Test Exdracurmionlar Activities

5 Lengthening the Schaol vear
Show Entries With:

Wolunteer ot Org&
I Holistic Score: Wolunteer Motk e Dev
Show scores between: 5 2 -2
[1 =] ana [c | — Ep un g = 2 -
Recent Holistic £ E EFE £l g 28 £ -1
[~ Only show = Student [+ Assignment Score =3 &0 50 24 3 8 L
more than this many I- Case Arlene “oter Redistration S5 v 5 0 34 7 -
Errorsfcomments in a —
feedback category. I~ |Jones, Bobby Mititing bentor Bi5 1 o 5 u]
IEI "I [~ |Jones, Dareem WMriting hentor 4G -1 1 5] 25
Extracurricular
(Refresh Report J [~ |Jones, Dolores Activiies 36 -1 1 5 - 1B
R Exdracurricular
1l I - -
[ Imarks, Joseph Activiies SiE 1 0 3 14
[~ IMendez, Jose “Yoter Registration GiG Mis 1 o 9 kA 19 (Fels
—_— Ftrarrric lar j

Select Al Clear
* Scores marked with an asterisk indicate essays that contain an advisory,
MfA Mot available or turned-off by the instructar,
- Mot reported. Trait levels are only reported when the trait needs attention.
W Thiz trait needs attention 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 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.

7.5 School Roster Report

a Students in Franklin High School - Microsoft Internet Explorer provided by ETS - |EI|£|
Instructor: Croft Printer-Friendly ¥ersion Help Log Out
nsirucior: Lana Lr

Click items in thi tudents in Franklin High School
row to go back
MENLU Students in | Frankiin High Schoal =
Select a Report: For Assignment;
Select criteria for ~ [/intReports | Sehosl Raster Report =l [ Most Recent Assignment =1
h students Select a school, report, and assignrnent frorm the drop-down listz above, Seleck one or more students
the report' Report Data by dlicking the corresponding checkboxes. Then select a function from the menu an the left, Click a
student ta wiew the portfolio for that student, Click an assignment to view its details, Click Help to
view holistic score and trait level explanations,
\ Show Entries With: Grammar, Usage, Org &
N I Holistic Score: Mechanics Style Dev
Show scores between: 5 s -E
1= and G= - E a H — E =
e Recet — Hoistc 5} SEFEGE B %}

[ Only show e — Student (=] Assignment Score P dd Sd Ed Fa o F -
more than this many [T |Case, trlene Yioter Redistration a5 w 5 0 34 7 =
errors/comments in a =
feedback category. [~ |Jones, Bokbby A iting hentor BiG 1 0 5 u]

0 = [T |Jones, Dareem M iting Mentor 415 1 1 B 23
Extracurricular
( Refrosh Report ) [~ |Jones, Dolores Activiics 35 1 1 35 16
Extracurricular
T [T |Marks, Joseph Actilies S5 1 0 3 14
Mender, Jose woter Redistration BIG Mis 1 0 8 Mis 19 i
= -
Click <Refresh Report>. |.= Praruriniar
Select All Clear
* Scores marked with an asterisk indicate essays that contain an advisory.
Mi& Mot available or turned-off by the instructor,
- Mot reported. Trait levels are only reported when the trait needs attention.
 This trait needs attention for this ezsay,
4. To generate the School Roster Report, click on ONE of the following links under
MENU.
a. Batch Print Reports: Refer to Section 8.0 — Batch Print Reports.
b. Export Report Data: Refer to Section 11.0 — Export Report Data.
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7.6 Student Access Information Report

For each student in the class, the Student Access Information Report includes the student's
name, 1D, password, and last log in date. You can view a student's portfolio by clicking on a

student's name. You can also see a student's frequency of use of Criterion. For example, if a

student has not logged on in three weeks and an assignment due date is approaching, you can
know at a glance that the student has, at best, procrastinated.

1. Follow Steps 1-2 described in Section 7.0 — Create Reports.

2. To generate the Student Access Information Report, click on the Export Report Data

link under MENU. Refer to Section 11.0 — Export Report Data.

7.6 Student Access Information Report

3 Students in Franklin High School - Microsoft Internet Explorer provided by ETS - |EI|5|
Drinter-Friendly Version Help Log Out
Criterion. Instructor: Dana Croft
Click it TIo k. Students in Franklin High School
row to go back 8 4 Student’s Last Log-In Date
MAEMLI Students in | Franklin High School =

Select a Report:

Edit Student Information Student Access Infarmation Report ;I

Delete Student Select a school and report from the drop-down lists above, Select one or more students by ing
the corresponding checkboxes. Then zelect a function from the menu pretretefe=trr——rtrte

Ermail Students view the portfolio for that student.

Export Report Data

Student (<] Student ID Password Last Log-In Date
[~ |Casze, Arlene A033arlens 9033 Mar 15, 2005 02:26:39 PM EST
[~ |Jones, Bobky S595khakiy 9595 Mar 21, 2005 03:00:23 PM EST
[~ |Jones, Dareem EBE44daresm EE44 Mar 21, 2005 04:01:37 PM EST
[ |Jones, Dolores 1493cdolores 1499 Mar 21, 2005 04:43:13 PMEST
[ |marks, Joseph 179%jo=eph 1739 Mar 24, 2005 04:44:07 PM EST
[~ |Mendez, Jose G555jose £555 Jun 25, 2004 02:31:41 PW EDT
[ |tuniz, Carl 1455carl 1455 Mar 24, 2005 04:45:03 PM EST
[ |2reill, Bokky Td44hably 7444 Mar 21, 2005 03:21:41 PMEST
[~ |Rangachar, Wacihu 1599madhu 1539 Mlar 24, 2005 04:45:46 Ph EST
[ |Rivera, Mike G554 mike 5554 Jun 13, 2005 01:36:07 PMW EDT
[ |simone, &my G7a7amy 5757 Mlar 24, 2005 04:15:51 PM EST
[ |wiright, Blaise 13220laize 1322 Jun 25, 2004 02:25:31 PMW EDT
12 Students A deleted student will not be remowved from the school total.
Select All Clear
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7.7 Students Report

The Students Report will display the names of the students who have been selected, 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 holistic score achieved by the
student.

1. To generate the Students Report, first follow Steps 1-2 described in Section 7.0 —
Create Reports.

2. Inthe Students 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.)

7.7 Students Report
o ] 4

; students in Franklin High School - Microsoft Internet Explorer provided by ETS

@ Instructor: b Croft Printer-FriendIy Yersion Help Log Out
crften'on nsirucior: Dana L

Ao k. Students in Franklin High School
row to go back & R
Select Assignment
RAEMILL Students in | Franklin High Schosl =
Select a Report: For Assignment: K
Edit Student Information | students Report =
Delete Student Select a report type, Selact one or rore students B - <==. Then
select 5 function frorm the menu an the left Click a|Designing a TV Show =t student.
Batch Print Reports Click an assignment to view its details, District Test-Extracuricular Activities
Ermail Students Lengthening the School Year o
Recent Wolunteer Wiiok Holistic
et fEpon Dt Student (=] Assignment Voluntesr Work 5
Archive Portfolios sl Selilns - °1"'5” ;;és 2 S
N ar 15, -
LAse, ArlEns A Oter Registration - —
- [T |case, Arens “'oter Registration 0% 2607 BM EST 2 56
* Show All Entries
I |dones, Bobby \iting Meritor Lty 2], 2L 1 65
" Show Entries With: 030540 PM EST
- har 21, 2005
[~ |Jones, Dareem Witing Mernitar 040231 PM EST 1 45
Extracurricular har 21, 2005
I™" |Jones. Dolores Activities 04:43:32 PM EST L e
Exdracurricular har 21, 2005
[ |Marks. Joseph Activities 04:44:27 PM EST ! i
. . Jun 25, 2004
MENGHET, JOSE WOLEY ReqiZtration .
[ Imendez, Jose “oter Redistration 023202 PM EDT 1 EiG
5 Extracurricular Mar 21, 2005
I |Muniz, Cor Sctivities 04:45:12 PM EST ! 568
o - War 21, 2005
[~ |oneil, Bobby Writing Mentor TR LT o (ST 1 416 ﬂ
12 Students A deleted student will not be remowed from the school total.
SelectAll  Clear
* Scores rarked with an asterisk indicate eszavs that contain an advisory,
##% Tha first and rmost recent essay for each assignrment is saved.
MfA indicates that a score is not available, Click the Help link for details,
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3. 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.
7.7 Students Report

¢} students in Franklin High School - Microsoft Internet Explorer provided by ETS i [m] 4

Printer-Friendly Yersion Help Log Out
Instructor: Dana Croft

ALk Students in Franklin High School
row to go back &

. . MBI Students in | Franklin High School =
@
Click Lher Show Select a Report: For Assignment:
All Entries or Show  |lident Information [students Report = [ Mozt Recent Assignment =]
Entries With.” Student Select a report type, Select one or rare students by clicking the corresponding checkbaxes, Then
select a function frorm the rienu an the left. Click a student to view the portfalio for that student.
Batch Print Reports Click an assignment to view itz details,
Email Students i L
\ E}(pDI’T RE[JDI’T Diata Recent Submission Holistic
\ Archive Porfolios Student [+ Assignment Date/Time Number ** Score
‘M I |case, Arere Woter Revistration E”;;;_SD'?ZE;SEST 2 55 | =
" Show Al Entries Ms;r 2.1 005
[~ |Jones, Bokby Writing Mertar o 1 E/&
*" Show Entries With: EHIG D (R EET
har 21, 2005
. R P 1 45
r Ll Specify dates and scores if “Show | Rzl PMEST
afes Betec: Entries With” is selected o 1 3
Joun =0 25 =] f200a =] P . 04:43:32 PM EST
— — far 21, 2005
and s, TosEnn Activiies 04:44:27 PM EST ! Sl
IJun ;I |23;I IQDDSLI [~ |Mender, Jose “Yoter Registration i 25, 02 1 GG
Mendes, Josg VOer RediSIrEtion e
02:32:02 PM EDT
I Holistic Score: ™ |Muniz, Carl i—ftt:a;urricular gﬂ-'iL?{;EEJSEST 1 o5
Show scores between: Ll s
[1=] and |5 I~ |otieil, Bobb \Viiting Mertor Mar 21, 2005 1 a5 | >
= iz = Hefl, Dobiy SHTNG MEMar %% Phd FST
[ Refrash Report 12 Students A deleted student will not be remowved from the school total.
- ' < SelectAll  Clear
* Scores marked with an asterisk indicate essavs that contain an advizory,
** The first and rmost recent essay for each assignment is saved.

/A indicates that a score is not available. Click the Help link for details,

Click <Refresh Report>.

4. To generate the Students Report, click on ONE of the following links under MENU.

a. Batch Print Reports: Refer to Section 8.0 — Batch Print Reports.

b. Export Report Data: Refer to Section 11.0 — Export Report Data.
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7.8 Class Roster Report

The Class 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 class who have a holistic score of xx and more than x errors in a feedback
category."

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

2. Click on the name of the Class for which you will generate the report (see below).

7.8 Class Roster Report
1Ol =|

Log Out

/3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Printer-Friendly Yersion Help

Instructor: Dana Croft

A k. Classes in Franklin High School
row to go back 2

MEML Classes in Franklin High School
Select a Report:
Add Mew Class [ Classes Repert =l
Edit Class Infarmation
Celete Class
Select one or more classes by clicking the checkboxes to the left of the class narmes. Then select =
Assignment Options function from the renu on the left. Click a class narme to access the list of students for that class,
g g Students Current Contract Total
Batch Print Reports Classes [=] Registered Submissions Submissions
Email All Students in Class || [T |Crestive Wiiting Bl 4 4
Import Student Information I |Engish 101 3 4 4

Export Report Data
Archive Portfolios I W 4 4 4
Edit My User Infarmation

Add Me to an Existing Class .
Delete Me from a Class Click on the name of the Class.

Search

3. Inthe Students Report screen, select “Class Roster Report” from the Select a Report
drop-down menu (see below).

7.8 Class Roster Report

/3 Students in Expository Writing - Microsoft Internet Explorer provided by ETS -0 x|

@ T — Printer-Friendly Yersion Help Log Out

Criterion. nstructor: Dana Cr
Click items in this 1 Franklin Students in Expository Writing
row to go back ol
MEMNL Students in | Expository Writing -
Select a Report: For Assignment:
Add Mew Student | students Report = | Most Recent Assignment = |

Edit Student Infarmation
Delete Student

oxas, Then

Select “Class Roster Report.”  |st student.

Ei_ |55 oste 2
Errors Report
Holistic Scare Summany

Student Access Information Report

Batch Print Reports

E;E?rltglgg;daggtgata StUden‘Sg’teuP;;m [=] Asgfg;larnnttant Date/Time sl:llltl]rrnntleesrl?:] %
Archive Portfolios 7 |sones, Dolores W gﬂz:éj?:;gEfEST ] .
% Show All Entries I |uatks, Joseph w Eﬂ:ﬁjzl?ngfEST ! 55
" Show Entries With: ™ |Muniz, Car E:triiﬁilézicwar :;1;; 2:11,22'22155_[ ] 5

I |Renschar. Medhu iﬁiﬁil;zicu'ar Eﬂ:;?ﬁ;gEﬂSEST g 2t
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4. In the Class Roster Report screen, use the drop-down menu in the For Assignment field
to select the assignment for which you will generate the report. Refer to the example
below.

5. Under MENU, select the criteria for the report (see below).

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.

7.8 Class Roster Report

3 Students in Expository Writing - Microsoft Internet Explorer provided by ETS - | Ellil
Printer-Friendly Yersion Help Log Out
Criterion. Instructor: Dana Croft
Click items in this - Franklin ~ Students in Expositony Writing
row to go back S ool B
e Select Assignment
MEML Students in | Expesitery Witing _~
Select a Report: For Assignment:
Select criteria f Batch Print Reports ICIass Roster Repart ;I Most Recent Assignment =
elect criteria for Email Students Select a clasz, report, and azsignrment from the drop-down |4l Assignments rore students
the report_ Export Report Data by clicking the carrezponding checkboxes, Then selact a furf Y CIYEErm U - = (=t Click 2
student to view the portfolio for that student, Click an as5ia|Euracumicular fctivities Click Help to
view holistic score and trait level explanations. Leadership
\ Fhow Entries With: Grammar, Usage, Org &
\ [ Holistic Score: Mechanics Style Dev
\ Show scores between: = 2 -E
1= and =R - E woUm E w — g —
pa [ one o] Recent  waisie 53 EEEESE %1 ¢ 5%
i = (L} - = = =
[~ Only show essays with Student [£] Assignment Score = S 28 =0 = 9 =
more than this many I |uones, boiores Exdracurricular W -1 1 g 18
errorsicomments in a Activities
feedback category. Extracurricular
Marks, Jozephn P -
IE [T |Marks, Joseph T S5 1 0 3 14
. Extracurricular
- ™ |Muniz, Carl Activilies S5 - 1 0 3 14
[ Refresh Report Ex‘[— |
racurticular
mANYAchEr, Madhd P B -
[T |Rangachar, Mackhu T 205 1 1 3 12
Click <Refresh Report>.
Select All Clear
# Scares rnarked with an asterizk indicate ezsays that contain an adwizory,
MfA Mot available ar turned-off by the instructar,
- Mot reported, Trait levels are only reported when the trait needs attention.
W This trait needs attention for this essay.

6. To generate the Class Roster Report, click on ONE of the following links under
MENU.

a. Batch Print Reports: Refer to Section 8.0 — Batch Print Reports.

b. Export Report Data: Refer to Section 11.0 — Export Report Data.
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8.0 BATCH PRINT REPORTS

1. Log into your Classes 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 class for which
you will be batch printing reports.

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

8.0 Batch Print Reports

/3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS 10| =|
Printer-Friendly Yersion Help Log Out

Instructor: Dana Croft

MERLI Classes in Franklin High School
Select a Report:
Add Mew Class | Classes Repert =]
Edit Class Information
Delete Class

Seleck one or maore classes by clicking the checkboxes to the left of the class narmes. Then zeleck 2
function fram the menu on the left, Click a clasz name to access the list of students for that cla=s=.
Students Current Contract Total
Classes [2] Begistered Submissions Subrmissions
[T |creative Writing 5 4 4
Import Sthdent Information |— Enlish 101 3 4 4
Export Raport Data i

Archive Phrifolios ¥ |Expogitory Viting 4 4 4

Edit by LEer Information
Add Me td an Existing Class
Celete Mé fram a Class

Click in the box next to the Class for

Searth which you will be batch printing reports.
Click on Batch Print Reports in the
MENU field.
3 Classes 12 12 12
Select All Clear A deleted student will not be rermmoved from the class total,
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4. In the Batch Print Reports screen (see below):

a. Click in the circle next to the report type (Score Analysis or Feedback Analysis) that

you want to print.

b. Select the assignment for which you will print the reports by using the drop-down
menu.

8.0 Batch Print Reports

4} Batch Print Reports - Microsoft Internet Explorer provided by ETS Aglil
(@5} . . nstructor: Dana Cr
Criterion.

Click items in this in Franklin Batch Print Reports
row to go back al

Batch Print Reports: Expository Writing

This function will print the reports for the dass indicated above, Select a report type, then select an assignment
name or most recent assignment an i

" Print Score Analysis Report

a) Select report type.

4*

" Print Trait Feedback Analysis Report

b) Select assignment.

For Assignment: | Exct i

Leadership

¢) Click <Continue>.

f:_ Cancel _) |
N——"

c. Click <Continue>. A printer-friendly version of the report (see example below)
will appear in a separate browser window with the browser toolbar available.

/3 Print Score and Trait Feedback Reports - Microsoft Internet Explorer provided by ETS =l0lx|

File Edit ‘iew Favorites Tools Help ‘
dmback = - ) #at | Qisearch [GlFavorites Media 4 | S = oo
@ -

Carl Muniz ﬂ

Expository Wiriting

Exfracurticular Activities

Submitted: March 21, 2005, 04:45:12 PM EST
Score: Soutof G

Question:

It is often suggested that the best way for & school district to save money is to eliminate cerain extracurricular activities by either
reducing the number of varsity sports available to students or getting rid of certain student clubs. it is said that although these
activities may be enjoyable to the students, they are not necessarily vital to the educational experience. What do you think? Are
these activities an important part of the student experience or are they just an unnecessary privilege? Write an essay in which you
argue whether extracurricular activities are necessary or unnecessary. Cite specific reasons or examples for your choice.

Category: Grammar

Type: Subject-Verh Agreement

Essay:

Recently, school hoard members in Magnolia County School District voted to eliminate cerain extracurricular activities to save money. They
argued that although extracurricular activities are enjoyable to their students, some activities are not necessary to the students0
educational expetience

Qne particular program that came under the scrutiny ofthe school board was the Go Give Spirit Club. Unfortunately, the school board voted
9-1 to suspend the program because of high overhead costs. However, | disagree with the board0s decision on this important matter, |
believe that the Go Give Spirit Club is vital to our studentsO enrichment and to the welfare ofthe community.

=l
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d. Click the <Print> button on the browser to print the reports. Note that it may not be
possible to print each report on a new sheet of paper, as not all browsers support this.

e. Close the browser window to return to the Classes Report page.

9.0 EMAIL CORRESPONDENCE

9.1 Email All Students in a Class

1. Loginto your Classes 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 class to which
you will be sending Email.

9.1 Email All Students

+} Classes in Franklin High School - Microsoft Internet Explorer provided by ETS 10 x|
Printer-Friendly Yersion Help Log Out
@ Criterion. Instructor: Dana Croft
k. Classes in Franklin High School
row to go back =
WEMIL Classes in Franklin High School
Select a Report:

Add MNew Class Classes Report =l

Edit Class Infarmation

Delete Class

Select ane ar more classes by cicking the checkboxes to the laft of the class names, Then select 2

Assignment Options function fram the rmenu on the left, Click a clazs name to access the list of students for that clazs,

Students Current Contract Total
Classes [ Registered Submissions Submissions
€ Email &l Students in Class P [T [Crestive writing 5 4 4
Impa -
English 101 &) 4 4
Expont Report Data :I_E
Archive Partfolios I - |Expository irting 4 4 4

/ Edit serInformation

Click Email All an Existing Class
—_— from a Class
Students in Class.

Click in the box next to the Class to
which you will be sending Email.

3 Classes 12 12 12
Selact All Clear A deleted student will not be rernoved from the clazs total,

3. Inthe MENU field of the Classes Report screen, click on the Email All Students in
Class link.
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4. Inthe Email screen that appears (see example below):
a. Enter the subject in the Subject field.
b. Type your message in the Message field.

c. 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.

d. Click <Check Spelling>.

e. Click<Send this Email>.
9.1 Email All Students

Click items in this ool Email Student
row to go back

Email All Students in Class
Subject:
Type emai:m a.) Enter subject
/ b.) Type message. [
c.) Email listing box
e.) Send Email d.) Spell Check
Click this box if you would lJlke to receive an email listing the names of the recipients of this message as
well az the names of memBers of the zelected list Who do not have an email addresz stored with their
registration information.
' a )
Send this Email ‘lf] | Check Spelling ‘,‘/] (" tancel ‘L‘]
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9.2 Email Individual Students

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

2. In the main section of the Classes Report screen (see below), click on the underlined
name of the class to which the student belongs.

9.2 Email Individual Students

3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS - |EI|5|
Printer-Friendly Yersion Help Log Out
@ Cﬁteriou Instructor: Dana Croft
Aok Classes in Franklin High School
row to go back
MEML Classes in Franklin High School
Select a Report:
Add New Class | Classes Report =l
Edit Claszs Information
Celete Class
Select one or maore classes by dicking the checkboxes to the left of the class names, Then select a
Assianment Ontions function from the menu on the left. Click 2 clazz narme to access the list of students for that clazs,
! 2 Students Current Contract Total
Batch Print Reports Classes [+] Registered Submissions Submissions
Ernail All Students in Class [T | Crestive wiriting 5 4 4
Import Student Information English 101 3 4 4
Export Report Data I_E
Archive Portfolios I™ | | Expository Writing 3 4 4
Edit iy Liser Infarmation
Add Me to an Existing Class
Celete Me from a Class
Search Click on the underlined name of the Class.
3 Classes 14 12 12
Select All Clear A deleted student will not be rernoved from the clazs total,
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3. In the Students in Class screen (see below):
a. Click in the checkbox next to the student’s name to whom you will be sending Email.

NOTE: If you wish to send the same Email to a selected number of students in a
class, you may click in the checkboxes next to multiple names.

b. Inthe MENU field, click on the Email Students link.

9.2 Email Individual Students
/2§ students in Expository Writing - Microsoft Internet Explorer provided by ETS 10| x|

Printer-Friendly Yersion Help Log Out

Instructor: Dana Croft

in Franklin Students in Expository VWriting

Students in | Expositany Wiriting |-

Select a Report: For Assignment:
Add New Student IStudems Repert ;I IMost RecentAssignment;I
Edit Student Information Select a report type, Select one or more students by clicking the corresponding checkboxes, Then
Delete Student select a function from the menu on the left, Click a student to view the partfolio for that student.
Click an assignrent to view its details.
» o .
( Ermail Students Recent Submission Holistic
™~ = Student (=] Assigniment Date/Time Humber ** Score
Archive Portfolios Exdracurricular Mar 21, 2005
I [Jones. Dolores Activiies 04:43:32 PM EST 1 S
Exdracurricular Mar 21, 2005
' Show All Entries W] i i Activities 04:44:27 PM EST 1 56
" Show Entries With: ] Extracurricular Mar 21, 2005
[V |uniz, Carl Activities 04:45.12 PM EST ! 5
Exdracurricular Mar 21, 2005
A' Banachar, Madhu Activiies 04:46:07 PM EST 1 28
a.) Click in the checkbox next to the Student(s) name(s).
b.) Click on Email Students in the MENU field.

4 Students A deleted student will not be removed from the class total.
SelectAll  Clear
* Scores marked with an asterizk indicate ezsays that contain an advisory,

** The first and most recent essay for each assignment is saved.
Hfg indicates that 3 score iz not available, Click the Help link for details.
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4. Inthe Email screen that appears (see example below):
a. Enter the subject in the Subject field.
b. Type your message in the Message field.

c. 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.

d. Click <Check Spelling>.
e. Click <Send this Email>.

Click items in this asses in ETSSchool Students in Class ABC  Email Student
row to go back

Email Student in Class

Subject:

9.2 Email Individual Students

« a.) Enter subject.
Type email messange here: b ) Type message

/ 7]

¢.) E-mail listing box

N

e.) Send Email d.) Spell Check

=

- Click this box if you would Iikio receive an email |istig the names of the recipients of this message as

well az the names of memberf of the zelecked list wholda not have an email address stared with their
registration information,

- F .
Send this Email J/J [ check Spelling i‘J " cancel “J)
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10.0 IMPORT STUDENT INFORMATION

1. Log into your Classes 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 class for which
you will be importing student information.

3. Inthe MENU field, click on the Import Student Information link.

10.0 Import Student Info

N Classes in Franklin High School - Microsoft Internet Explorer provided by ETS - |EI|£|

@ Instructor: D Croft Printer-FriendIy Version Help Log Out
cr"tm nSirucior: Dana Lr

Click items in th Classes in Franklin High School
row to go back

WERL Classes in Franklin High School
Select a Report:
Add New Class | Classes Repart =l
Edit Class Infarmation
Delete Class
Select ane or more classes by dicking the checkboxes to the |eft of the class names, Then select a
Assignment Options function frorn the rmenu on the left. Click 3 class name to access the list of students for that clas=.
2 & Students Current Contract Total
Batch Print Reports Classes [2] Begistered Submissions Submissions
i inClass || [T [Crestive Writin 5 4 4
[« Impart Student Infarmatio I [Engish 101 3 4 4
Archive Porfolios ¥ |Expository Wiritin 4 4 4

Edit My User Infarmation
Add Me to an Existing Class
Delete Me fram a Class

Click in the box next to the Class for which

o rols

] . ill be i i Inf ion.
Click on Import Student Information. you will be importing Student Information

3 Classes 12 12 12
Select All Clear A deleted student will not be remmoved fram the class total,
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4. In the Import Student Information into screen that appears (see below):

a. Click on the <Browse> button to locate the file containing the student information
you want to import. (If you know the path and file name, you may type it in the field
provided.)

b. Click <Import>.
10.0 Import Student Info

a Import Student Information - Microsoft Internet Explorer provided by ETS - |EI|£|

Help Log Out
Instructor: Dana Croft

Import Student Information

Import Student Information into: | Expositany Wiiting = I

Click the Browse button below to locate the file containing the student inforrmation to import. If you know the path and file name,
then type it in the space provided. "When the path and name of the import file are correct, dick the Import button, For information

about how to format the import file, dick the Help button above.
a.) Click <Browse> to

Import file: | Browse.. |< locate the file containing

the information you want
to import.

b.) Click <Import>. %

_» Import ‘}] [ cancel {’J

c. The information regarding the student will be imported into Criterion.
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11.0 EXPORT REPORT DATA

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

2. Inthe MENU field, click on the Export Report Data link.

11.0 Export Report Data
oy ] 4

Printer-Friendly ¥Yersion Help Log Out

/) Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

lasses in Franklin High School

Click items in this =
row to go back .

WEML Classes in Franklin High School
Select a Report:
Add Mew Class Classes Report B |
Edit Clags Information
Dealete Class
Select one or more classes by clicking the checkboxes to the left of the dass names, Then select a
Assignrnent Ontiohs function from the menu on the left, Click a class name to access the list of students for that class,
g 2 Students Current Contract Total
Batch Print Reports Classes [+] Registered Submissions Submissions
Email &ll Students in Class || [T |Creative viitin 5 4 4
rmation r )
English 101 3 4 4
(’ Export Report Data "
» j i i |Exposttory wiiting 4 4 4
/ Edit hy Lser Information
/ Add We to an Existing Class
Click on Export Report Data.
3 Classes 12 12 12
Select All Clear A deleted student will not be rermoved from the class total.

3. The following message box will appear:

Microsoft Internet Explorer |

An export File will be created, The export file is in a comma-delimited Format and may be opened by most text editors
or spreadsheet programs,

Click the 2F button and, when prompted, choose to Save the file to a location on your local hard drive.

) Cancel |

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

11.0 Export Report Data

File Download x|

Some files can harm pour computer. [F the file infarmation below
looks suzpicious, or you do not fully trugt the zource, do not open or
zave thiz file.

File name: export.cay

File type:  Microsaft Excel Comma Separated ¥ alues File

From: etzlncwe]d. etz org

Click <Save>.

Wwhould pou like to open the lle or ave it to wour computer?

Open |

¥ | &lways ash before opening thiz bype of file

Cancel | Mare Infa

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

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

b. Click <Save>.

2l x|
ame | Modified ¢ \ |
E,:I Algebra Guides - ... 6/24/2004 1:15 PM
5] DeFault 7612004 10:57 AM name for data file
E,:I unzipped 7i612004 10:59 AM )
2o 5 1ADT Reqs 71712004 9:52 AM
i o Criterion 7/9/2004 2:39 PM

by Documents Eexport.csv 719J2004 Z:44 PM
ﬁlnternet Explorer 7122004 9:22 AM
5] SFLakestEXE 71132004 2:19

b.) Click <Save>.

=]

Save az fype: IMic:ru:usnft Excel Comma Separated VYalues File j Cancel |
F

File name: Ie:-:purt.u:w
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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>.

11.0 Export Report Data

Download complete =10 x|

i

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 —»  Open Open Folder | Close I
exported file.

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

181X
=] Fle Edt View Insert Format Tools Data  Window Help  Adobe POF Type aquestion forbelp » - & X
NEHRS RV RIS 9-12= 40 fir -0 - B ZU|ESE=EES w|E
nnsl
Al - e School
A I B | ¢ | b [ E [ F | 6 | H [ v [ 4 [ K [ L [ M [ N O0]F
1 |School _ IClasses |Students F Current CaTatal Submissions
| 2 |Franklin HiCreative ¥y =1 4 4
3 |Franklin HiEnglish 10 3 4 4
| 4 |Franklin Hi Expository 4 4 4
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12.0 ARCHIVE PORTFOLIOS
As an Instructor, you can archive student portfolios.

1. Log into your Classes 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):
a. Click in the box next to the Class with which you will be working.
b. Inthe MENU field, click on the Archive Portfolios link.

12.0 Archive Portfolios

a Classes in Franklin Middle School - Microsoft Internet Explorer provided by ETS - |EI|1|
Printer-Friendly ¥Yersion Help Log Out
@3 CHIeHON. Instructor: John Jones Lo iy o | iy | et |
Aok Classes in Franklin Middle School
row to go back &
WERL Classes in Franklin Middle School
—Setectafepad:

Add New Class [ Classes Repart B3

Edit Class Information

Delete Class

Select one or rore classes by clicking the checkboxes to the left of the class narmes, Then select 2

i § function frarm the rienu an the left, Click a class narme to access the list of students far that class,
Assignment Options
2 ¥ Students Current Contract Total
Biatch Print Reparts Classes El Registered Submissions Submissions
Email All Students in Class ||~ |G Grade Endlish: 5 1 1
Import Student Infarmatian Jones :
1t Data r Tth Grace Endglizh-

Archive Portfolios

Jones £ g g

Click in the box next to the Class

Search with which you will be working.

Click on Archive Portfolios.

3 Classes 12 53 53
Select All Clear A deleted student will not be rernoved 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>.

12.0 Archive Portfolios

3 Archive Portfolios - Microsoft Internet Explorer provided by ETS - |EI|1| 1

Help Log Out
Instructor: John Jones

Click items in this & in Franklin Archive Portfolios
row to go back ool

Archive Portfolios

“fou have chosen to archive the portfolios for the following classes:

8th Grade English-Jetters

The archive file will be saved in cornrna-delirmited forrmat and can be cpened by rnost text editors and spreadzheet programs.
Select from the options below and click Archive Portfolios. When prompted, choose a location to Sawe the fils,

Select an eszay option:

% prchive student portfolio data with the essay <—

7 prchive student portfalio data without the eszay

a.) Select an essay option.

Select an atternpt aption:

O First and rmost recent attermpts <_ b ) Se|eCt an attempt Optlon

i Most recent atbernpt
[ Archive Portfolios

L First atternpt

c¢.) Click <Archive Portfolios>.

(" tCancel J
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4.

‘3 Archive Portfolios - Microsoft Internet E

nplorer provided by ETS

Instructor’s Edition

In the File Download screen that appears (see below), click on the <Save> button.

12.0 Archive Portfolios

=01

Instructor: John Jones

Archive Portfolios

Informmation is being gathered for vour archive,

File Download

2

Some filez can harm your computer. [f the file information below

looks suspicious, or you do not fully tust the sounce, do not
save this file.

File name:  archive.cav

File type:

From: etelhcwel d.ets.ong

wiould pou like bgefe gwe it to your computer?

Cancel

Microzoft Office Excel Comma S eparated Y alues Fil

HMare Info

Help Log Dut

x|

open o

V| Slways ask before apening this type of file

5.

a.
name for the data.

b. Click <Save>.

[ Return J

In the Save As screen that appears (see below):

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

[z Fin
[z 1Fin

31 Fix

(388 Intermet Explarer ..,

E;:I Skage Gate
B capabilities Grid ...

B capabilities Grid 0...

E,:I Mavigator (3)
B ExPo Capahilities ..

1/12/2004 11:46 AM
1/22{2004 2:31 PM
1/22{2004 5:10 P

y

21x|

\ N = B
| Mame | Modified\\ | :I
E,:I Mavigator 1/5/2004 5:36 P l

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

al
al (2)

1/26/2004 4:58 PM
1/26/2004 3:42 FM
1/29/2004 2:10 PM

b.) Click <Save>.

@ Final {4 20212004 .34 PM

[ TP T LY Adalan ;I

File name: Iarchive = j ! Save I

Save as ype: IMicmsofl Excel Worksheet j Cancel |
F
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6. The message box shown below will appear onscreen; the file will be stored at the location
you designated.

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

Download complete 0] x|

N
= D owrload Complete

Saved:

archive.cay from etzlncwel d.etz.org

INRENEE INRNENEN
Downloaded: B05KBIn1 zec

Diownload bo: C:hDocumments and Settin,. archive, cay

Tranzfer rate: B05 KB Sen

[T Cloge this dialog box when download completes:

Click <Open> to view
the contents of the P Open Open Faolder | Close I

exported file.

b. An Excel® spreadsheet containing the archived data will appear onscreen. See the
example below.

REN
Il_‘l_] File Edit Wew Insert Format Tools Data ‘Window Help  Adobe POF Type a question forhelp » _ & X
DEHRS SRV I-18=-3 |l 1w -|B ZU|EE=EE|S %|E S-A- B
nm=i

Al - £ School
A | B | ¢ | b [ E | F [ & | H | 1 [ g | kK [ L Mo N [ 0 | —

1 |Schoal  USchool ID Class Class ID  student La student Firstudent Mi Login Narm Email Recent As Advisory | Submissio Atternpt MNivYork Dura Holistic ScHo ™|

| 2 |Franklin Mfmschool Sth Grade Sgradefms Arner Jack 4590jack Instructor's Ma April 29, 2( 111 minute 3 M4 A

| 3 |Franklin Mfmschool Sth Grade Sgradefms Arner Jack A590jack Instructor's Mo April 26, 2( 120 second kA& IA

| 4 |Franklin M fmschoal Sth Grade Sgradefms Arner Jack 4590jack Lengthenir Ma hlarch 21, 518 second a

| & |Franklin Mfmschool Sth Grade Sgradefms Arner Jack 4590jack Lengthenir Mo June 26, 21 112 minutes 4

| B |Franklin Mfmschool Sth Grade Sgradefms Arner Jack A590jack Outside in Mo htarch 24, 53 minutes =3

| 7 |Franklin M fmschool Sth Grade Sgradefms Arner Jack 4590jack Outside in Mo February 2 14 seconds 4

| 8 |Franklin Mfmschool Sth Grade Sgradefms Arner Jack 4590jack Outside in Ma February 2 2120 second 4

| 9 |Franklin Mfmschoal Sth Grade Sgradefms Arner Jack A590jack Outside in Mo February 2 117 second 3

| 10 |Franklin M frmschool Sth Grade Sgradefms Brown Tenisha BE55tenisha Lengthenir Ma htarch 21, 429 second 4

| 11 |Franklin M fmschool Sth Grade Sgradefrns Brown Tenisha BE5Stenisha Lengthenir Mo June 28, 21 130 second 4

| 12 |Franklin M fmschool Sth Grade Sgradefrms Cameron  Danielle 2478danielle Lengthenir Mo March 21, 45 seconds a

| 13 |Franklin M fmschool Bth Grade Sgradefrs Cameron | Danielle 2478danielle Lengthenir Mo June 28, 21 125 second 3

| 14 |Franklin M fmschool Sth Grade Sgradefrns Chang Sue 9380sue Lengthenir Ma March 21, 438 second |3

| 15 |Franklin M fmschool Sth Grade Sgradefms Chang Sue 9380sue Lengthenir Ma June 25, 21 120 second 2

| 16 |Franklin M fmschool Sth Grade Sgradefs Chang Sue 9300sue Home and Ma harch 21, 12 minutes 5]

| 17 |Franklin M fmschool Sth Grade Sgradefrms Dimeglio | Anna 9422anna Lengthenir Ma February 2 22 minutes 4

| 18 |Franklin M fmschoal Sth Grade Sgradefms Dimeglio | Anna 9422anna Lengthenir Ma June 25, 21 125 second 3

| 19 |Franklin M fmschool Sth Grade Sgradefms Harris Eddie 9568eddie Instructor's Ma February 1 220 second N/ NI

| 20 |Franklin M fmschool | Sth Grade Sgradefms Harris Eddie 9568eddie Instructor's Ma February 1 118 second kA& R

| 21 |Franklin M fmschoal Sth Grade Sgradefs Harris Eddie 9565eddie Lengthenir Mo February 1 519 second 4

| 22 |Franklin M fmschool Sth Grade Sgradefms Harris Eddie 9568eddie Lengthenir Mo June 25, 21 19 minutes 5

| 23 |Franklin M fmschool Sth Grade Sgradefrns Howard ~ Roberta 1789robera Lengthenir Ma February 2 4B geconds 4

| 24 |Franklin M fmschool |Sth Grade Sgradefrs Howard  Roberta 1789roberta Lengthenir Ma June 25, 21 12 minutes 4]
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7. To continue working in Criterion, click the <Return> button as shown in the screen
below.
12.0 Archive Portfolios

2§ Archive Portfolios - Microsoft Internet Explorer provided by ETS

Archive Portfolios

[[TTTTTTTT]

Click on <Return>.
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13.0 EDIT USER INFORMATION
To edit your User Information, follow the steps below.

1. Log into your Classes 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.

13.0 Edit User Info
1Ol =|

Printer-Friendly Yersion Help Log Out

a Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

lasses in Franklin High School

Click items in this -
row to go back

MERLI Classes in Franklin High School
Select a Report:
Add New Class [ Classes Repart =l
Edit Class Information
Delete Class
Select one or more classes by clicking the checkbaoxes to the left of the cdass names, Then select a
Assianment Optiohs function frarm the rienu on the left. Click 2 class name to access the list of students for that class,
Y s Students Current Contract Total
Batch Print Reparts Classes [<] Registered Submissions Submissions
Email All Students in Clage || [ |Crestive Wiritin 5 4 4
Linormation | = [engish 101 3 4 4
[~ |Expository Wiritin 4 4 4

Edit Wy User Infarmation
Somshdeto an Fristinoe4==

Celete Me fram a Class

cearch Click on Edit My User Information.

3 Classes 12 12 12
Select Al Claar A deleted student will not be rermoved from the dass total,
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revisions.

C es in Franklin
ol

Edit Instructor

Click items in this -
row to go back 2

Please provide the follawing regist
Password that you specify belaw to |29
Mote: The User Mame you provide must be dnmms

Instructor User Mame: |fh sinstructor

Password: |
Retype Password: |
Courtesy Title: |Ms.

First Mame: |Dana

Middle Initial: I (Optional)
Last Mame: |Crnﬂ

/3 Edit Instructor - Microsoft Internet Explorer provided by ETS o ] [
@ Instructor: D Croft Help Log Out
2 NSIructor: Dana Lr
Criterion.

Edit Instructor: Franklin High School
gtion infarmation for thiz instruckar, The instr
ag to Critarion. Click the Sawe and Rotf

Instructor’s Edition

In the fields that appear in the Edit Instructor screen (see below), make the desired

Click <Save and Return>. Your information will be updated accordingly and you
will be returned to the Classes Report screen.

13.0 Edit User Info

Zor will enter the User Mame and
button when you are finishad,

\

Make changes to the

Examples: Mrs., Mr., Ms, Miss, Dr.) A A
appropriate fields.

Email Address: |

(" Sawe and Return

‘i/] (" Cancel {/j

*

Click <Save and Return>.
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14.0 ADD ME TO AN EXISTING CLASS
Once logged into Criterion, you can add yourself as an instructor for an existing class.

NOTE: You can only add yourself to one class at a time and you will need the
class ID and class password for each class to which you want to add yourself.

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

2. Inthe MENU field, click on the Add Me to an Existing Class link.

14.0 Add Me to an Existing Class
-0 =l

Printer-Friendly ¥ersion Help Log Out

#} Classes in Franklin High School - Microsoft Internet Explorer provided by ETS

Instructor: Dana Croft

AL . Classes in Franklin High School
row to go back .

MERL Classes in Franklin High School
Select a Report:
Add Mew Class | Classes Report =]
Edit Class Information
Celete Class
Select one ar more classes by clicking the checkboxes to the left of the class narmes. Then select 2
Assignment Optiohs function frorm the rmenu on the left. Click a cdass name to access the list of students for that class.
. ; Students Current Contract Total
Batch Print Reports Classes [2] Registered Submissions Submissions
Ernail All Students in Class [T |crestive witin ] 4 4
' mation | = |english 101 3 4 4
[T |Expositary Writing 4 4 4

dit My User Informatio
Add Me to an Existing Class
Credbate e from & Class

Search

Click on Add Me to an Existing Class.

3 Classes 12 12 12
Select All Clear A deleted student will not be rernoved from the class total
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3. Inthe Add Me to an Existing Class screen (shown below) that appears, enter the Class
ID and Class Password.

4. Click <Continue>. The class will now appear on your Classes Report screen.

14.0 Add Me to an Existing Class

a Add Me to an Existing Class - Microsoft Internet Explorer provided by ETS ;Iglﬂ
Help Log Dut
Criterion. Instructor: Dana Croft
tems in this lin Add Me to an Existing Class
row to go back -

Add Me to an Existing Class

ou have chosen to add vourself as an instructor to an existing class,

Flease enter the Class ID and Class Password, then click the Continue button. If you do not have the Class
I and Passwaord, please contack your an-site adrministrator

Enter Class ID and Class
ClassiD: | Password, then click
Class Password: | <Continue>.

(" Continue ) ( cancel J)
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15.0 DELETE ME FROM A CLASS
You can delete yourself as the instructor for a class by following the steps below.

NOTE: You can only delete yourself from one class at a time.

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

2. Click in the box next to the class from which you will be deleted.

3. Inthe MENU field, click on the Delete Me from a Class link.

15.0 Delete Me from a Class

<3 Classes in Franklin High School - Microsoft Internet Explorer provided by ETS o ] [

Printer-Friendly ¥ersion Help Log Out

@ Criterion. Instructor: Dana Croft

Click items in t Classes in Franklin High School
row to go back

FERIL Classes in Franklin High School
Select a Report:
Add New Class [ classes Report =l
Edit Class Information
Delete Class

Select one or rore clazses by clicking the checkboxes to the left of the clazs nares, Than szlect 2
function from the menu an the left. Click a clazs name to access the list of students for that dass,

Assignment Options Students Current Contract Total

Batch Print Reports Classes (2] Registered Submissions ___Submissions
Email All Students in Class [T |Creative Writing 5 4 4
Impart Student Infarmation Enalish 101 = a g
Export Report Data :I_E ST

Arthive Porfoling i ¥ | |Expository Wiriting 4 4 4

Edit by User Infarmation

L~
9 Celete Me from a Clas

Search \

Click on Delete Me from a Class.

3 Classes 12 12 12
Select All Clear A deleted student will not be removed from the cass total,

4. Inthe Warning screen (shown below) that appears, click <OK>. The class will no longer
appear on your Classes Report screen.

Microsoft Internet Explorer |

@ Warning - ¥ou are about to delete yourself as aninstructor For this class,

Cancel
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16.0 SEARCH CAPABILITY
Criterion allows instructors to search for specific information within the database.

1. Log into your Classes 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.

16.0 Search Capability

a Classes in Franklin High School - Microsoft Internet Explorer provided by ETS - |EI|5|
Printer-FriendIy Version Help Log Out
Criterion. Instructor: Dana Croft
lasses in Franklin High School
row to go back .
MERLI Classes in Franklin High School
Select a Report:
Add New Class | Classes Repart =l
Edit Class Information
Delete Class
Select one or more classes by clicking the checkboxes to the left of the class names. Then select a
Assignment Options function from the menu on the left. Click a class name to access the list of students far that class.
£ ? Students Current Contract Total
Batch Print Reports Classes [+] Registered Submissions Submissions
Ernail All Students in Class [ |crestive wWitin 4 4 4
Import Student Information I |Enclish 101 3 4 4
Export Report Data
Archive Porfolios ™ |Expository Vitin 4 4 4

Edit My Llser Infarmation
Add Me to an Existing Class
Delete Me from a Class

Geann S Click on Search.

3 Classes 12 12 12
Select All Clear & deleted student will not be rernoved fram the class total,
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3. In the Search screen (shown below):

a. Enter the specific data you wish to search for in any of the fields.

b. Click on the <Search> button.

16.0 Search Capability
) Search - Microsoft Internet Explorer provided by ETS

1ol =]
_ og Ou
@c- Help Log Out

Instructor: Dana Croft

h Franklin Search

Enter the infarmation you have available in the fields below, Then click the Search... buttan,

Search for: Students

Class Name: |

User Name: I

Last Name: |

> a.) Enter datain
any field.

First HName:
Email Address: |

" cancel ) J

b.) 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 Classes Report screen, click on the Classes link in the Breadcrumb
Trail.

16.0 Search Capability

/] search Results - Microsoft Internet Explorer provided by ETS -|o] x|
Log Out

Printer-Friendly Yersion Help

Instructor: Dana Croft

b.) To refine your Search, click on the
Search link.

c.) To return to Classes Report screen,
click on the Classes link.

n Search Results

Search Results

Click an itern to sees that report, or click the Search link in the breadcrurmnb trail above to refine vour search,

“Breadcrumb Trail”

School Class Student [2] User Hame Password
| r !Franklin High Schoal !Enqlish 101 !Wriqht Blaize |1 327blaize 1322

Y

a.) Click on an item to see a report.

SelectAll  Clear Email Selected Student
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