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Introduction

This guide is written for mCLASS System Administrators and is intended to:
= Give detailed instructions for the initial set-up of the mCLASS system

= Offer step-by-step instructions for performing common day-to-day administrative actions,
including adding new staff and students and resetting user passwords

= Offer a detailed reference guide to each administrative tool provided by the mCLASS
system
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Setting up mCLASS

Data Import

Wireless Generation will undertake the initial import of staff, student and school information to the
MCLASS system. In order for this import to take place, however, the Administrator must provide
the following data in the spreadsheets provided by Wireless Generation:

School Data

This spreadsheet provides basic information about the school(s) under your administration, such
as District, School Name, Address, Telephone/Fax Numbers, etc. It will also ask you to name
several contacts including the School Principal, an Instructional Contact (i.e., a teacher who will
serve as a liaison with the Administrator/Wireless Generation in terms of how mCLASS is
deployed in the classroom), and a Technical Contact (i.e., a school or district-level employee who
Wireless Generation can communicate with in the event of a system failure).

The School Contact Information spreadsheet also poses a series of technical questions that must
be answered in order for Wireless Generation to provide trouble-shooting to help ensure that the
software installation process proceeds smoothly. These questions are:

= Does the school have a computer available for teachers to use as a sync station?

= What type of machine is it? (Mac or PC)

= Does the identified computer(s) meet the hardware requirements identified in the
Hardware Requirements Document?

Do the identified computer(s) have Internet access?

What is the speed of Internet access? (l.e., T1, Dialup)

Who is the contact that can verify that the mCLASS Internet site is not filtered?

Do the identified computer(s) have a USB port?

Please identify any firewalls or filters that are in place that Wireless Generation should be
aware of that might affect the Internet connection.

It is recommended that you consult with your Technical Contact to ensure that these questions
are answered as accurately and completely as possible prior to the initial mMCLASS system
installation.

Staff Data

This spreadsheet requires you to enter in the names of all teachers and administrators at your
school who will be using the mCLASS system. Please follow the format of the spreadsheet
exactly and enter in all information as accurately and thoroughly as possible. Please note that
fields whose names appear in italics are not required.

In the column labeled “User Class,” please identify at least one “System Administrator” that can
add/remove Staff and Students from the system.

Wireless Generation will import this information to the mCLASS system and return to you user
names and passwords for all listed staff.

Student Data

This spreadsheet requires you to enter in the names of all students at your school who will be
tracked using the mCLASS system. Please follow the format of the spreadsheet exactly and
enter in all information as accurately and thoroughly as possible. Please note that fields whose
names appear in italics are not required.
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Please note that student information can be exported directly from an administrative system into a
Comma Delimited File and passed on to Wireless Generation. However, you must ensure that all
required fields are included in that file.
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mCLASS Software Installation

The following instructions will lead the Administrator through the process of installing mCLASS
software on both PCs and Palm devices as well as enabling users to access mCLASS reports
online. Instructions are provided both for individual installations as well as large-scale
installations. For answers to specific installation questions, please see the Troubleshooting
Guide which begins on page 61.

Installation Terminology

mCLASS:Sync: The Wireless Generation software that installs assessment applications
to the handheld and synchronizes assessment data

WGSync: An application that sits on the handheld computer and holds the user’s
Wireless Generation username and password

Sync Station: A desktop or laptop computer that is used to synchronize mCLASS
products

Public Sync Station: A Sync Station that will be used by many users, and has the
synchronization of personal information disabled

mCLASS Installation Guide for Windows

This guide provides instructions for installing mCLASS products on a computer running on
Microsoft Windows 98 or higher. It includes an introduction, instructions for setting up a Sync
Station, instructions for setting up a Palm OS handheld, and troubleshooting tips.

Windows NT/2000/XP Instructions

On Windows NT/2000/XP systems, it is necessary to have administrative privileges on
the system to perform the following:

- Installation of Palm Desktop
- Installation mCLASS:Sync
- The first synchronization of a particular handheld with the computer

This last part occurs because the first time a new device syncs to a system, it looks like
an entirely new piece of hardware to Windows. Administrative privileges are necessary
to add any new hardware to such a system.

Palm Desktop installation not only copies files to the hard drive, but also stores many
settings on the computer that are necessary for its operation. However, these settings
are stored only for the user that is logged on at the time of installation. If another user is
logged in, HotSync will not work properly. Thus it is necessary to install Palm Desktop
and mCLASS:Sync for each Windows user that will be logged in while syncing at a sync
station.

This combined with the fact that administrative privileges are necessary to install Palm
Desktop presents a problem when the normal user is not an administrator; if Palm
Desktop is installed as the administrative user, it will not work for the normal user.

The workaround for this is to follow this procedure:

1. Log into the system as an administrator
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. Grant administrative privileges to the normal user

. Log out of the system, and log in as the normal user
. Install Palm Desktop

. Install mCLASS:Sync

. Synchronize the handheld(s) to the computer

. Log out and back in as an adminstrator

. Return the normal user’s privileges to normal.

ONO O WN

Installing Palm Desktop

Before mCLASS Sync can be installed, Palm Desktop version 4.0 or higher must be
installed on the computer first. Palm Desktop comes on the CD that comes with your
handheld, and is also available for download from Palm at:
http://www.palm.com/us/support/downloads/

Next, install Palm Desktop using the instructions provided. Sync your device to the
computer to verify that HotSync is operational. If it does not work, contact you handheld
manufacturer’s support.

Installing mCLASS:Sync

The installer for mMCLASS:Sync is available on your installation CD, or is downloadable
from the mCLASS product website. It comes in a compressed form, as the file mMCLASS-
sync-pc.exe.

1. Copy / save the file mCLASS-sync-pc.exe to your desktop.

2. Double-click on mCLASS-sync-pc.exe to begin installation.

3. Follow the directions in the installer. If it reports an error, go to the troubleshooting
section.

mCLASS:Sync is now installed on your computer. You can now proceed to setting up
the handheld.

Installing assessment applications to the handheld

Choose “Set up a handheld” from Start Menu -> Programs -> Wireless Generation ->
mCLASS Sync, and follow the directions on the screen.

mCLASS Installation Guide for Mac OS

This guide provides instructions for installing mCLASS products on an Apple Macintosh
computer. Itincludes an introduction, instructions for setting up a Sync Station, instructions for
setting up a Palm OS handheld, and troubleshooting tips.

A note about Mac OS:

There are two significantly different versions of the Mac OS that are supported by Wireless
Generation: Mac OS 9 and Mac OS X. Older Apple systems shipped with only Mac OS 9. More
recent systems ship with both Mac OS 9 and Mac OS X installed.

When the two operating systems are on the same machine, they can be considered different
computers. The system settings are separate, as are the installed applications. Note: This
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means that if an application is installed in one operating system, it will not be available in the
other; it will need to be installed again to be used in the other operating system.

Applications installed under Mac OS 9 on a dual-boot system are installed in the “Applications
(Mac OS 9)” folder on the hard drive. In all other cases, applications are installed in the folder
simply labeled “Applications”.

For example, if you install Palm Desktop on a dual-boot system under Mac OS X, it will be
installed into the “Applications” folder. If you boot the same computer in Mac OS 9, Palm
Desktop will not be available, and HotSync will not run; Palm Desktop will need to be reinstalled
under Mac OS 9, and will appear in the “Applications (Mac OS 9)” folder.

Installing Palm Desktop

Before mCLASS Sync can be installed, Palm Desktop version 4.0 or higher must be
installed on the computer first. Palm Desktop comes on the CD that comes with your
handheld, and is also available for download from Palm at:
http://www.palm.com/us/support/downloads/

Note: Only the newest handhelds ship with Palm Desktop 4.0 or higher. Many older
models ship with version 2.6.x, which is not compatible with mCLASS:Sync. If this is the
case for you, you will need to download the latest version from the website.

Next, install Palm Desktop using the instructions provided. Sync your device to the
computer to verify that HotSync is operational. If it does not work, contact your handheld
manufacturer’s support.

Important: There is one more procedure that is necessary for Mac OS 9.

1. Locate the “Palm” installation folder on your hard drive. If you are on a dual-boot
system, it should be in the “Applications (Mac OS 9)” folder; otherwise it should be in
the “Applications” folder.

2. Locate the file called “Conduit Manager”. Hold down the “ctrl” button while clicking on
it. This will bring up a pop-up menu.

3. Choose “Get Info” from the pop-up menu.

4. There should be a dropdown menu in the window. Select “Memory” from this
dropdown.

5. There should be two text boxes in the window marked “Minimum Size” and “Preferred
Size”. Set “Minimum Size” to 20000, and “Preferred Size” to 30000.

6. Close the window to save the new settings. You can do this by clicking the box in the
top left corner of the window.

Installing mCLASS:Sync

The installer for mCLASS:Sync is available on your installation CD, or is downloadable
from the mCLASS product website.

Installation from CD

Copy mCLASS Sync Installer to your desktop. Double-click on icon on the
desktop and follow the instructions on the screen.

Installation from web
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When downloaded, it comes in a compressed form, as the file mCLASS-sync-
mac.sit.

1. Copy / save the file mMCLASS-sync-mac.sit to your desktop.
Double-click on mCLASS-sync-mac.sit. This will decompress the installer,
leaving the file mMCLASS Sync Installer on your desktop.

3. Double-click on mCLASS Sync Installer to begin installation.

4. If prompted for a username and password, enter a username and password
for a user with administrator rights on this computer.

5. Verify that the drop-down box in the top-left corner of the window reads
“Easy Install”’, and click on the “Install” button.

6. Follow the directions in the installer. If it reports an error, go to the
troubleshooting section.

mCLASS:Sync is now installed on your computer. You can now proceed to setting up
the handheld.

Installing assessment applications on the handheld

Locate the folder Applications -> mCLASS Sync on your hard drive. Double-click on “Set
up a handheld”, and follow the instructions on-screen.
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mCLASS System Definitions

The following section provides definitions for the specific nomenclature used by the mCLASS
system.

Institution Types

Institutions represent educational organizations, buildings, or facilities where users of the
mCLASS system work. There are three types of Institutions as defined by the mCLASS system.
They are:

= Municipality: A Municipality is an umbrella entity that oversees any number of Districts.
For example, a Municipality might be “The City of New York”. Within the mCLASS
system, Municipalities may have designated staff members, but will not have specific
students assigned to them.

= District. A District is a smaller umbrella entity that oversees any number of Schools. For
example, a District might be “Maple County”. Within the mCLASS system, Districts may
have designated staff members, but will not have specific students assigned to them.

= School: A School is an individual entity such as “Maple Elementary School”. Unlike
Municipalities and Districts, each School within the mCLASS system will have designated
staff members AND students, and will have specific Policies assigned to govern usage of
the system. (See page 54 for details.)

Accounts

Institutions are grouped into an Account. The Institution that contracted the mCLASS service
from Wireless Generation oversees the Account and controls mCLASS access for all the
Institutions that report into it.

The Account-holding Institution will have access to information pertaining to all Institutions that it
oversees and has discretion over whether or not Policies will be set universally or at the individual
School level. (See page 54 for details.)
Staff Types
The mCLASS system requires that Users be identified as one of four staff type categories. These
should reflect staff’s role in the institution/school. They are:

= School Administrator

=  Specialist

= Teacher

= Teaching Assistant
Access Levels
In addition to Staff Types, Users must be assigned an Access Level when their profiles are
created. The Access Level refers to the amount of information that Users will be allowed to view

within the mCLASS system. The three levels of access available to Users are the following:

= System Access: The mCLASS System Administrator may use all AMP administrative
features, including:

- View/Change Institution/School Contact Information
- Add, View, Edit and Delete Staff Members



MCLASS System Administrator Guide 10

- Add, View, Edit and Delete Students

- Add, View, Edit and Delete Classes

- Add/Remove Staff or Students To/From Classes

- Enable or Disable mCLASS Applications for Staff Members
- Set/Change Policies

- Change Staff Members’ Usernames

- View Staff Members’ Temporary Passwords

- Reset Staff Members’ Permanent Passwords

- Email Staff Members’ Usernames and Passwords to Staff Members

(For detailed information about each of these tasks, please refer to the relevant section
in the Complete Administrative Home Reference Guide, which begins on page 32.)

=  Full Access: May view all Classes in the mCLASS system

= Standard Access: Ability to view Students and Classes is controlled by school’s
“Viewing Data” Policies (See page 54 for details)

Please see Data Sharing (page 63) in the Appendix of this document for more information about
the implications of different Access Levels on mCLASS system usage.

Classes and Groups

Classes are formal sets of students as designated by a school (e.g., Mrs. Smith’s 2™ Grade
Homeroom; Mr. Jones’ 4" Grade Reading Class). A System Administrator creates classes and
assigns Class Owners. Depending on the school’s Policies for “Modifying Classes”, Class
Owners may be able make changes to Class information (i.e., add/remove students; change
class name). For more details, see page 54.

Groups are informal sets of students and are created by individual Users. Groups only have one
owner — the User who created that group. When forming a Group, the User may draw from the
entire pool of students to which he/she has access. For more information about creating and
making modifications Groups, please see Groups in the Appendix of this document (Page 69).
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Using mCLASS

Logging onto the Site

To login to the mCLASS Web site, follow the steps below:

User Name
Password

Locate any computer with an Internet connection. (This does not have to be one of the
designated mCLASS reading computers in your school; any computer that can connect to the
Internet will do, including a home computer.)

If the computer isn’'t connected to the Internet, connect to Internet now. If you are logging in
from home, you’ll need to connect via your own Internet service provider.

Open your browser and go to the mCLASS Web site: http.// www.mclassreading.com. At the
Login/Welcome screen (shown below), type in your assigned user name and password, and
then click Enter. Please note that passwords are case sensitive (e.g., “Smith” versus

4} Welcome - Microsoft Internet Explorer provided by Roadrunner - =]
File Edit ‘iew Faworites Tools Help E
GBack ~ = - D fiti] | Qhsearch [FFavorites  GfMedia &% | NS = 5
Address IE;] hittp: v, mclassreading, comfwgen(fLogin.page j @GD Links **

-

Welcome @CLASS™

Log in Helpful Hints...

User Name
- HotSync™ and Save!

slawkins Make sure to backup vour data, If you don't have

time to HotSync™, then save to your backup chip.

Password

[ non] - Charge it!
Keep your handheld device charged to aveoid losing
any assessment data,

Click Enter to log
into the site.

— =

Need help logqing in? Click
A

here.

If you have forgotten
your User Name or
Password, click here.

If you have forgotten your password:

Click on Need help logging in?, enter your email address, and then click Continue to have
your user name and password sent to you via email. If you have any problems with this,
please contact either a technology person in your Institution for help or contact Wireless
Generation’s Customer Support at 1-800-823-1969.

If you are logging into the system for the first time:

Click on mCLASS Home at the top right-hand corner of the Administrative Home.
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MCLASS Home | Log Out | Help

Schools

Maintain contact
Infarmation, incuding
addresses and key

EE

Applications

Manage staff access
to available
applications,

First-time Users only:

Click here to change
your password.

persannel,

Staff Policies

Wiew, edit or add to
the list of all staff
available for product Add
licenzes,

Manage user access
vights to student data,

[ vien/Edit |

Passwords
Students

View, edit or add to
the list of students
available in the
systermn.

Provide logins to
individual staff, or
distribute uzernames
and passwords for an
Add entire schoal,

==

Classes

Wiew, edit or add new
classes in the system,

= This will take you to a new screen. Click on Enter next to the heading My Account.

Administration Home | Log Out |

mCLASS Home @CLASS™

APPLICATIONS

QR

Bulletins

My Classes & Groups

ORI: QRI Enter Craste dasses or add and [Enter
ED  naamoeni.... EEB
list(=]. Any updates will appear on
your handheld the next tirme you
@CLASS Hatsync.
H ™
Reading

mCLASS:Reading: vour
zuite of infarmal reading
aszessments that includes
the Reading Record tocl,

Data Sharing

Grant Staff access to your student

filez,
e+Assessment .
% Real Assessment in Real Time My Account Click here to
Update your personal account choose a
e-Assessment: Analyze Ente.. ; A
and review student and |nFormat\:||Dn and change your permanent
clazs assessment rezults passward. password.
in Reading,
Comprehension, Phonics
and Flusncy. Download

Cownload software for your
mCLASS applications,

=

i

TPRI_w2: TPRI Yersion 2

=

= On the right hand side of the My Account page, under the title Change Password
(Optional), enter your Current Password as assigned to you. Then, enter a New Password of
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your own choosing. This New Password must be between 4-12 characters in length and

contain letters and numbers only.

Administration Home | Log Out | Help

My Account

4 Return to mCLASS Home

Update Contact Information

Change Password (Optional) |

©CLASS"

*Last Name ILawklns
*First Mame IStEphanie
Email |s|awkins@map|e‘edl

Current Password I
MNew Password | <+
Retype New Password |

il

Enter Current

Password.

v

Enter New

Password of your
own choosing,

Title IDrir\c\pa\, Maple Eler Retype New
Note: Mew Password rust be betwean 4-12
Grade I characters in length, and contain letters and Pass_word_ for
rurnbers only. confirmation.
Phone |
Fax I
* Required Fields . .
Click Cancel to undo Click Save
changes or to exit Changes to
Finish screen. — — complete.
=D e

= After entering your New Password, reenter it in the space below for confirmation, and then
click Save Changes. You will be taken to a screen labeled “Update Successful”.

Please note PDA users must remember to change their passwords in WGSync on their PDAs as

well. Please follow the instructions below:

Tap the WG Sync icon main Palm menu to launch the application

1.
2. Tap -Assigned- to change your password
3

Enter your new password in the field provided. To do this, you may either use Palm’s
“graffiti” or tap the “abc” icon in the bottom left-hand corner of the screen to bring up a

typewriter interface.

Al

Palm menu.

When you are finished, tap OK. Your new password will be saved.
You will be taken back to the -Assigned- screen. Tap OK again to return to the main

From this point forward, you will use your new, self-chosen password to login to both the online
system and your PDA. Please write this new password down and keep it in a safe location for

future reference.
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Administration Home Overview

After signing in, you will come to the mCLASS Administration Home, which contains links to the
primary tools you will need for managing the mCLASS platform. These tools are labeled as
follows:

Stephanie Lawkins, Maple School District mMCLASS Home | Log Out | Help

Schools @Applications
Maintain contact : Manage staff access :

Information, including to available
addresses and key applications,
personnel,

Policies
@ Staff @
Manage user access

wiew, edit or add to : rvights ta student data. :

the list of all staff
auailable for product

e
licenses,
@ Passwords
@ Students Provide logins to :

individual staff, or

View, edit or add to : distribute usernames Distribute

the list of students and passwords for an
available in the Add entire school.
zystarn.

Classes
wview, edit or add new :

classes in the systern,
Add

1. Schools: Allows System Administrator to maintain institution/school information,
including contact details for key staff members (page 32)

2. Staff. Allows System Administrator to add/delete staff members (including teachers,
teaching assistants, and specialists, or other administrators) as well as update their
contact information (page 34)

3. Students: Allows System Administrator to add/delete students and edit existing
student information (page 39)

4. Classes: Allows System Administrator to set up classes consisting of staff and
students (page 44)

5. Applications: Allows System Administrator to assign application licenses to
appropriate staff members if these have not already been assigned (page 52)

6. Policies: Allows System Administrator to set rules governing the use of the mCLASS
platform by its various users (page 54)

7. Passwords: Allows System Administrator to reset user passwords as well as send
user name and password information to system users (page 56)
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Guide to Common Administrative Tasks

After the initial set-up of the mCLASS system is complete, the primary day-to-day responsibilities
of an mCLASS System Administrator will be to:

A. Add new staff to the mCLASS system

B. Add new students to the mCLASS system

C. Reset user passwords

The following sections provide step-by-step instructions for ensuring that these tasks are
completed correctly and thoroughly. Please note that this is NOT a complete reference guide —

please refer to the Complete Administrative Home Reference Guide, which begins on Page
32, for comprehensive instructions for using mCLASS administrative tools.

Please Note: The initial import of staff and student records for an institution/school should already
have occurred at installation. This section covers making incremental additions to staff/student
lists once that initial import has already taken place. If initial staff/student data is missing or
incomplete, please refer to the Data Import section of this guide (page 3) for a walk-through of
the data import process.

A. Add new staff to the mCLASS system

The administrator must go through the following series of actions to ensure that new staff
members are given proper access to the mCLASS system.

1. Add new staff record to system

= (Click on Add next to the title “Staff’ on the main Administration Home.

Stephanie Lawkins, Maple School District mCLASS Home Log Out Help

Schools Applications
Maintain contact : Manage staff access :

Information, including to awailable
addresses and key applications.
persannel,

Policies
Staff
Manage user access
Wiew, edit or add to :] rights ta student data, :]
the list of all staff
available for product e
licenses,
Passwords
Students Provide loginz to :
individual staff, or
view, sdtor add v ((CTCIIIIN) distribute usernsmes
the list of students and passwords for an
available in the Add entire schoal,
systern,
Click Add to enter new
Classes staff into the system.

view, edit or add new (TS

classes in the systarm.
Add
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= This will take you to a screen labeled Add Staff. Fill in the appropriate fields for the
new staff member you are adding. Please note that all fields preceded by an asterisk
are required in order for information to be saved to the system.

Stephanie Lawkins, Maple School District mCLASS Home | Log Out | Help

“ Return to Administration Home

Click Cancel to undo
Enter Information changes or to exit screen. |1

INSTRUCTIONS: Enter staff information below, Be sure to fill in the required fislds,

IMPORTANT: Your entries will NOT be saved until you click the "Save 5taff" button at the bottom of this
page.

A
Staff 1
Fields with
asterisks are BB iEE IJohnson Institution Maple Elementary
required. *First Name [Mad Grade [1
Select Staff o | st 1o [ocos
Type and Staff Type ISchoDI Administrator - Email Iohnson@maple.edu
Access Level
from drop-down | LAceesstevel [ra ] Phone [
menus Applications IZ o AT Fax |—
. IMPORTANT: To save added staff to
Check here to assign —_—
Staff 2 e 9 the system, you must scroll down to
application licenses ]
to this staff member. the bottom of the screen (not pictured
* Las here) and click Save Staff.

= The field entitled Staff Type is a drop-down menu; please choose School
Administrator, Specialist, Teacher or Teaching Assistant.

= The next field, entitled Access Level, will determine the depth of information that this
staff member will be allowed to access. The available options are System Access,
Full Access, and Standard Access. Please refer to the mCLASS Definitions section
of this guide (page 9) for help in determining how to classify a particular staff
member.

= Alist of all applications for which this institution/school holds licenses appears at the
bottom left side of the screen. Put a check mark next to the names of the mCLASS
applications that this staff member will be licensed to use. Note: All available
applications are checked by default.

= When you are finished, please scroll to the bottom of the screen and click Save Staff.
Note that this button may not be immediately visible depending on the size of your
computer screen. [f you do not click Save Staff, the new staff information will not be
saved to the system and you will have to repeat this action.

= After clicking on Save Staff, you will be taken to a screen title Confirm Add Staff,
which presents the information you just entered in a view-only format.
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mCLASS Home | Log Out | Help

Stephanie Lawkins, Maple School District

# Return to Administration Home

Review Information

[[voke chanoes ]

Review the staff information below, If you nead to make any changes, select the "Make Changes"

button abowe, If no changes are necessary, select the "Save” button at the bottorn of this page. If you To make edits to this staff

wart to add additional staff, select the "Save and Add Mare" button at the bottorn of this page.

Johnson , May

member’s information,
click Make Changes.

Last Marme
First Marne
Title

Staff Type
Access Level|

Applications

Finish

Johnson Institution Maple Elementary
May Grade 1

Staff ID 0008
Teaching Assistant Ernail mjohnson@maple.edu
Standard Phone
MCLASS:TPRI™ Fax

If this staff information is
correct and you are finished
adding staff, click Save.

If this staff information is
correct and you would like to
add more staff, click Save &

Add More.

I

v

IMPORTANT: Please note that if

multiple staff are added, you must

scroll to the bottom of the page in
order to view these buttons.

v

Csove I sove o naa o |

= [f this staff information is correct and you do no wish to add further staff to the
system, click Save at the bottom right-hand side of the screen.

= [f this information is correct and you wish to go on to add more staff members to the
system, click Save & Add More at the bottom right-hand side of the screen.

= If there are errors in any record, please click Make Changes at the upper right-hand
side of the screen to edit the information.

= When you have finished adding all staff information, you will be taken to a screen
titted Add Successful. Here you will see the name and school of the person you
have added to the system, along with his/her User Name and Temporary Password.

mMCLASS Home | Log Dut | Help

Stephanie Lawkins, Maple $chool District

4 Return to Administration Home

Staff Added
Name Institution U Temp v P. d
May Johnson Maple Elementary mjchnson notéjig
Note that the system If this staff information If this staff information
automatically assigns a User is correct but you would is correct and you are
Name and Temporary Password like to add more staff, finished adding staff,
to new staff members. click Add More. click Done.

= If you would still like to go back and add more staff, click Add More.

= If you are finished adding staff, click Done. Please note that you must click Done in
order to commit these records to the system.
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2. Add staff member to class(es)

To add staff to an existing class:
= Click on View/Edit next to the title “Classes” on the main Administration Home.

Stephanie Lawkins, Maple School District mCLASS Home | Log Out | Help

Schools Applications
Maintain contact : Manage staff access :

Information, including to available

addresses and key applications,
personnel,

Policies
Staff

Manage user accass

Wiew, edit or add to : rights to student data, :

gt of all staff

Click View/Edit pble for product Add

to see or ' Passwards

change rovide logins to [“View/Edit |
information for jdents :jrm.u.duagstafff or

classes that are |=dtorsddte (IO distributs ussmames

t of students and passwords for an

already entered Ltiz in the Add entire school.
into the system. ™
Classes L

Wiew, edit or add new :

classes in the systern,
Add

= This will take you to a screen that displays a list of all classes currently in the system
for a school. (If you are the System Administrator for more than one school, you must
select which school you would like to view from the drop-down menu.)

Stephanie Lawkins, Maple School District mMCLASS Home | Log Out | Help

+ Return to Administration Home

1. Select School

Maple Elementary

2. Select Class

Class Grade Students Dwners

. Advsnced Readers 1 & 5. Klein
Click on class name to -

. . f —Pir, velasquer's Class | 1 a 1. Welasquez
view/edit class details. K
Mz, Holmes' Class 1 a 5. Holmes
Ms, Jones' Class 1 ] E. Jones
Special Heads i
Special Meads N 4 5. Klein

Readers

= Click on the name of the class you would like to add this staff member to in the list
that appears in the lower portion of the screen. This action will take you to a new
screen titled Class Information that displays detailed information for this class —
including the staff and students associated with it - in a view-only format.



MCLASS System Administrator Guide 19

MCLASS Home | Log Out | Help

Class Information @CLASS™

+ Return to Administration Home

! -1
Mr. Velasquez's Class
Class Details Students
Grade School Status Mame Grade Homeroom
1 Maple Elementary | Published Bennett, Beth 1
Eastarly, Erica 1
Hillard, Horatio 1
Staff ED | o :
" T Mair, Meepa 1
ame =
inm, i 1
velasquez, Jorge Ouner Quinn. Quiney
T=ing, T 1
Johnsen, May User sind essa
west, William 1
Klein, Susan Uszer
Zuber, Zack 1

To add or remove staff from
class, click the Edit button.

= Click Edit next to the title “Staff’. This will take you to a page entitled Class:
Add/Remove Staff that allows you to move any teachers and/or other staff members
in a school in and out of a class.

mELLASS Home | Log Out | Help

Class: Add/Remove Staff @CLASS™

4 Return to Administration Home

1 Choose
Mr. VEIasquez s Class institution/school from

which you would like to
add staff from drop-

Available Staff down menu. Staff For This Class
Add
- - 0 chnson, Ma
Lawkins, Stephanie ‘ ilem, Susf;ﬂny
‘alazquez, Jorgs
Remove
Cremove
Finish
To add a staff member,
select his/her name in this
box and click Add Owner.

When you are finished
making changes, click
Done to save information.

= On the left-hand side of the screen is a list of Available Staff in your school, sorted by
name. Choose the name of the institution/school that this staff member is associated
with from the drop-down menu at the top of the Available Staff list.
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Select a staff member by highlighting his/her name and then click the Add Owner
button in the middle of the screen. Note: You may assign more than one Owner to a
Class (for example, if two teachers team-teach a Class.)

When you are done making changes, click Done to save.

To create a new class for this staff member:

Go to the main Administration Home. Click on Add next to the title “Classes”.

Stephanie Lawkins, Maple School District

mMECLASS Home | Log Out | Help

Schools

Maintain contact
Information, including
addresses and key
persannel,

Staff

Wiew, edit or add to
the list of all staff
available for praduct
licenses,

Students

View, edit or add to
the list of students
available in the
system.

Classes

wiew, edit or add new
classes in the systemn.

[ viev /Edit

Add

Add

Applications

Manage staff access
to available
applications.

Policies

Manage user access

rights ta student data.

Passwords

Provide logins ta
individual staff, or
distribute usernames
and passwords for an
entire school,

[ vien/Edit |

[ view/cdit |

=

Click Add to enter new
classes into the system.

This will take you to a screen labeled Add Class. (If you are the System
Administrator for more than one school, you must select which school you would like

to view from a drop-down menu.)

Stephanie Lawkins, Maple $chool District

mMCLASS Home | Log Out | Help

# Return to Administration Home

Enter Information

Added Classes default to
Published status.

* Class Name

INEW Class

* Required fields

Fields with asterisks

are required.

Grade

(ERE|

* School

Maple Elementary

Published*

s S

Click Add to save
new class
information.

Click Cancel to undo
changes or to exit
screen.

Fill in the name of the class and choose the appropriate grade from the drop-down

menu.
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= The publishing status of the new class will automatically default to Published; if you
want the class to be Archived, you will have to go back and edit the record later.
Archived classes will not be saved on the handheld.

= When you are finished adding the class name and grade, click Add.

= If you decide that you do not want to add this class, click Cancel.

= After you click Add, you will be taken to a screen titled Class Information. Using
this screen, you will assign teachers and/or other staff members to this class, as well
as students.

a. Staff

= (Click Edit next to the title “Staff”.

Stephanie Lawkins, Maple School District mCLASS Home | Log Out Help

4 Return to Administration Home

New Class
Class Details (E@ Students =
Crade School Status Name Crade Homeroom
N Maple Elementary | Published No students have been added to this class.
Staff =D
Name Type

Mo staff have been added to this class,

To add or remove staff
from class, click the Edit
button.

= This will take you to a page entitled Class: Add/Remove Staff that allows you to
assign teachers and/or other staff members to the new class. The screen
consists of two separate staff lists:

Stephanie Lawkins, Maple School District mCLASS Home Log Dut Help

+ Return to Administration Home

Choose
New Class institution/school from
which you would like to

add staff from drop-
Available Staff down menu. Staff For This Class
IMaple Elementary -I Add
Gordon, Frank w
I\ #dd Quner |
Holrmes, Sally (1)
ohnson, May (1)
Jones, Erily (11
Klein, Susan
Lawkins, Stephanie Remove
velasquez, Jorge (1)
To select multiple entries,
hald the "ctl" key(PC) P
or the apple ke-,l'fI;Mac) Finish
To add a staff member, To remove a staff member,
select his/her name in this select his/her name in this
box and click Add Owner. box and click Remove.

When you are finished
making changes, click
Done to save information.
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i.  Available Staff:
On the left-hand side of the screen is a list of all the available staff in your
school, sorted by name. If you are the System Administrator for more than
one school, you must choose the name of the school you wish to make
changes to from the drop-down menu at the top of the Available Staff list.

To Add Owners to Class:
=  Choose the name of the institution/school that this staff member is
associated with from the drop-down menu at the top of the staff list.

= Select a staff member by highlighting his/her name and then click the
Add Owner button in the middle of the screen.

= Holding down the Ctrl key (for PCs) or the Open Apple key (for
Apple/Mac) allows you to select and add multiple staff members at the
same time.

ii. Staff For This Class:
On the right-hand side of the screen is a list of all staff members (both
owners and users) who are already associated with this class.

To Remove Owners from Class:

= Select a staff member by highlighting his/her name and then click the
Remove button in the middle of the screen. Holding down the Ctrl key
(for PCs) or the Open Apple key (for Apple/Mac) allows you to select
and add multiple staff members at the same time.

= When you are done making changes, click Done to save.

b. Students

= Click Edit next to the title “Students” on the Class Information page.

Stephanie Lawkins, Maple School District mMCLASS Home | Log Out | Help

+ Return to Administration Home

New Class
Class Details E3@ Students D
Grade School Status Name Grade Homeroom
1 Maple Elzrnentary published Mo students have been added to this class,
To add or remove students
Staff [ Edit | from class, click the Edit
button.

Name Type
Mo staff have been added to this class,

= This will take you to a page entitled Class: Add/Remove Students that allows you to
assign students to a new class. The screen consists of two separate student lists:
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Stephanie Lawkins, Maple School District

mELASS Home | Log Out | Help

+ Return to Administration Home

New Class Sort by students by
grade and/or homeroom
using the drop-down

Available Students menus- Students For This Class

o Add

IAH Students vl
JEB

ADAMNE, ANNA. ... &
Anderson, Austin
Bennett, Beth

ortez, Carlos
D'Arnico, Douglas RemOVE
Easterly, Erica
Farmington, Faith
Gua, George

Hillard, Horatic
Ignatius, Ife ;I

To zelect rultiple antries, Finish
haold the "ctrl” key(PC)
or the apple key (Mac)

To add a student, select

his/her name in this box To remove a student,
and click Add. select his/her name in this

When you are finished box and click Remove.

making changes, click

Done to save information.

Fuo, George

Hillard, Horatio

Adarns, Anna

i. Available Students:
On the left-hand side of the screen is a list of all the available students,
sorted by grade and then name.
= If you would like to view students from one grade only, choose the
appropriate grade from the drop-down menu at the top of the list.
= If you would like to filter students by Homeroom (if this information is

available on the system), select the Homeroom in the second drop-down
menu.

To Add Students to Class:
= Select a student by highlighting his/her name and then click either the
Add button in the middle of the screen. Holding down the Ctrl key (for

PCs) or the Open Apple key (for Apple/Mac) allows you to select and
add multiple students at the same time.

ii. Students For This Class:

As you add students to this class, their names will appear in a list on the
right-hand side of the screen.

To Remove Students from Class:

= Select a student by highlighting his/her name and then click the Remove
button in the middle of the screen. Holding down the Ctrl key (for PCs)
or the Open Apple key (for Apple/Mac) allows you to select and add

multiple students at the same time.

= When you are done making changes, click Done to save.

3. Email username and password to staff member

= Click on the View/Edit button that appears next to the title “Passwords” on the main
Administration Home.
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MCLASS Home | Log Out | Help

Schools

Maintain contact
Infarmation, incuding
addresses and key
personnal,

Staff

Wiew, edit or add to
the list of all staff
available for product
licenzes,

Students

Wiew, edit or add to
the list of students
available in the
systern,

Classes

Wiew, edit or add new
classes in the system.

[ viev /Edit

Add

Add

Add

Applications
Manage staff access :

to available
applications,

Policies

Manage user access

tights to student data, :

Passwords Click View/Edit to
Provide lagins to [ view/Edit | assign staff passwords

individual staff, ar
dietrboe eername:  ([Z00Tm) | OF change passwords.
and passwords for an
entire school,

= This will take you to a screen labeled View/Edit Passwords that displays a list of
users currently in the system as well as their User Names.

Stephanie Lawkins, Maple School District

mMCLASS Home | Log Out | Help

4 Return to Administration Home

Select Institution

[Maple Elementary < |€——— you would like to view staff list

Select Staff Member

Select school/institution that ———

for from the drop-down menu.

Click on staff member’s
name to view/edit his or her
user information.

staff Name Username
Gordon, Frank fgardonl
Holmes, Sally sholmes1
Johnson, May rmjchnson
—pplones, Emily sjones3
Klein, Susan skleinz
Lawkins, Stephanie slawkins3
welasquez, Jorge juelazquel

= Choose the institution/school that the staff member is associated with from the drop-
down menu on the upper portion of the screen. The page will automatically update to
display appropriate user names and details.

= Click on a staff member’s on the list that appears in the lower portion of the screen.
This action will take you to a new screen titled Passwords that displays detailed
information for the user you selected.
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Stephanie Lawkins, Maple School District mMCLASS Home | Log Dut | Help

4 Return to Administration Home

Emily Jones
Usermame Ie]onesS :
Password bus2énate

Finish

—

Click Email to User to
send User Name and
Password to staff member.

= Click Email to User to inform the user of his/her assigned Username and Password
information. Note: If the user has already chosen a Password, this option will not be
available. You will have to manually inform the user of his/her information.

B. Add new student(s) to the mCLASS system

The System Administrator must go through the following steps to add new student records to the
MCLASS system.

1. Add new student record(s)

=  Click on Add next to the title “Students” on the main Administration Home.

Staphanie Lawkins, Maple School District mMECLASS Home | Log Out | Help

Schools Applications
Maintain cantact :] Manage staff access :

Information, incuding to available

addreszes and key applications.
personnel,

Policies
Staff

Manage user access

Wiew, edit or add to :] rights ta student data, :]

the list of all staff
available for praduct Add
licenses,

Passwords
Students Provide logins to :

individual staff, or

wiew, edit or add to : distribute usernames Distribute

the list of students and passwords for an

available in the 4_ entire school.
system.
Classes

wiew, edit or add new :

claszes in the systerm.
Add Click Add to enter new
students into the system.




MCLASS System Administrator Guide 26

= This will take you to a screen labeled Add Students. (If you are the System
Administrator for more than one school, you must select which school you would like
to add the student to from the drop-down menu at the top of the student list.)

Stephanie Lawkins, Maple School District mMCLASS Home | Log Out | Help

4 Returmn to Administration Home

Click Cancel to undo

Enter Information changes or to exit screen. |——»[E0)
INSTRUCTIONS: Enter students information below, Be sure to fill in the required fields,
Maple
IMPORTANT: Your entries will NOT be saved until you click the "Save Students" button at the Elernentary —_
bottom of this page. A
Student 1
Fields with * Last name || School Maple Elermentary
asterisks are
required. * Firstname | * Grade [--select— <]
mMiddle Mame I Homeroom I
Suffix I Student ID I
Date of Birth | | | stateIp [
Month Day Year (if =pplicable)
Student 2 IMPORTANT: To save added students
to the system, you must scroll down to
*lastname [ the bottom of the screen (not pictured -
here) and click Save Students.

= Fillin the appropriate fields for the new student(s) you are adding. Please note that
all fields preceded by an asterisk are required in order for information to be saved to
the system. You may add up to five students at a time.

=  When you are finished, please scroll to the bottom of the screen and click Save
Students. Note that this button may not be immediately visible depending on the
size of your computer screen. If you do not click Save Students, the new student
information will not be saved to the system and you will have to repeat this action.

= After clicking on Save Students, you will be taken to a screen title Confirm Add
Students, which presents the information you just entered in a view-only format.

Stephanie Lawkins, Maple $chool District mMECLASS Home | Log Out | Help

Review Information [CHake changes

Review the student infarrmation belaw. If vou need to make any changes, selact the "Make Changes"

button above, If no changes are necessary, select the "Save” button at the bottom of this page. If you To make edits to this

want to add additional students, select the "Save and Add Mare" button at the bottorn of this page, y . . .
student’s information, click

Make Changes.

Adams, Anna

Last Mame: Adams School: Maple Elementary
First Marne: Anna Grade: 1
Middle Marme: Hormeroorm:
Suffix: Student ID: 027
Date of Birth: If this student information is

If this student information is correct and you would like to

Zggiid :&zg:; aéﬁclnlss:f: add more students, click Save
9 : : & Add More.

Finish

I I

= ey
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If this student information is correct and you do no wish to add further students to the
system, click Save at the bottom right-hand side of the screen.

If this information is correct and you wish to go on to add more students to the
system, click Save & Add More at the bottom right-hand side of the screen.

If there are errors in any record, please click Make Changes at the upper right-hand
side of the screen to edit the information.

When you have finished adding all student information, you will be taken to a screen
titted Add Successful. Here you will see the name and school of the student(s) you
have added to the system.

Stephanie Lawkins, Maple School District

MELLASS Home | Log Out | Help

# Return to Administration Home

Student Name

Adarns, Anna

Student ID
0z7

State ID Grade

1

Homercom School

Maple Elernentary

. e

If this student If this student
information is correct information is correct
but you would like to and you are finished
add more staff, click adding staff, click

Add More. Done.

If you would still like to go back and add more students, click Add More.

If you are finished adding students, click Done. Please note that you must click
Done in order to commit these records to the system.

2. Add student(s) to classes

Click on View/Edit next to the title “Classes” on the main Administration Home.

Click View/Edit [.!°
to see or
change
information for
classes that are |=dit or add to

Schools
Maintain contact
Infarmation, induding

addresses and key
parsannel,

Staff

Wiew, edit or add to
st of all staff
ble for product

dents

gt of students

already entered f[biz in the
into the system.

.

Stephanie Lawkins, Maple School District

[ view/Edit

Add

Add

Classes

view, edit or add new
classes in the systarm.

Add

Applications

Manage staff access
to availsble
applications.

Policies

Manage user access

rights to student data.

Passwords

Frovide logins to
individual staff, or
distribute usernarmes
and passwords for an
entire school,

MCLASS Home | Log Out | Help

[ view/Edit

[ view/Edit |

e e |
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= This will take you to a screen that displays a list of all classes currently in the system for a
school. (If you are the System Administrator for more than one school, you must select
which school you would like to view from the drop-down menu.)

Stephanie Lawkins, Maple School District mCLASS Home | Log Out | Help

4 Return to Administration Home

1. Select School

Maple Elementary

2. Select Class

Class Grade Students Dwners

. fdvanced Resders 1 & 5. Klein
Click on class name to -

. . p Pr, Velasquez's Class | 1 9 1, Welasquez
view/edit class details. a
Ms, Holmes' Class 1 g 5. Halmes
Mz, Jones' Class 1 3 E. Jones
Special Heads .
Special Heads n 4 . Klein

Readers

= Click on the name of the class you would like to add this student to in the list that appears
in the lower portion of the screen. This action will take you to a new screen titled Class
Information that displays detailed information for this class — including the staff and
students associated with it - in a view-only format.

Stephanie Lawkins, Maple School District mCLASS Home | Log Out | Help

4 Return to Administration Home

1 [ Delete Class |
Mr. Velasquez's Class Delate Class
Class Details EE  Students =3
Grade School Status Name Grade Homeroom
1 Maple Elernentary | Published Bennett, Beth 1
Easterly, Erica 1
Hillard, Horatio 1
Staff : Ehan, Karina 1
Mair, Naapa 1
Name Type
inn, Gui 1
Welasquez, Jorge Owner Quinn, Guiney
Tsing, Tessa 1
Johnsan, May User
west, William 1
Klein, Susan User
Zuber, Zack 1

To add or remove students from
class, click the Edit button.

= Click Edit next to the title “Students” on the Class Information page. This will take you
to a page entitled Class: Add/Remove Students that allows you to assign students to a
new class.
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4 Returmn to Administration Home

MCLASS Home | Log Out | Help

Mr. Velasquez's Class

Sort students by grade

and/or homeroom using
the drop-down menus.

Students For This Class

Available Students

all -

All Students _+

EAdams, Ar
Anderson, Austin
Bennett, Beth

ortez, Carlos

D'#Arico, Douglas
Eastetly, Erica
Farmington, Faith
Guo, George

Hillard, Horatio
Ignatius, Ife j

To seledt multiple entries,
hold the "ctrl" kew(PC)
ar the apple key (Mac)

To add a student, select
his/her name in this box

Add
[ add |

Bennett, Beth
Easterly, Erica
Hillard, Horatio

Remaove

=
Finish

Khan, Karina
Mair, Neepa
Quinn, Quinoy
Tsing, Tessa
west, William
Zuber, Zack

and click Add.

When you are finished
making changes, click Done
to save information.

= On the left-hand side of the screen is a list of all the available students, which can be
sorted by grade and/or homeroom. Select the student you would like to add to the class
by highlighting his/her name and then click the Add button in the middle of the screen.

= When you are done making changes, click Done to save.

C. Reset User Passwords

If a user forgets his/her password, the administrator must do the following in order to reinstate

access to the mCLASS system.

= Click on the View/Edit button that appears next to the title “Passwords” on the main

Administration Home.

Stephanie Lawkins, Maple School District

mCLASS Home | Log Dut Help

Schools

Maintain contact
Information, incuding
addresses and key
personnel,

[ vier: Ecit ]

Staff

View, edit or add to
the list of all staff
awvailable for product Add
licenses.

Students

View, edit or add ta
the list of students
available in the Add
systermn,

Classes

View, edit or add new

Applications
Manage staff access
to available
applications.

Policies

Manage user access
rights to student data.

Passwords Click View/Edit to

J<| assign staff passwords
[ Distribute | or change passwords.

Provide logins to
individual staff, or
distribute uzernames
and passwords far an
entire schoal,
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= This will take you to a screen labeled View/Edit Passwords that displays a list of users
currently in the system as well as their User Names.

mECLASS Home | Log Dut | Help

Stephanie Lawkins, Maple School District

< Returmn to Administration Home

Select Institution
Select school/institution that ———

[Maple Elementary _~]¢——— you would like to view staff list
for from the drop-down menu.

Select Staff Member

Staff Name Username

Gordon, Frank fgordant

Holmes, Sally sholmes1

Click on staff member’s Johnson, May rrishnsan
name to view/edit his or her —plones. Emils ejonasd
user information. Elein, Susan skleinz

Lawkins, Stephanie slawkins3

welssguez, Jorge juelasguel

= Choose the institution/school for the user whose password you need to change from the
drop-down menu on the upper portion of the screen. The page will automatically update
to display appropriate user names and details.

= (Click on the user name from the list that appears in the lower portion of the screen. This
action will take you to a new screen titled Passwords that displays detailed information
for the user you selected.

mCLASS Home | Log Dut | Help

Stephanie Lawkins, Maple School District

4 Return to Administration Home

Emily Jones

Click Change to assign a
new User Name to this Username  |kioness

staff member.

[

Password busZénote

Finish

e

Click Email to User to
send User Name and
Password to staff member.

Click Done to save
new user information.

= [f the user has not yet changed his/her Temporary Password as assigned by the system,
the Temporary Password will appear. The Temporary Password cannot be changed.
Tell or email the staff member this password, and he/she can access the system.

= |f the user has already chosen a permanent password, the words “Password Set” will
appear. To assign a new temporary password to this user, click Reset. The system will
automatically update the password.
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When you are done reviewing the temporary Password/reassigning the permanent
Password, click Email to User to inform the user of his/her updated information.

If you would rather inform the user in person or via another means of communication,
simply click Done to register the change to the system.
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Complete Administrative Home Reference Guide

This section provides a comprehensive guide to the administrative tools offered by mCLASS. For
a guide to common day-to-day tasks, such as adding new staff and students to the system,
please refer to the Guide to Common Administrative Tasks, which begins on Page 15.

1. Schools

This tool allows System Administrators to view and update information pertaining to the
Institutions/Schools that they manage.

Note: It is very important for the System Administrator to ensure that this information remains up-
to-date and accurate on an ongoing basis so that Technical and Customer Support reps from
Wireless Generation are able to reach key staff contacts whenever necessary.

Available Tasks:

A. View Institution/School Information

B. Update Institution/School Information

A. View Institution/School Information

= Click on the View/Edit button next to “Schools” on the Administrative Home.

Stephanie Lawkins, Maple School District mELASS Home | Log Dut | Help

Click here to
view/edit
institution/school
contact details. X )
Schools ¢ Applications

Maintain contact [ Wiew /Edit | Manage staff access [ view/Edit |

Information, including to available
addresses and key applications,
persannel,

Policies
Staff
Manage User access

Wiew, edit or add to : rights to student dats, :

the list of all staff

available for product Add

licenzes,
Passwords

Students Pravide lagins ta =
individual staff, or

view, edit or add to : distribute uzernames

the list of students and passwards for an

awailable in the Add entire school.

systern.

Classes

View, edit or add new :

classes in the systarm,
Add

= This will take you to a page titled “School Information”. Click on the name of an
Institution/School to view detailed information for that entity. This detailed information
consists of the following:
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>

+ Return to Administration Home

Select

Maple School District

&

# Maple School District >

® Maple Elementary

If all information is correct,
click on Return to
Administration Home to
return to the main menu.

Click on the name of
the institution/school
you would like to
view/edit.

Institution/School name
Institution/School address
Institution/School phone/fax

arON =

Addrezs 100 Maple Street

Mapleville, Michigan 12345

Phone 212-555-1500

Fax Z212-333-1300

Primary System Administrator

Stephanie Lawkins

Administrative Contact
Marme
Ernail
Fhone

Fax

Instructional Contact

Marme
Ernail
Fhone

Fax

Technical Contact

Marme
Ernail
Fhone

Fax

Stephanie Lawkins

elawkins maple.edu

212-55%-1212
212-555-1212

Emily Jones
ejones@maple.edu
212-55%-1213
212-555-12132

John Davis

jdavis @maple.edu
212-55%-1214
212-555-1214

Name/email/phone/fax for Administrative Contact
Name/email/phone/fax for Instructional Contact (i.e., a staff member who will serve

Edit.

To make changes to
this school’s
information, click

If this
information is
correct, click

Done.

v
.

as a liaison with the Administrator/Wireless Generation in terms of how mCLASS is

deployed in the classroom)

6. Name/email/phone/fax for Technical Contact (i.e., a School or District-level employee

who Wireless Generation can communicate with in the event of a system failure)

B. Edit Institution/School Information

= Click on the button labeled Edit. This will take you to a screen that allows you to
overwrite existing information with new data.

= When you are finished updating school information, click Save Changes. Please note

that all fields preceded by an asterisk are required in order for information to be saved to

the system. If there are no changes to be made, click Done at the bottom of the screen.
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mELLASS Home | Log Out | Help

“ Return to Administration Home

Maple Elementary

Address

Name IMap\e Elernentary
* Address 1 [123 Maple Street |
Address2 [
* ity [Mapleville
state [Michigan =]
Province I—
* Postal W
code
# County  |United States =
*Phone [212-555-1200 |
*Fax [212555 1200

¥ Sy

Stephanie Lawkins

Please note that fields
preceded by an asterisk
are required. The system
will not save changes
unless these fields contain
information.

* Required Fields €¢—]

Administrative Contact

First Name IStephanie
Last Name [Lawkins Make changes to
contact information
Email [STavkins@mapie ol "
by writing over
Phone |212-555-1212 existing data.

Fax [212-555-1212
Instructional Contact
First Name [Emily |
LastName [lones
email [onr@mapie ads]
Phone [212-555-1213
Fax [212-555-1215

Technical Contact

First Name IJ ohn

Last Name IDauis—
Email [idavis@maple.edu |
Phone [z12-555-1214 |
Fax [212-555-1214

Click Save
Changes to register
your updated
information.

P Concel ]| sove chonoes

Click Cancel to undo
changes or to exit screen.

=  After you click Save Changes, you will be returned to the screen that allows you to view
current school information. If everything is correct and you have no more changes to
make, click Return to Administration Home on the upper left hand of the screen. If you
have more changes to make, simply click Edit again.

2. Staff

This tool allows System Administrators to view and update current staff information, as well as

add new staff members to the system.

Available Tasks:

A. View Current Staff
B. Edit Current Staff
C. Delete Current Staff
D. Add New Staff

A. View Current Staff

= Click on View/Edit next to the title “Staff’ on the main Administration Home.
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Stephanie Lawkins, Maple School District mMELASS Home | Log Dut | Help

Schools Applications
Maintain contact :] Manage staff access :]
Information, including to available
addresses and key applications,
personnel.
Policies
Staff l
Manage usar access
. I, edit or add to : rights to student data, :
Click list of all staff
View/Edit to filable for product Add
see orchange | Passwords
information for Ludents "
Provide logins ta :]
staff who are individual staff, or

already b, edit or add to [Viewedie distribute usernames

H list of students and passwords for an
entered into | *: °f te o entire school,

the system.  fr=rn.

Classes
View, edit or add new :]

classes in the system,
Add

= This will take you to a page titled “View/Edit Staff.” Choose the institution/school for which
you would like to view staff from the drop-down menu on the upper portion of the screen.
The page will automatically update to display appropriate staff names and details.

Staphanie Lawkins, Maple School District MECLASS Home | Log Out | Help

+ Return to Administration Home

Select Institution

Select school/institution that you
Institution |Maple Elementary - |€——— would like to view staff list for
from the drop-down menu.

Staff
Staff Name Staff Type Staff ID Grade Title Access Level
- ; Schaol
Click on staff member’s Gordon, Frank Adiimistrator System
name to view/edit his or her PHaimes, sl Teacher Standard
information. Jones, Emily Teacher Standard
Klain, Susan Teachar standard
Lawkinz, Stephanis Teacher Standard
Welasguez, Jorge Teacher Standard

B. Edit Current Staff

= Click on a name from the staff list that appears in the lower portion of the screen. This
action will take you to a new screen titled Staff Information that displays detailed
information for the staff member you selected in a view-only format.



MCLASS System Administrator Guide 36

Stephanie Lawkins, Maple School District

MCLASS Home | Log Out | Help

4 Return to Administration Home

A

Holmes, Sally —— D

Last Mame Holmes Institution Maple Elementary
First Hame Sally Grade 1
Usermame sholmes1 Click Edit to make staff [0 0004 Click Delete Record to
Staff Type Teacher changes to this staff Ermail sholmes@maplel remove this staff member
. member’s information. Phone from the system.
fccess Level Standard Fax

If all information is correct and there
are no changes, click Return to
Administration Home.

= Click Edit on the upper right hand side of the screen. This will take you to a page entitled
Edit Staff Information that allows you to overwrite that staff member’s current record.

Stephanie Lawkins, Maple School District

mECLASS Home | Log Out | Help

4 Returmn to Administration Home

Halmes, Sally

Last Name |Helmes Institution Maple El perr
First Name  [Sally wade [T |

Make changes to
staff information by

Username |sholmesl Staff ID IDDD4

Staff Type ITeacher vl Email Isho\mes@maple‘ed ertlng over existing
Tite I— Phone I— data.
Access Level IStandard - l Fax I

L;Jq

Click Cancel to Click Save Changes
undo changes or to to register student’s
exit screen. updated information.

= When you are done updating the appropriate fields, click Save Changes.
= If you decide that you do not want to make changes to this staff member’s existing data,
click Cancel. This action will save that staff member’s information as it previously
existed, with no changes registered.
C. Delete Current Staff

= Click Delete Record on the upper right hand side of the Staff Information screen.

Stephanie Lawkins, Maple School District

MCLASS Home | Log Out | Help

< Return to Administration Home

Delete Sally Holmes?

[Fl

Click Cancel to undo
action and exit screen.

Click Delete Record to
confirm removal of staff
member from system.
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= You will be taken to a page titled Confirm Delete that gives you the choice to either
Delete Record or Cancel the action.

= Click on the appropriate button to finalize the change.
D. Add New Staff

= (Click on Add next to the title “Staff’ on the main Administration Home.

Staphanie Lawkins, Maple School District mCLASS Home | Log Out | Help

Schools Applications

Maintain contact :] Mzanage staff access :]
Information, including to awailable
addrasses and kay applications.
personnel,
Policies
Staff
Manage user access
Wiew, edit or add to :] rights to student data, :
the list of all staff
available for praduct e
licenses,
Passwords
Students Provide logins to [ view /Edit |
individual staff, or
Wiew, edit or add to distribute usernames

[ viev /Edit_

and passwords for an

the list of students
entire =chaoal.

available in the Add
systern,

Click Add to enter new
Classes staff into the system.

Wiew, edit or add new
classes in the systemn.
Add

= This will take you to a screen labeled Add Staff. Fill in the appropriate fields for the new
staff member you are adding. Please note that all fields preceded by an asterisk are
required in order for information to be saved to the system.

mMELASS Home | Log Out | Help

Stephanie Lawkins, Maple School District

4 Return to Administration Home

Click Cancel to undo
changes or to exit screen.

Enter Information

_Cancel ]

INSTRUCTIONS: Enter staff information below. Be sure to fill in the required fields.

IMPORTANT: Your entries will NOT be saved until you click the " Save Staff" button at the bottom of this
page.

A
Staff 1
Fields with > - o
asterisks are Last Name |Jo nson Institution Maple Elementary
required. * First Name  [May] Grade |1
Select Staff Titde I staff 1D IDDDS
Type and { Staff Type ISchooI Administratar = | Email Iohnson@maple.edu
Access Level
from drop-down | (fecess teve! fra =1 Phone |
menus Applications [ oo oo Fax [ ]
+
Check here to assign IMPORTANT: To save added staff to
Staff 2 B the system, you must scroll down to
application licenses .
T to this staff member. the bottom of the screen (not pictured
* Las| here) and click Save Staff.
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The field entitled Staff Type is a drop-down menu; please choose School Administrator,
Specialist, Teacher or Teaching Assistant.

The next field, entitled Access Level, will determine the depth of information that this staff
member will be allowed to access. The available options are System Access, Full
Access, and Standard Access. Please refer to the mCLASS Definitions section of this
guide (page 9) for help in determining how to classify a particular staff member.

A list of all applications for which this institution/school holds licenses appears at the
bottom left side of the screen. Put a check mark next to the names of the applications
that this staff member will be licensed to use.

When you are finished, please scroll to the bottom of the screen and click Save Staff.
Note that this button may not be immediately visible depending on the size of your
computer screen. If you do not click Save Staff, the new staff information will not be
saved to the system and you will have to repeat this action.

After clicking on Save Staff, you will be taken to a screen title Confirm Add Staff, which
presents the information you just entered in a view-only format.

Stephanie Lawkins, Maple School District mMCLASS Home | Log Dut | Help

Review Information [ Hake changes |

Review the staff information below, If vou need to make any changes, select the "Make Changes" ‘

butten above. If no changes are necessary, select the "Save" button at the bottorn of this page. If you . :

want to add additional staff, select the "Save and Add More" button at the bottorn of this page, To make edits to this staff
member’s information,

click Make Changes.

Johnson , May

Lazt Harme Johnson Institution Maple Elementary

First Marne May Grade 1
Title Staff I 0008
staff Type Teaching Assistant Ermail mijchnson@maple.edu
Access Level Standard Phone
Applications mCLASS:TPRI™ Fax

If this staff information is
correct and you would like to
add more staff, click Save &

If this staff information is
correct and you are finished

Finish adding staff, click Save. Add More.
v v
IMPORTANT: Please note that if

multiple staff are added, you must
scroll to the bottom of the page in
order to view these buttons.

If this staff information is correct and you do no wish to add further staff to the system,
click Save at the bottom right-hand side of the screen.

If this information is correct and you wish to go on to add more staff members to the
system, click Save & Add More at the bottom right-hand side of the screen.

If there are errors in any record, please click Make Changes at the upper right-hand side
of the screen to edit the information.

When you have finished adding all staff information, you will be taken to a screen titled
Add Successful. Here you will see the name and school of the person you have added
to the system, along with his/her User Name and Temporary Password.
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mMCLASS Home | Log Dut | Help

4 Return to Administration Home

Staff Added

Mame

May Johnsan

Institution

Maple Elementary

T P d
P ¥

mijchnson noté3ig

S =

Note that the system
automatically assigns a User
Name and Temporary Password
to new staff members.

"

If this staff information
is correct but you would
like to add more staff,
click Add More.

If this staff information

is correct and you are

finished adding staff,
click Done.

If you would still like to go back and add more staff, click Add More.

If you are finished adding staff, click Done. Please note that you must click Done in order
to commit these records to the system.

3. Students

This tool allows System Administrators to view and update current student information as well as
to add new students to the system.

Available Tasks:

A.

B

C.
D.
A

View Current Students (by grade or by name)
Edit Current Students
Delete Current Students
Add New Students

. View Current Students (by grade or by name)

Click on View/Edit next to the title “Students” on the main Administration Home.

Stephanie Lawkins, Maple School District

MECLASS Home | Log Out | Help

the system.

Schools
Maintain cantact :
Information, including
addrazsas and key
persannel,
Staff
Viaw, adit or add to :]
the list of all staff
auailable for praduct add
licenzes.
Students
a4
w, edit or add to [ view /Edit |
; list of students
~ Click Lilable in the Add
View/Edit to  }t=rm.
see or change
information for |g3sses
students who
I d w, adit or add naw :
are aiready =ses in the system,
entered into R

Applications

Manage staff access :
to available

applications.

Policies

Manage user access

rights to student data, :]
Passwords

Provide lagins to :
individual staff, or

distribute ussmarnes

and passwords for an
entire schoal,
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= This will take you to a screen that displays a list of all students currently in the system,
sorted alphabetically by name. (If you are the System Administrator for more than one
school, you must select which school you would like to view from the drop-down menu at
the top of the student list.) You may choose certain alphabetical subsets of students by
selecting from the drop-down menu entitled “Range” at the top right of the screen.

Stephanie Lawkins, Maple School District mECLASS Home | Log Dut | Help

# Returmn to Administration Home

Alternatively, you can view

students from a specific grade, N vz by Grade )
Browse b\/ Name listed alphabetically.

| You may select an
School Maple Elernentary Range m alphabetical range for
viewing a subset of the
complete student list from
Select Student the drop-down menu.
Student Name Student ID: State ID Grade Homeroom
Adams, Anna oz7 1
Anderson, Austin ooL 1
Click on student’s name to Bennett, Beth ooz 1
view/edit his or her P artez, Carlas ooz 1
information. L'Arnico, Douglas ao4 1
Easterly, Erica ons 1 i
Farmington, Faith ona 1
Guo, SGeorge on7? 1
Hillard, Horatio ons 1
Ignatius, Ife o032 1

= To view students sorted by grade, please click the button labeled Browse by Grade at
the top right of the screen and then choose a grade from the drop-down menu labeled
“Grade” on the upper portion of the screen. The page will automatically update to display
student names and details specific to that grade arranged alphabetically.

Stephanie Lawkins, Maple school istact mMULASS Home ; Log Uut ; Help

4 Return to Administration Home
Alternatively, you can view students

Browse by Grade listed alphabetically, or by N e by Name |

designated alphabetical subsets.
St Ml Elemmemien Grade [l orades_4— Selectagrade to
view from the
Jump topage: 1234 next® drop-down menu.

Select Student

Student Name Student ID State ID Grade Homeroom
Adams, Anna 0z7 1
Anderson, Austin o0l 1
Click on student’'s name to Bennett, Beth [ili} 1
view/edit his or her FPcorter, Carlos a0z 1
information. D'Arnico, Douglas o4 1 i

B. Edit Current Students
= Click on a student’s name that appears on the list in the lower portion of the screen. This
action will take you to a new screen titled Student Information that displays detailed
information for the student you selected in a view-only format.

= [f this student’s information is correct, click Done at the bottom of the screen.
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Stephanie Lawkins, Maple School District mELASS Home | Log Dut | Help

4 Return to Administration Home
A

Cortez, Carlos — T TR
Last Mame: Cortez School: Maple Elementary
Frsttame: Cerlos Click Edit to make frede Click Delete Record to
Middle Harne: changes to this Hemsareom: remove this student from
Eiiess student’s information. iz WD D08 the system.
Crate of Birth: State I0:
If all information is correct and there Ifthereareno ([T
are no changes, click Return to changes to be made,
Administration Home. click Done.

= If you would like to make changes to this record, click Edit on the upper right hand side of
the screen. This will take you to a page entitled Edit Student Information that allows
you to overwrite that student’s current record.

Stephanie Lawkins, Maple School District mCLASS Home Log Out Help

4 Return to Administration Home

Cortez, Carlos

Fields with * Last Name Ik:ortez School Maple Elernentary
asterisks are
required_ * First Name ICarIos * Crade |1 -I
Make changes to
iddie Name | Homeroom | student information
Suffix I Student 1D IDDS by YVI'.Itlng over
existing data.
Date of Birth I.. I-- - I__ - State ID
Month Day Year [if applicable)
Click Cancel to undo Click Save Changes
changes or to exit to register student’s
screen. updated information.

= When you are done updating the appropriate fields, click Save Changes.
= If you decide that you do not want to make changes to this student’s existing data, click
Cancel. This action will save that student’s information as it previously existed, with no
changes registered.
C. Delete Current Students

= Click Delete Record on the upper right hand side of the Student Information screen.

4 Return to Administration Home

Delete Carlos Cortez?

e

Click Delete Record to
confirm removal of
student from system.

Click Cancel to undo
action and exit screen.
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= You will then be taken to a page titled Confirm Delete that gives you the choice to either
Delete Record or Cancel the action. Click on the appropriate button to finalize the
change.
D. Add New Students

= (Click on Add next to the title “Students” on the main Administration Home.

Stephanie Lawkins, Maple School District mCLASS Home | Log Out Help

Schools Applications
Maintain contact : Manage staff access :
Information, including to available
addreszes and key applications,
personnel.
Policies
Staff

Manage user access

Wiew, edit or add to : rights to student data. :

the list of all staff

awvailable for product Add

licenzes,
Passwords

Students Provide logins to [eweat |
individual staff. or

View, edit or add to : distribute usernames

the list of students a”d_ passwords for an

available in the Add PR entire schoal,

system,

Classes

View, edit or add new :

classes in the system,
Add Click Add to enter new
students into the system.

= This will take you to a screen labeled Add Students. (If you are the System
Administrator for more than one school, you must select which school you would like to
view from a drop-down menu at the top right of the screen.)

Stephanie Lawkins, Maple School District mCLASS Home Log Out Help

< Return to Administration Home

Click Cancel to undo

Enter Information changes or to exit screen. |——»([[0)
INSTRUCTIONS: Enter students information below. Be sure to fill in the required fields.
Maple
IMPORTANT: Your entries will NOT be saved until you click the "Save Students" button at the Elermnentary -
bottom of this page. A
Student 1
Fields with * Lastname || School Maple Elamentary
asterisks are
required. * Firstname | * Grade [--select- =]
Middle Name I Homeroom I
Suffix I Student ID I
Date of Birth - jv - jv - jv SiataprDy
Month Day Year (if applicable]
Student 2 IMPORTANT: To save added students
to the system, you must scroll down to
*Lastname | the bottom of the screen (not pictured -
here) and click Save Students.
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= Fill in the appropriate fields for the new student(s) you are adding. Please note that all
fields preceded by an asterisk are required in order for information to be saved to the
system. You may add up to five students at a time.

= When you are finished, please scroll to the bottom of the screen and click Save
Students. Note that this button may not be immediately visible depending on the size of
your computer screen. If you do not click Save Staff, the new student information will not
be saved to the system and you will have to repeat this action.

= After clicking on Save Students, you will be taken to a screen title Confirm Add
Students, which presents the information you just entered in a view-only format.

Stephanie Lawkins, Maple $chool District mMCLASS Home | Log Out | Help

Review Information o

Review the student information below, If you need to make any changes, select the "Make Changes" ‘

buttan above, If no changes are neceszary, select the "Save" button at the bottorn of this page. If you To make edits to this

want to add additional students, select the "Save and Add More" button at the bottorn of this page. . . .
student’s information, click

Make Changes.

Adams, Anna

Last Mame: Adams School:  Maple Elementary
First Marn=: Anna Grade: 1
Middle Marme: Hormeroorm:
Suffix: Student ID: 027
Cate of Birth: If this student information is

If this student information is
correct and you are finished
adding students, click Save.

correct and you would like to
add more students, click Save
& Add More.

Finish

I 1
= e

= I this student information is correct and you do no wish to add further students to the
system, click Save at the bottom right-hand side of the screen.

= If this information is correct and you wish to go on to add more students to the system,
click Save & Add More at the bottom right-hand side of the screen.

= [f there are errors in any record, please click Make Changes at the upper right-hand side
of the screen to edit the information.

= When you have finished adding all student information, you will be taken to a screen titled
Add Successful, with the name and school of the student(s) you added to the system.

Stephanie Lawkins, Maple School District mCLASS Home | Log Dut | Help

4 Return to Administration Home

Students Added

Student Name Student ID State ID Grade Homeroom School
Adarnz, Anna 027 1 Maple Elernentary
If this student If this student
information is correct information is correct
but you would like to and you are finished
add more staff, click adding staff, click
Add More. Done.
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= [f you would still like to go back and add more students, click Add More.

= [f you are finished adding students, click Done. Please note that you must click Done in
order to commit these records to the system.

4. Classes

This tool allows System Administrators to add, edit and update Classes in the mCLASS system.

For details about the distinctions between Classes and Groups, please see page 10.

Available Tasks:
A. View Current Classes
B. Edit Current Classes
a. Class Details
b. Staff
c. Students
C. Delete Current Classes
D. Add New Classes
a. Staff

b. Students
A. View Current Classes

= Click on View/Edit next to the title “Classes” on the main Administration Home.

Stephanie Lawkins, Maple School District mCLASS Home | Log Dut Help

Schools Applications
Maintain contact : Manage staff access :

Information, incuding to auailable
addrezses and key applications.
persannel,

Policies
Staff
Manage User access
View, edit or add to :] rights ta student data, :]
t of all staff
. . . Bble for product Add
Click View/Edit [_.
to see or Passwords
. change hdents Provide lngins to [View ea |
information for individual staff, or
classes thatare [sdforedio IO Geyhus e
[t of students !
already entered |[uie in the Add entire school,
into the system. ™
Classes i

wiew, edit or add new :

classes in the systarm,
Add

= This will take you to a screen that displays a list of all classes currently in the system for a
school. (If you are the System Administrator for more than one school, you must select
which school you would like to view from the drop-down menu.)
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Stephanie Lawkins, Maple School District mECLASS Home | Log Dut | Help

4 Return to Administration Home

1. Select School

Maple Elamantary

2. Select Class

Class Grade Students Dwners

. Advanced Resders 1 B 5. Klein
Click on class name to

. . p Pr, Velasquez's Class | 1 9 1, Welasquez
view/edit class details. a
Ms, Holmes' Class 1 g 5. Halmes
Mz, Jones' Class 1 3 E. Jones
Special Heads i
Special Heads n 4 . Klein

Readers

= This list provides basic information about the class, including the grade, how many
students have been assigned to it, and the names of Class Owners.

B. Edit Current Classes
= Click on the class name in the list that appears in the lower portion of the screen.
= This action will take you to a new screen titled Class Information that displays detailed

information for this class — including the staff and students associated with it - in a view-
only format.

Stephanie Lawkins, Maple School District mECLASS Home | Log Dut | Help

# Return to Administration Home

. To change class name To delete this class
Mr. VE|35CIUEZ s Clas¢ or publishing status, from the system,
click Edit here. n click Delete Class. ————
Class Details E@ Students =
Grade School Status Name Grade Homeroom
1 Maple Elernentary Published Bennett, Beth 1
Easterly, Erica 1
Hillard, Horatio 1
Staff ED | :
Mair, Meepa 1
MName Type ) )
welasquez, Jorge Ownar Quinn, Guinzy t
Tsing, Tessa 1
Johnson, May Uszer
X West, William 1
Klein, Susan User
Zuber, Zadk 1
To add or remove staff from To add or remove students from
class, click the Edit button. class, click the Edit button.

= You may choose to edit the following information pertaining to the class: Details (e.g.,
name, grade, publishing status), Staff, and/or Students.

a. Class Details

= Click Edit next to the title “Class Details”. This will take you to a page entitled
Edit Class Information that allows you to overwrite the class name, grade
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and/or publishing status (i.e., if a class information should be available for
download to Palm Pilots it is Published; if it is not, it is Archived. An Archived
Class may be one that is no longer in session, but whose data you would like to
retain on the system for future use.)

Stephanie Lawkins, Maple School District

mCLASS Home | Log Out | Help

4 Return to Administration Home

Mr. Velasquez's Class

Published classes will sync to
users’ Palm Pilots; Archived

Class Detail classes will not be synced.
* class Name Grade School * status L
IMr. welasquez's CIA: |1 - mMaple Elementary IPuinshed 'I

# Raquired fields

;q

To change class name

overwrite new data here.

Fields with asterisks

Click Cancel to
undo changes or to
exit screen.

Click Save
Changes to register
updated information.

are required.

When you are done updating the appropriate fields, click Save Changes.

If you decide that you do not want to make changes to the existing data, click
Cancel. This action will save the class details as they previously existed, with no
changes registered.

b. Staff

Click Edit next to the title “Staff”. This will take you to a page entitled Class:
Add/Remove Staff that allows you to move any teachers and/or other staff
members in a school in and out of a class.

Stephanie Lawkins, Maple School District

mMCLASS Home | Log Out | Help

4 Return to Administration Home

Choose
institution/school from
which you would like to

Mr. Velasquez's Class

) add staff from drop- .
Available Staff down menu. Staff For This Class
Add
IMaple Elernartary v[
Lawkinz, Stephanie : JOh_"'SO"" May
Gordon, Frank (1) A Klein, Susan PRI
Holmes, Sally (1) Welasquez, Jorge
Johnsan, May (1]
Jones, Emily (1)
Klein, Susan Remove
inz, Stahanl .,
To select multiple entries,
hold the "atd" key(PC] o
;s Bt ey () Finish
To add a staff member, To remove a staff member,
select his/her name in this select his/her name in this

box and click Add Owner. box and click Remove.

When you are finished
making changes, click
Done to save information.
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The screen consists of two separate staff lists:

Available Staff:

On the left-hand side of the screen is a list of all the available staff in your
school, sorted by name. If you are the System Administrator for more than
one school, you must choose the name of the school you wish to make
changes to from the drop-down menu at the top of the Available Staff list.

To Add Owners to Class:
=  Choose the name of the institution/school that this staff member is
associated with from the drop-down menu at the top of the staff list.

= Select a staff member by highlighting his/her name and then click the
Add Owner button in the middle of the screen.

= Holding down the Ctrl key (for PCs) or the Open Apple key (for
Apple/Mac) allows you to select and add multiple staff members at the
same time.

Staff For This Class:
On the right-hand side of the screen is a list of all staff members (both
owners and users) who are already associated with this class.

To Remove Owners from Class:

= Select a staff member by highlighting his/her name and then click the
Remove button in the middle of the screen. Holding down the Ctrl key
(for PCs) or the Open Apple key (for Apple/Mac) allows you to select
and add multiple staff members at the same time.

= When you are done making changes, click Done to save.

c. Students

Click Edit next to the title “Students”. This will take you to a page entitled Class:
Add/Remove Students that allows you to move any students in a school in and
out of a class. The screen consists of two separate student lists:

Available Students:

= [f you would like to view students from one grade only, choose the
appropriate grade from the drop-down menu at the top of the list.

= If you'd like to filter the list of students by what Homeroom they are in (if
this information is available in the system) select the Homeroom in the
second drop-down menu.

To Add Students to Class:

= Select a student by highlighting his/her name and then click either the
Add button in the middle of the screen. Holding down the Ctrl key (for
PCs) or the Open Apple key (for Apple/Mac) allows you to select and
add multiple students at the same time.

Students For This Class:
On the right-hand side of the screen is a list of all students who are already
associated with this class, listed alphabetically.
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mELASS Home | Log Out | Help

4 Return to Administration Home

Mr. Velasquez's Class

Available Students

Sort students by grade
and/or homeroom using
the drop-down menus.

Students For This Class

all -

IAH Students vl

Adam s ANDA..
Anderson, Austin
Bennett, Beth
ortez, Carlos
D'Amico, Douglas
Easterly, Erica
Farrnington, Faith
Gua, George

Hillard, Horatic
Ignatius, Ife ;I

To select multiple entries,
hold the "ctrl" key(PC)
or the apple key (Mac)

To add a student, select
his/her name in this box

Add
JB

Remove

and click Add.

Eennett, Beth
Easterly, Erica «—
Hillard, Horatio
Khan, Katina
Mair, Meepa

west, Williarn
Zuber, Zack

Finish
To remove a student,
select his/her name in this
When you are finished box and click Remove.
making changes, click Done

to save information.

To Remove Students from Class:

Select a student by highlighting his/her name and then click the Remove

button in the middle of the screen. Holding down the Ctrl key (for PCs)

or the Open Apple key (for Apple/Mac) allows you to select and add
multiple students at the same time.

. Delete Current Classes

When you are done making changes, click Done to save.

Click Delete Class on the upper right hand side of the Class Information screen. You

will then be taken to a page titled Confirm Delete that gives you the choice to either

Delete Class or Cancel the action.

Stephanie Lawkins, Maple School District

mCLASS Home | Log Dut | Help

4 Return to Administration Home

Delete Mr. Velasquez's Class ?

)

Click Cancel to undo Click Delete Class to
action and exit confirm removal of
screen. class from system.

Click on the appropriate button to save your changes.
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Go to the main Administration Home. Click on Add next to the title “Classes”.

Stephanie Lawkins, Maple School District

mCLASS Home | Log Out | Help

Schools

Maintain contact :]

Information, including
addresses and key
personnel,

Staff

wiew, edit or add to :]

the list of all staff
available for praduct
licenses,

Students

Add

wiew, edit or add to :

the list of students
available in the
systern.

Classes

Add

Wiew, edit or add new :

classes in the systerm.

Applications

Manage staff access
to available
applications,

Policies

Manage user access

rights ta student data.

Passwords

Pravide lagins to
individual staff, or
distribute usarnamas
and passwords for an
entira schaal.

=E

[ view /Edie

=

Click Add to enter new
classes into the system.

This will take you to a screen labeled Add Class. (If you are the System Administrator for
more than one school, you must select which school you would like to view from a drop-down

menu.)

Stephanie Lawkins, Maple School District

mECLASS Home | Log Dut | Help

“ Return to Administration Home

Enter Information

Added Classes default to
Published status.

* Class Name
INEW Class

* Requireq fields

Fields with asterisks
are required.

Grade

|

* School

Maple Elementary Dublwshad*

s e

Click Cancel to undo Click Add to save
changes or to exit new class
screen. information.

Fill in the name of the class and choose the appropriate grade from the drop-down menu.

The publishing status of the new class will automatically default to Published; if you want the
class to be Archived, you will have to go back and edit the record later. Archived Classes will

be removed from your PDA.

When you are finished adding the class name and grade, click Add.

If you decide that you do not want to add this class, click Cancel.
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=  After you click Add, you will be taken to a screen titled Class Information. Using this
screen, you will assign teachers and/or other staff members to this class, as well as students.

Stephanie Lawkins, Maple $chool District MCLASS Home | Log Out | Help

+ Return to Administration Home

To change class name To delete this class
New Class or publishing status, from the system,
click Edit here. H click Delete Class. }—-—o
Class Details E@D Students =D
Grade School Status Mame Grade Homeroom
N Maple Elementary | Published No students have been added to this class.
To add or remove students
Staff ] from class, click the Edit
4 button.
Name Type

Mo staff have been added to this class,

To add or remove staff
from class, click the Edit
button.

a. Staff

= Click Edit next to the title “Staff’. This will take you to a page entitled Class:
Add/Remove Staff that allows you to assign teachers and/or other staff
members to the new class. The screen consists of two separate staff lists:

Stephanie Lawkins, Maple $chool District MELASS Home | Log Out | Help

4 Return to Administration Home

Choose
New Class institution/school from
which you would like to

add staff from drop-
Available Staff down menu. Staff For This Class
IMaple Elernentary = Add
Gardon, Frank <
P\ Add Owner |

Lawkins, Stephanie Remove

Velasquez, Jorge (1)

To select multiple entries,

hald the "ot key(PC P

ar the apple key {E\ﬂac)] FInISh

To add a staff member, To remove a staff member,

select his/her name in this select his/her name in this
box and click Add Owner. box and click Remove.

When you are finished
making changes, click
Done to save information.

i.  Available Staff:
On the left-hand side of the screen is a list of all the available staff in your
school, sorted by name. If you are the System Administrator for more than
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one school, you must choose the name of the school you wish to make
changes to from the drop-down menu at the top of the Available Staff list.

To Add Owners to Class:
=  Choose the name of the institution/school that this staff member is
associated with from the drop-down menu at the top of the staff list.

= Select a staff member by highlighting his/her name and then click the
Add Owner button in the middle of the screen.

= Holding down the Ctrl key (for PCs) or the Open Apple key (for
Apple/Mac) allows you to select and add multiple staff members at the
same time.

ii. Staff For This Class:
On the right-hand side of the screen is a list of all staff members (both
owners and users) who are already associated with this class.

To Remove Owners from Class:

= Select a staff member by highlighting his/her name and then click the
Remove button in the middle of the screen. Holding down the Ctrl key
(for PCs) or the Open Apple key (for Apple/Mac) allows you to select
and add multiple staff members at the same time.

= When you are done making changes, click Done to save.

b. Students

= Click Edit next to the title “Students” on the Class Information page. This will take
you to a page entitled Class: Add/Remove Students that allows you to assign
students to a new class. The screen consists of two separate student lists:

Stephanie Lawkins, Maple School District

mECLASS Home | Log Dut | Help

+ Return to Administration Home

New Class Sort students by grade

and/or homeroom using
the drop-down menus.

Available Students

| Add

All Students « |

Students For This Class

and click Add.

Eadams, ANNA. .. ]
Anderean, Anshin -~ Gua, George
Bennett, Beth Hillard, Horatio  g———
artez, Carlos Adamsz, Anns
Dlémico, Douglas Remave
Eastetly, Erica
Farmnington, Faith
Guo, George
Hillard, Horatio
Ignatius, Ife j
To select multiple entries, F| nISh
hold the "ol key(PE)
ar the apple key (Mac)
To add a student, select
his/her name in this box ——————— To remove a student,

When you are finished
making changes, click
Done to save information.

select his/her name in this
box and click Remove.
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Available Students:

On the left-hand side of the screen is a list of all the available students,

sorted by grade and then name.

= [f you would like to view students from one grade only, choose the
appropriate grade from the drop-down menu at the top of the list.

= If you'd like to filter the list of students by what Homeroom they are in (if
this information is available in the system) select the Homeroom in the
second drop-down menu.

To Add Students to Class:

= Select a student by highlighting his/her name and then click either the
Add button in the middle of the screen. Holding down the Ctrl key (for
PCs) or the Open Apple key (for Apple/Mac) allows you to select and
add multiple students at the same time.

Students For This Class:
As you add students to this class, their names will appear in a list on the
right-hand side of the screen.

To Remove Students from Class:

= Select a student by highlighting his/her name and then click the Remove
button in the middle of the screen. Holding down the Ctrl key (for PCs)
or the Open Apple key (for Apple/Mac) allows you to select and add
multiple students at the same time.

When you are done making changes, click Done to save.

5. Applications

This tool allows System Administrators to assign mCLASS application licenses to staff.

Available Tasks:

A. View Application Licenses
B. Add/Remove Staff Application Access

A. View Application Licenses

= Click View/Edit next to the title “Applications” on the main Administration Home.

Stephanie Lawkins, Maple School District mECLASS Home | Log Dut | Help

Policies
Staff
Manage user access
View, edit or add to :] rights to student data, :]
the list of all staff
available for product Add
licenzes,
Passwords
Students Provide logins to :

Schools Applications Click View/Edit to

Maintain contack [ View/Edit | Msnage stsff access (D)< aS_:SIQ_n/remove
Infarmation, including to available application licenses
to/from staff.

addresses and key applications.
personnel,

individual staff, ar
the list of students and passwords far an
available in the Add
system,

entire school,
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= This will take you to a page that lists applications to which your school currently has
access.

Stephanie Lawkins, Maple School District mCLASS Home Log Out Help

< Return to Administration Home

Select an Application to Manage

Click Edit to view

@cCLASS license information

Reading™ for this application.
mECLASS:Reading: Your suite of informal reading assessments that includes the Reading Record tool, [ Edit |

B. Add/Remove Staff Application Access

= Click the Edit button next to the name and description of the application that you would to
manage. This will take you to a screen entitled Add/Remove Staff Access that allows
you to grant application licenses to any teachers and/or other staff members in a school.
The screen consists of two separate staff lists:

Stephanie Lawkins, Maple School District mCLASS Home Log Out Help

+ Return to Administration Home

. Choose
mCLASS: Reading institution/school from

which you would like to
add staff from drop-

All Staff down menu. Staff with Access
Maple Elermentary )4

o — Gordon, Frank (1]

ﬁolrdom FSraITk(fll)] i “: Helrnes, Sally (1) ¢
olmes, Sally i

Johnzan, May (1) : i?z.issirlli W

Janes, Emily (1)
Klein, Suzan
Lawkins, Stephanie

Yelasquez, Jorge (1) RemOVE

Lawkins, Stephanis
Velasquez, Jorge (1)

To select multiple entries,

hold the "ctl" key (PC) Finish

or the "apple" key [(MACL

L To remove a staff member’s
To grant an application " Done

|icenge toa stafpfpmember license privileges, select his/her

select his/her name in this Wh s name in this box and click

box and click Add. To add en you are finished Remove.

ALL staff, click Add All. making changes, click
’ Done to save information.

i. Al Staff:
On the left-hand side of the screen is a list of all staff in your school, sorted by name.
If you are the System Administrator for more than one school, you must choose the

name of the school you wish to make changes to from the drop-down menu at the top
of the All Staff list.

To Assign Licenses:

= Select a staff member by highlighting his/her name and then click the Add button
in the middle of the screen. Holding down the Ctrl key (for PCs) or the Open
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Apple key (for Apple/Mac) allows you to select and add multiple staff members
at the same time. You may also add all staff from this list at the same time by
clicking Add All.

ii. Staff With Access:
On the right-hand side of the screen is a list of all staff members who have already
been assigned application licenses.

To Remove Licenses:

= Select a staff member by highlighting his/her name and then click the Remove
button in the middle of the screen. Holding down the Ctrl key (for PCs) or the
Open Apple key (for Apple/Mac) allows you to select and add multiple staff
members at the same time.

= When you are done making changes, click Done to save.

6. Policies

This tool allows the System Administrator to set the rules that govern the use of the mCLASS
platform by its various users at the School level. Policies define a School’s preferences for how
Student and Class information is viewed and manage the default permissions Staff members
have for working with this information.

To make changes to Policies, click on the View/Edit button that appears next to the title “Policies”
on the main Administration Home.

Stephanie Lawkins, Maple School District mCLASS Home | Log Dut Help

Schools Applications
Maintain contact : Manage staff access :

Information, including to available
addresses and key applications.
personnel,

Policies
Staff Click View/Edit to

Manage user access manage Policies

View, edit or add to : rights to student data, :4* .
governing the use of

the list of all staff

ﬁ::r'.I::sla for product — the mClass system.
Passwords

Students Provide lagins ta [icweart |
individual staff, or

iew, adit or add ta : distribute usernames

the list of students and passwords for an

available in the Add entire school,

systermn,

Classes
View, adit ar add new :]

clazses in the systern,
Add

This will take you to a screen labeled Policies. Below are detailed descriptions of each Policy
that Administrators may have permission to set.

1. Viewing Data
Please note that this Policy is not yet in place but will be added to the mCLASS platform
soon. This Policy affects the depth of Student and Class data that Users are allowed to
access. There are three potential settings:
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= Open: Staff members may view any User’'s assessment data on any Student.

= Class-based: Staff members may view any User’s assessment data on any student
enrolled in one of their Classes

= Staff-based: Staff members may only view their own students’ data. This is the
default option.

Please see Data Sharing (Page 63) in the Appendix of this document for more information
about the implications of different data viewing policies on the usage of the mCLASS system.

Policies for Maple Elementary

@ Viewing Data

Arcess to student files is:

€ ©pen: Staff members may view anyone’s assessment data on any student

£ Glass-based: Staff members may view anyene’s assessment data on any
student enralled in their dasses

& Staff-based: Staff memnbers may only view their own student dats
<default>

Modifying Data

Modification of Classes and Account Information is:
0 open: All Staff may medify their Classes and Account Information

@ Lirited: Class modificstion is restricted to Staff with Systern Access
“default>

¢ Restricked: Only users with System access may modify Classes and Staff
Account Infarmation

©

Click Cancel to undo Click Save Changes to
o changes or to exit register updated
Finish screen. Policies.
=s

2. Modifying Classes
This Policy affects the rights of Users to make changes to Classes already entered in the
system. There are three potential options for granting permission to edit Classes:

= Open: All Staff may modify their Classes and Account Information

= Limited: Only Staff with System access may modify Classes. All Staff may modify
their Account Information. (See Page 9 for details.) This is the default option.

= Restricted: Only Staff with System access may modify Classes and Staff Account
Information

3. Viewing Archived Data
Please note that this Policy is not yet in place but will be added to the mCLASS platform
soon.. This Policy will affect whether or not selected Users may access archived Student
assessment data. There are two potential options for granting access:

= Open: All Users may view archived data
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= Limited: Archived data may be viewed by: a) the creator or owner of the data; b)
Users with System Access (see page 9 for details); or c) additional Users designated
on an individual basis by a User with System Access. This is the default option.

After choosing the appropriate Policies for your School, click on Saves Changes at the
bottom of the screen. If you do not wish to make changes, click Cancel.

7. Passwords

This tool allows the System Administrator to reassign User Names and Passwords as well as to
email user information to staff.

Available Tasks:

A. View User Names and Passwords
B. Edit User Names and Passwords
C. Email User Names and Passwords
A

. View User Names and Passwords

= Click on the View/Edit button that appears next to the title “Passwords” on the main
Administration Home.

Stephanie Lawkins, Maple School District mMCLASS Home | Log Out | Help

Schools Applications
Maintain contact :] Manage staff access

Information, including to awailable
addresses and key applications,
personnel,

[ view Edit

Staff Policies

Manage user accass

Wiew, edit or add to : tights to student data, :

the list of all staff

available for product Add
licansas. p d

asswords Click View/Edit to
Students Pravide logins to [0}« assign staff passwords

individual staff, or
View, edit or add to Ve eai | distribute uzernames Distribute or change passwords.
the list of students and passwords for an
available in the Add entire schosl, e —
system. Click Distribute to
inform staff via email of
Classes usernames and
passwords.

view, edit or add new :]

classes in the syster,
Add

= This will take you to a screen labeled View/Edit Passwords that displays a list of users
currently in the system as well as their User Names.

= Choose the institution/school for which you would like to view users from the drop-down
menu on the upper portion of the screen. The page will automatically update to display
appropriate user names and details.
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Staphanie Lawkins, Maple School District mECLASS Home | Log Out | Help

4 Return to Administration Home

Select Institution

Select school/institution that ——
[Maple Elementary  _-|€———{ you would like to view staff list
for from the drop-down menu.

Select Staff Member

Staff Name Usermame

Gordon, Frank fgardonl

Holrmes, Sally sholrmest

Click on staff member’s Johnson, May rjohnzon
name to view/edit his or her Jones, Emily sjonesa
user information. Elein, Susan skleinz

B. Edit User Names and Passwords

= Click on a staff name from the list that appears in the lower portion of the screen. This
action will take you to a new screen titled Passwords that displays detailed information
for the user you selected.

Staphanie Lawkins, Maple School District mECLASS Home | Log Dut | Help

“ Return to Administration Home

Emily Jones

Click Change to assign a

new User Name to this Usermame  [ioness

staff member.

i

Password busZénote

Finish

s .

Click Email to User to
send User Name and
Password to staff member.

Click Done to save
new user information.

= To automatically assign a new User Name to that staff member, click Change.

= |f the user has not yet changed his/her Temporary Password as assigned by the system,
the Temporary Password will appear. The Temporary Password cannot be changed.

= If the user has already chosen a permanent password, the words “Password Set” will
appear. To assign a new temporary password to this user, click Reset. The system will
automatically update the password.

= When you are done reassigning a User Name and/or Password, click Email to User to
inform the user of his/her updated information. If you would rather inform the user in
person or via another means of communication, simply click Done to register the change
to the system.
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C. Email User Names and Passwords

= Click on the Distribute button that appears next to the title “Passwords” on the main
Administration Home. This will take you to a screen labeled Distribute Passwords that
displays a list of User Names, Passwords and email addresses for all users currently in
the system.

= Please begin by choosing the institution/school for which you would like to view user
information from the drop-down menu on the upper portion of the screen. The page will
automatically update to display appropriate user names and details.

= When you are ready to email these users, click Distribute at the bottom of the screen.

Stephanie Lawkins, Maple School District mCLASS Home Log Out Help

+ Return to Administration Home

Select Institution Select school/institution
that you would like to view

[Maple Elementary - |€——— staff list for from the drop-

down menu.

Staff Name Usermame Passvrord Email

Gardon, Frank fgordonl joyd7rnug fgorden@raple, edu
Holrnes, Sally sholrmesl jiglinod sholmes@rmaple.edu
welasquez, Jorge jeelasquel end3Frmao juelasquez@rmaple, edy
Jones, Emily sjones3 busZénate ejones@raple.edu
Lawkins, Stephanie slawkinss exZ7lag slawkins@maple.edu
Klein, Susan skleinZ2 napl3too sklein@maple.edu

Johnsan, May richnsan neté g mishnson@maple.edu

Distribute
All users with known email addreszes will be zent their username and password, I ._

Click Distribute to send User
Names and Passwords to all
staff on list.

Please note that this is a function that you will rarely use after the initial installation of the system.
Typically User Names and Passwords will be assigned either one at a time or in small batches,
and users will be emailed their system information on an individual basis using the Email to User
function on the Passwords screen.
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Appendix

Troubleshooting mCLASS:Sync

Sync station setup

Q: When | try to install Palm Desktop on Windows, the computer says | need administrative
privileges.
A: See Installation Guide for Windows NT/2000/XP instructions.

Synchronization

Q: When | sync my device to a Windows system, the computer says | need administrative
privileges.

A See Installation Guide for Windows NT/2000/XP instructions.

Q: MCLASS:Sync tells me that WGSync is not configured.

A: This means that username and password information have not been entered on the

handheld. Enter the information into WGSync and be sure to click “Save” to save the
new settings.

Q

When | sync my handheld, the HotSync window unexpectedly vanished after a short
time. (Mac OS 9 only)

A: Most likely not enough memory has been allocated to Conduit Manager. Check the Mac
install guide for instructions to fix this.

Q: When | sync, mCLASS:Sync never appears to run.

A: Check to make sure mCLASS:Sync is installed on the system. You can check this on
Windows by right-clicking on the HotSync Manager icon in the system tray and choosing
“Custom”; “mCLASS Conduit” should appear in the list of conduits. On the Mac, open
HotSync Manager, choose “Conduit Settings” from the “HotSync” menu; “mCLASS
Conduit” should appear here. If mMCLASS Conduit does not appear, reinstall. If it does
appear, then make sure WGSync is installed on the handheld; this application must be
present for mCLASS:Sync to start.

Q: mCLASS:Sync tells me | have the wrong username and password.

A: Log into the website to make sure you have the proper username and password. If so,
open WGSync on the handheld and re-enter the information.

Q: MCLASS:Sync gives the error “Proxy Authentication Required” without asking me for a
password.

A: This may indicate that you are networked behind a proxy that is not supported by
MCLASS:Sync. Report this to Wireless Generation support immediately.

Q: mCLASS:Sync gives the error “Server not found”.

A: mCLASS:Sync is unable to contact the synchronization server. Most often, this means
that there is no Internet connection. To check this, open a web browser and see if you
can browse.

Q: MCLASS:Sync gives the error “HTTP Error 403”.

A: This means there is a firewall between the computer and the synchronization server that

is forbidding access. The firewall may need reconfiguring to allow the synchronization
data to pass through. Have your network administrator contact Wireless Generation
support to resolve this.
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Working with the handheld

Q:
A:

After | attempt to install WGSync to the handheld, | don’t see the icon there.

Check the following:

Verify that the dropdown in the top-right corner of the handheld screen reads “All”.

Otherwise, some of your applications may not be displayed. Verify that the WGSync was

set up to install for the correct username.

1. Open the HotSync application on the handheld, and check the user name in the top
right corner.

2. Try to install WGSync for this user again.
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Data Sharing

In instances where the System Administrator chooses either “Staff-based” or “Class-based” as
the Data Viewing Policy for an institution/school, users are given choices regarding the sharing of
their student information with other staff.

Staff- or Class-based Data Viewing Policy

Under a staff-based policy, all student files are private by default. In other words, only the creator
of a particular student’s assessment can view mCLASS information pertaining to that student.
However, users are given the option on an individual basis of allowing other staff to access their
students’ data.

In an institution/school with a staff- or class-based data viewing policy in place, a heading titled
Data Sharing will appear on the right-hand side of the mCLASS Home. Staff should click Enter in
order to choose their data-sharing preferences.

Administration Home Log O

mCLASS Home @CLASS™

APPLICATIONS BU”EtInS
@Eu My Classes & Groups
RI: ORI Ent Craste daszes or add and Ents
ot @ e e o oo lsaz
list{=), Any updates will appear on
your handheld the nest time yau
(@CLASS Hatsyne.
Reading™

mCLASS:Reading: Tour

suita of informsl reading
assessments that indudes
the Reading Record toal.

Data Sharing Click here to choose
options for sharing your

student information with

Srant Staff access to your student
files.

e«Assessment other staff.
Real Assessment in Real Time My ACCOUnt
Update your personal account [ Enter
-A: itz Anal N L
e Assessment: Analyze informatian and chanas yaur et
password,
class assessmant results
in Reading,
Cormprehension, Phonics
and Fluency. Download

Download software for vour

b rmCLass applications

TPRI_v2: TRRI Wersion 2

Clicking Enter takes the user to a screen entitled Sharing. At the top of the page is an
explanation of the data viewing policy currently in place. Users are then given three options for
sharing their personal student data with others:
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Administration Hor

Data Sharing @CLASS™

# Return to mCLASS Home

Data Sharing

To make all of your student
records available to all staff,

. . click Enable.
@ Make all of my student files available for all users |
This sharing option is currently disabled
@ Make all of my student files available to specific users
“fou are currently sharing all your student files with 0 users
@ Make all of my student files available to specific users
“fau are currently sharing FIXME your student files with other usars

1. Make all of my student files available to all Staff

To enable all Staff access to all student data

= Click Enable if you would like to share all student information with all staff. There
is no need to make changes to the other options offered on this page.

To disable all Staff access to all student data

= If you have previously chosen to Enable option and wish to change to one of the
other data-sharing options, click Disable. Your student data will no longer be
available to all staff.

Administration Home | Log

Data Sharing @CLASS™

4 Return to mCLASS Home

Data Sharing

To allow specific staff to
access all of your student
records, click Add/Update.

Make all of my student files available for all users

This shating option is currantly disabled Enable

Make all of my student files available to specific users

You are currently sharing all your student files with 0 usars BN Add/Update

Make all of my student files available to specific users

ou are currently sharing FIRME your studant files with other users Add /Update

@ » O
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2. Make all of my student files available to specific Staff:

To enable select Staff access to all student data

Click Add/Update. This will take you to a screen entitled Make all of my
student files available to specific Staff.

Administration Home | Log Out | Help

Data Sharing @CLASS™

< Return to mCLASS Home

. . Click Cancel to
Make all of my student files available to | yndo changesorto |p
specific Staff exit screen.
Choose
Thiz featura allaws vau ta share 4 iNStitution/school from  Electad staff, The saladted staff will ba able to view
any assessments you create for 4 which you would like to with,

add staff from drop-

All Users down menu. Owners of
Add

The Training School

Gunn. Ken....... Al G
—® [Jane, Trainer
Trainer, Ken
Remove
[“remove |
To select multiple entries, Fln |Sh
hold the "ctrl" key(PC)
rthe apple key [(Mac) -
To grant access to a @ To remove a staff member’s
access privileges, select
h'z}ﬁg T\Zmzefrn' tstflsegg Staff members fram the box @e-thelefe and didladd se aloce voeeeio the 5t] hig/her name in this box and
I r I I X |elect any uszer in the Staff wit] ) larirg wi )
When you are finished click Remove.

and click Add. making changes, click

Done to save information.

On the left-hand side of the screen is a list of All Staff in your school, sorted by
name. Choose the name of the institution/school that this staff member is
associated with from the drop-down menu at the top of the All Staff list.

Select a staff member by highlighting his/her name and then click the Add button
in the middle of the screen. Selected names will now appear on the right-hand
side of the screen under the heading Staff with Access to All Student Files. .
Continue adding as many staff as you would like to the Staff with Access to All
Student Files list.

When you are done making changes, click Done to save.

To disable select Staff access to all student data:

Click Add/Update. This will take you to a screen entitled Make all of my
student files available to specific Staff.

To remove data access from a staff member, highlight his/her name in the list on
the right-hand side of the screen entitled Staff with Access to All Student
Files. Click Remove.
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Administration Home | Log O

©CLASS"

4 Retumn to mCLASS Home

Data Sharing

@ Make all of my student files available for all users

To allow specific staff to
access specific student
records, click Add/Update.

Thiz sharing option is currently dizabled

@ Make all of my student files available to specific users

=

You are currently sharing all your student files with 0 usars

[ Add/update

@ Make all of my student files available to specific users

“ou are currantly sharing FIRME your studant files with othar usars

Add/Update b pamy

= When you are done making changes, click Done to save.

3. Make specific student files available to specific Staff

To enable select Staff access to select student data:

= Click Add/Update. This will take you to a new screen entitled Step 1: Select

Staff.

Data Sharing

4 Retun to mCLASS Home

tration Home | Log Out | Help

@CLASS™

Stepl: Select Staff

Selact the user(s) with whom you

Choose institution/school —
from which you would like
to add staff from drop-

Click Cancel to
undo changes or to
exit screen.

— ==

All Users down menu. Selected Staff
Add
The Training Schoal =
Sunn, ke p\_add Trainsr, fen
———p|Tane, Trainer
Trainer, Ken
Remove
[ Rermove |
To select multiple entries, Next
hold the "ctrl" key(PC)
ar the apple key (Mac)
To grant access to a To remove a staff member’s
access privileges, select

staff member, select

the box on the left and click Add to place them i?the elected Staff list,

the *Selected Staff’ list and
nished (you must proceed ko

his/her name in this box
and click Add.

When you are finished
making changes, click Next
to continue.

his/her name in this box and
click Remove.
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= On the left-hand side of the screen is a list of All Staff in your school, sorted by
name. Choose the name of the institution/school that this staff member is
associated with from the drop-down menu at the top of the All Staff list.

= Select a staff member by highlighting his/her name and then click the Add button
in the middle of the screen. Selected names will now appear on the right-hand
side of the screen under the heading Selected Staff. Continue adding as many
staff as you would like to the Selected Staff list.

= Click Next to continue.
= You will now be taken to a page entitled Step 2: Select Student Files to Share.

The names of Staff with whom you have chosen to share data should appear at
the top of the page.

Administration Home | Log Dut | Help

Data Sharing @CLASS™
“ Return to mCLASS Home
Step2 : Select Student Files to Share
You have selected to share Student Files with the following Staff:
Trainer, Ken
Mow select the Students whose files yo Sort students by
homeroom using the
Available Students drop-down menu. Shared Student Files
Add
| Al students =l
Eeatty, Sean i AL Brown, Travis

Brown, Travis Buddaock, Travis €¢———
Buddock, Travis
Crouse, Taran

Edvards, Garey Remove

Remove

To select multiple ertries, Next
hold the "ctrl" kew(PC)
ar the apple key (Mac)

To select a student, To remove a student,
select his/her name in dents from the bow on the left and click Add tq place therm in the select his/her name in this

this box and click Add. | student in the shared | . ks box and click Remove.
When you are finished

making changes, click
Done to save information.

= On the left-hand side of the screen is a list of Available Students (i.e., students
whose records you own). These students can be filtered by Group or Class using
the Filter By: drop-down menu.

= Select a student by highlighting his/her name and then click the Add button in the
middle of the screen. Selected names will now appear on the right-hand side of
the screen under the heading Shared Student Files. Continue adding as many
students as you would like to the Shared Student Files list.

= When are finished, click Done to save changes.

= You will be taken to a screen entitled Shared Student Files which displays the
names of staff with whom you are sharing records, as well as the staff member’s
school, the names of students to whose records they have access, and those
students schools.
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Administration Home | Log Out | Help

Data Sharing

4 Return to mCLASS Home

To add more staff members N eaan
for whom you would like to

Shared Student Files

“fou have chosen tc make the following Student Files awvailable to =p)

To update the list of Student Files you are making available to 2 =p grant access to SpelelC
narne. student records, click Add.
To make student Fles avallakle to addional staff, click add,

| hese Staff Mermoers: May wizw my Student Filels) for:

Mame Location Student School

T K The Training Brown, Travis The Training School

L hen Schoal Buddazk, Trawis The Training Schoal

If there are no changes, L -

To update a specific staff member’'s click Done.
access to specific student records,
click his/her name.

= If you would like to update student file access for a particular staff member, click
on his/her name. If you would like to add more staff, click Add at the top right-
hand corner of the screen. If you have no changes, click Done.

To disable select Staff access to select student data:

= Click Add/Update. This will take you to a new screen entitled Step 1: Select
Staff.

= On the right-hand side of the screen under the heading Selected Staff is a list of
all staff with whom you are currently sharing student files. Highlight the name of
the staff member for whom you would like to discontinue access and then click
Remove in the middle of the screen.

= (Click Next to continue.

= You will now be taken to a page entitled Step 2: Select Student Files to Share.
The names of Staff with whom you have chosen to share data should appear at
the top of the page.

= If you wish to make changes to the list of students for whom you are currently
changing records, please do so by either highlighting names from the list on the
left-hand side of the screen entitled Available Students and then clicking Add,
or highlighting names from the list on the right-hand side of the screen entitled
Shared Student Files and then clicking Remove.

= Click Done when you are finished.

= You will be taken to a screen entitled Shared Student Files which displays the
names of staff with whom you are sharing records, as well as the staff member’s
school, the names of students to whose records they have access, and those
students schools. Please check to make sure that the changes you made are in
place. If you do not wish to make more changes, click Done.
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Groups

Groups are informal sets of students created by individual Users. Groups only have one owner —
the User who created that group. When forming a Group, the User may draw from the entire pool
of students to which he/she has access.

Note: For information on making changes to Classes, please refer to the Complete Administrative
Home Reference Guide, Page 44.

= Click Enter next to the heading My Classes & Groups on the mCLASS Home.

Administration Home og Out

mCLASS Home @CLASS™

APPLICATIONS

Bulletins

@nnnn My Classes & Groups
QRI: QRI Create classes or add and

remove students fram your class
list(s). Any updatas will appaar on
your handheld the next time you

(@CLASS Hetayne,
Reading™

mCLASS:Reading: Your

suite of infarmal reading
assessments that incudes
the Reading Record tool.

Click here to view/edit
Class and Group
information as well as
create new Groups.

Data Sharing
Grant Staff access to your student

files,
e-Assessment
Real Assessment in Real Time My Account
e-Assessment: Analyze - Update your personal account

e s information and change your

assword.
dass assessment results P

= This will take you to a screen entitled Classes & Groups, which lists all Classes for
which you are an Owner and all Groups that you have created.

To create a new Group

= On the upper right-hand side of Classes & Groups page, enter a name for the Group
that you would like to create. When you are finished, click Create New Group.

Administration Home | Log Out | Help

Classes and Groups @CLASS"

4 Return to mCLASS Home

Classes and Groups

Classes are formal sets of Students assigned and managed by the System Administrator.
Groups are informal assessment groups, which you create and manage,

To Create a Mew Group, enter a name for the Group in the form below and click “Create Hew Group™

Write group name here and click | ——»p
Create New Group.

Use on PDA Name Type Students

I~ First Grade Class 31

|\7 Mew Group Group a

I~ Mew Group2 Group ]

|\7 MewGroup3 Group 1

I~ test Group ]

Use All On PD A To use a Class or Group with applications on your handheld device, check the "Use an PDA"
r box newxt to the Class or Group Marme and click "Update, " Classes and Groups with a check

mark will be synced to vour handheld.

[updote
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=  This will take you to a screen entitied Group: Add/Remove Students. This screen
consists of two separate student lists:

Administration Home | Log Out |

©CLASS"

Group: Add/Remove Students

4 Return to mCLASS Home

Choose the students to place in My New Assessment Group

Sort students by
school, grade and/or
homeroom using the

drop-down menus.

Students in My New
Assessment Group

Available Students

Schoal: [The Traifing Schosl ~|

Filter Add

. [4 Studii\ts =]

Grade: |2 B3 AT

Beatty, Sean
— - Brown, Travis ¢
:i‘it:i* gf:‘;‘v ia Remove Buddack, Travis
* Crouse, Taran

Brown, fshlay Edwards, Corey
Brown, Travis

Buddock, Travis

Bushald, Dallas Remove

Crouse, Taran

Doheny, Brittany

Edwards, Corey P

Felte, Lauran = Finish
To zelect multiple entrias,

hald the "cl" key(PC)

M.
To add a student, select [*"*%
his/her name in this box To remove a studgnt, )
and click Add. select his/her name in this
Students from the bax an

When you are finished 7  box and click Remove.
making changes, click
Done to save information.

Select any Student in the Stu

i Available Students:
On the left-hand side of the screen is a list of all the available students, sorted by

grade and then name. You may filter this list by School, Class/Group, or Grade
using the drop-down boxes that appear at the top of the list.

To Add Students to Group:
= Select a student by highlighting his/her name and then click either the Add
button in the middle of the screen. Holding down the Ctrl key (for PCs) or

the Open Apple key (for Apple/Mac) allows you to select and add multiple
students at the same time.

ii. Students in Group <Name>:

As you add students to this group, their names will appear in a list on the right-
hand side of the screen.

To Remove Students from Group:
= Select a student by highlighting his/her name and then click the Remove
button in the middle of the screen. Holding down the Ctrl key (for PCs) or

the Open Apple key (for Apple/Mac) allows you to select and add multiple
students at the same time.

= When you are done making changes, click Done.
= This will take you to a screen entitlied My Group Information that displays details about
the group you have created — including its name and information about students (their

names, schools, grades and homerooms) - in a view-only format.

= If you would like to make further edits to this group, please click Edit. Otherwise, click
Done.
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To edit an existing group

= Click on the Group that you would like to edit from the list on the Classes & Groups
page.

Administration Home | Log Out | Help

Classes and Groups @CLASS™

“ Return to mCLASS Home

Classes and Groups

Classes are formal sets of $tudents assigned and managed by the Systermn Administrator,
Groups are informal assessment groups, which you create and manage,

To Crasta 3 Mew Group, snter a name for the Group in the form belaw and click "Craate New Group®

I Create New Group

Click on class/group name to
view/edit details.

Use on PDA Mame Type Students
I~ First Grade Class 31
|7 Mew Group Group [a}
' Mew GroupZ v Group ]
|7 MewdGroup3 Group 1
2 tast Graup il
Use All On PDA To use a Class or Group with applications on pour handheld device, check the "Usze on PDA"

box next ta the Class or Group Name and click "Update." Classes and Groups with a check

mark will be synced to your handheld.

) < If you have made changes to the PDA
h status of any class/group, click Update
Check here to sync this class/group to your handheld to save.

device. You may choose Use All on PDA if you want all
classes/groups to sync to your handheld.

= This will take you to a screen entitled My Group Information listing the names, schools,
grades and homerooms of students in this Group.

Administration Homa | Log Out

My Group Information :
To change the name To delete this group

4 Return to mCLASS Home of this group, click from the system,

Rename Group. click Delete Group.
My New Assessment Group EEmenis Gvey
To add or remove students from

Students group, click the Edit button. —

Name School Grade Homerocom

Beatty, Sean The Training School z Trimble

Brown, Travis The Training School 2 Gostony

Buddack, Travis The Training Schoal 2 Hepner

Crouse, Taran The Training School z Gerngnani

Edwards, Corey The Training School ] Gerngnani

If there are no changes, click Done. |— (IZIEl

= Click on Edit at the upper right-hand side of the My Group Information screen. This will
take you to a screen entitled Update Student List. This screen consists of two separate
student lists:
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i.  Available Students:
On the left-hand side of the screen is a list of all the available students, sorted by
grade and then name. You may filter this list by School, Class/Group, or Grade
using the drop-down boxes that appear at the top of the list.

To Add Students to Group:

= Select a student by highlighting his/her name and then click either the Add
button in the middle of the screen. Holding down the Ctrl key (for PCs) or
the Open Apple key (for Apple/Mac) allows you to select and add multiple
students at the same time.

ii. Students in Group <Name>:
As you add students to your group, their names will appear in a list on the right-
hand side of the screen.

To Remove Students from Group:

= Select a student by highlighting his/her name and then click the Remove
button in the middle of the screen. Holding down the Ctrl key (for PCs) or
the Open Apple key (for Apple/Mac) allows you to select and add multiple
students at the same time.

Administration Home | Log Out |

Group: Add/Remove Students @CLASS™

+ Return to mCLASS Home

Choose the students to place in My New Assessment Group

Sort students by
school, grade and/or

. i Students in My New
Available Students homeroom using the v
drop-down menus. Assessment Group

Schaol: |'rhs Training School vl v Add

;i;fe’ [l studif‘ts =

Grade: |2 B A —

saty, sean

» BRath BRAN EL”;L”;J?}’,‘;WS

Bissan, Brody :I Remove Crause, Taran

BCE::: T:auies'fI Edwards, Carey

Buddack, Travis
Bushold, Dallas
Crouse, Taran

Dohery, Brittany

Remove

e =l Finish
e o chees [ Done |
To add a student, select [* "
his/her name in this box T To remove a studgnt, _
and click Add. e rdente from the b on When — . select hls/hgr name in this
Telect any Student in the Stu you are finished .-n  box and click Remove.

making changes, click
Done to save information.

= When you are done making changes, click Done to save.

To select which of your Classes and Groups you want to sync to your PDA
If you are running out of room on your PDA, or are no longer working with a certain Class or
Group, you may want to choose not to sync those Classes or Groups to your PDA.

= To the left of the names of your classes and groups on the Classes & Groups page is a
column entitled Use on PDA.
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= Please place a check in the boxes for classes/groups that you would like to sync to your
handheld.

= If you would like to make all of your classes/groups available on your handheld device,
place a check in the box marked Use All on PDA at the bottom of the column. Note: All
Classes and Groups are checked by default.

Save any changes to your PDA syncing status by clicking Update. Any changes will take effect
during your next sync.

To rename an existing Group

= On the My Group Information screen, click on Rename at the top right-hand corner of
the screen. This will take you to a page entitied Rename Group.

Administration Home | Log Dut | Help

Rename Group @CLASS™

+ Return to mCLASS Home

Rename Group: My Group

Write new group name and then
click Rename Group to save

Mame: v .
[y Readims aroun ﬁ h changes. If you do not wish to

rename the group, click Cancel.

Pleaze choose a new narne for the Group:

= Choose a new name for the Group.
= When you are finished, click Rename Group to save your changes.
To delete an existing Group

= On the My Group Information screen, click on Delete at the top right-hand corner of the
screen.

= This will take you to a page entitled Confirm Delete that gives you the choice to either
Delete Group or Cancel the action.

Administration Home Log Dut Help

Confirm Delete @CLASS"

“ Return to mCLASS Home

Confirm: Delete My Group

Are wou sure you want ko permanently delete this Group? @ Delete Groun

Click Cancel to undo Click Delete Group to
action and exit confirm removal of
screen. group from system.

= [f you choose Delete Group, you will be taken to confirmation screen.

= Click Done to save your changes.




