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My Lesson Plans

Welcome to the Lesson Plan section of the Academic Module. Below you will find
instructions on how to use the My Lesson Plan link. There are two types of Lesson Plan
entry forms: Normal and Advanced (the default view is set in school setup). To begin
please login to the website using your login id and password.

1. How to add a new Lesson Plan (Normal view)................cccoooiiiiiiiiiiiiiiieee e, 1
2. How to Enter a Lesson Plan (Advanced View) .............ccccocoeiviiiiiiiiiiiieeeniieenn. 3
3. How to send a Lesson Plan to Administrator for review ............................ 4

4. How to view Administrator’s comments.................ccccceeevevieeeeninieeeeecneennn. 6

5. How to View and Print your Lesson Plan.........................ccccoooiin 7

7. How to Duplicate a Lesson Plan ....................ccoccconiiiiiinniiinnnn, 11

8. HowtofindaLesson Plan..........................ooooociiiiiii, 13

1. How to add a new Lesson Plan (Normal view)

Normal view allows for multiple subjects to be entered at one screen (used mostly in
lower schools).

1. Click on Academics

2. Click on My Lesson Plans
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THA Homepage soiN MY EVENTS ANNOUNCEMENTS MESSAGES  NEWS  PHOTO @ Switch to: .
US Homepage Mall  GALENDAR: LETTERS GALLERY
My Homepage
# My Links
= Academics Welcome Mrs. Brown! Todate Dot 423007
My Lesson Plans : :
: . Click on Academics, then
My Assignments - Staff
My Gradebook click on My Lesson Plans
Attendance HMessages: = ‘
Student View
- Mr. Aaron Green : easy to use Aug 1, 07
New Assignment | Mr. Aaron Green : testing 123 Jul 8, 07
# Report Cards Mr. Aaron Green : welcome Jun 26, 07
= - = — | Mr. Aaron Green : welcome teachers to summer computer classes Jun 26, 07
Sl Mr. Aaron Green : Welcome Morth Shore Ry 22, 07
[ Staff Directory All messages...
* Newsletters =
# My Photo Gallery | Notes: »
¥ Communication Post Message
o oot Snell check |
*|£ |

e

3. Select Class and Week from dropdowns
4. Click on New Lesson Plan button
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vt Select Class and Week from dropdown menus.
8 Academics The click on New Lesson Plan

[y ¥ | New Lesson Plan

Bac

My Lesson Plans

My Assignments - Staff

Attendance

)

|

|

My Gradebook |
|
Student View |
New Assignment |
|

& Report Cards

[ # Staff Directory Email Help | Terms & Conditions | Contact Us

i# My Photo Gallary

# Communication

& Newsletters |= Copyright © 2002 - 2007 SchoolsOnInet.com Al rights reserved.
|
|

# Reports |+

£

(7| & Internet H100% v

NOTE: Objectives can be written in other languages, Hebrew, Spanish, etc as long as

your computer has that language enabled. Please ask your technology administrator for
help with this.

5. Enter objectives for the class/subject in the space provided. Click on Save.

6. Click on the Attachment button to include a file with this lesson plan.
Instructions on the Attachment feature are provided below

7. Comments for the administrator can be entered in the Comments textbox.
Instructions on how to send a lesson plan to administrator are provided below

8. SPELL CHECK your work. Click on the Spell Check button to double check
your spelling.

9. Click on SAVE once you are done

My Lesson Plan Guide Page 2 of 14



SchoolsOnlnet

Social Studies 3-
204

Specialty 3-204

Spelling 3-204

Vocabulary 3-204

Writing 3-204

Comments:

s s

© RK Solutions, LLC

-

Attachment I Attachment Attachment Attachment I
Attachment I Attachﬁil Attachment Attachment Attachment I
= T~ I. . . I
Enter objectives in the space
) —/ . .
o .- .| provided. Click on the
— Attachment button to include a
- file with the lesson plan. Enter
- comment for the administrator in
- - === the comments box. Be sure to use
h Spell Check and click on Save.
Attachment I Attachment I Attachment Attachment Attachment I

(Please enter upto 350 characters.)

K

~

| /\

Close

Show Administrator List |

— £
Spell Check @

2. How to Enter a Lesson Plan (Advanced View)

This is for single subject Middle School and High School set up.

rew

2 new e-mail(s) !
Change Password

THA Homepage [®

US Homepage

My Homepage

A

i# My Links

=l Academics

My Lesson Plans

My Assignments - Staff |

My Gradebook

Attendance

Student View

New Assignment

[# Report Cards

# Academic Calendar

Notes: »

Monday
Aug 20

Period: 3
10:15am - 10:58am

Tuesday
Aug 21

Period: 3

10:15am - 10:58am
Wednesday

Aug 22

Period: 3

10:15am - 10:58am

Thursday
Aug 23

Help

o
LP Entry Mormal

Delete Assignment

Mathematics 8-410

Add Objective ||

Add Objective ||

Add Objective |

E3]

-]

ps 1-4 for Normal Entry shown above. Click on the Add Objective button.

Township
Heh
Academy

The Standard of Excellence
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2. Enter the objective for the lesson plan in the space provided. Click on

Attachment to add a file for this lesson plan. Use Spell Check and Save.

3. Ifyou would like to add another objective to the same date, click on the Add

New Objective button and a new objective box will appear.

SOIN
My Homepage

!ﬁ My Links

= Academics

MAIL CALENBM

EVENTS ANNOUNGENENTS  MESSAGES NEWS PHOTO
LETTERS GALLERY

2006-2007

My Assignments - Staff |

=
S

|

|

My Lesson Plans |
|

My Gradebook |
|

=

I

SOWHT, EEJ‘JF‘S t‘J:
L - ! ebrew /ﬁr | |
= &/ Academy ’JFF ilhﬁwl Ilm 1494 d
“ ALY | . | !
2 new e-mail(s) ! i 3
thaHomepsge ¥ | (1 @ D ) )
US Homepage = — —” —

Enter objectives in the
objective field. Click on
Attachment to include a
file with the lesson plan.
Be sure to use Spell

Attendance
 Student View Help CheCk and SaVe.
e |
&
3 Report Cards Siaaiis
4 Academic Calendar intro to Geometry J§
[# Staff Directory
& Newsletters L
# My Photo Gallery
B e Publish to Students?
&
« To add another
= b i F—————Padd New O}
d
| opjecuive
d = Back g|
Done v V € Internet o 100%

THA Homepage

US Homepage

My Homepage

My Links

= Academics

My Lesson Plans

My Assignments - Staff
My Gradebook
Attendance

Student View

New Assignment

Report Cards

Academic Calendar

Staff Directory

Newsletters -

My Photo Gallery

Help

Lesson Plan Entry By Class

Objective 1:

intro to Geometry

Attachment
Add New Objective
Reset | Spell Check | Save | Back —

Publish to Stu

4. To share the objective with parents and students, you have the option to check off
the Publish to Students box. If checked, this objective will be shown to
students’ welcome screen, provided the school setup allows lesson plan objective
to be shown.

5. After saving the lesson Plan, you may enter comments for the administrator in
the comments box.
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Llnk To Assignment Mark Objective As Taught:

-

Add Objective

Add Objective

Add Objective

Sowny,
— =
- =
&
%
S At
No newr e-mails ! A -
THA Homepage Tuesday
Aug 14
US H
= No Class
My Homepage
My Links Wednesday
Aug 15
= Academics No Class
My Lesson Plans
~ _ Thursday
My Assignments - Staff Aug 16
My Gradebook Mo Class
Attendance i
Friday
Student View Aug 17
New Assignment No Class

Add Objective

Report Cards
Academic Calendar
Staff Directory
Newsletters

My Photo Gallery
Communication
Reports

Email Help

Logout

Weekly Preview | Mark/Unmark Objective As

Enter comments for the
administrator. Click on
Save when complete.

Cancel

Check All Objectives | C m"[}b‘y[
Show Administrator List ( Save ‘ }

3. How to send a Lesson Plan to Administrator for review

You have an option of sending your lesson plans to academic administrators for review.
You can type a short message to the administrator and send it with your Lesson Plan.
After reviewing your lesson plan, the administrator can write comments back to you.

1. Click on Academics

Click on My Lesson Plans
Click on Submit button or the Date link in the Week column to open the lesson

plan you want to send to the Administrator

RIEA v poacl il
MS Homepage
My Homepage
# My Links
= Academics
My Lesson Plans
My Assignments - Staff .
My Gradebook
Attendance
Student View

Hew Assignment

# Report Cards

* Academic Calendar

i

Notes: »

Class: !All V: Month: | —-Select-- vJ| Go

Delete | Duplicate LP ]

Aug 132, 2007 - Aug | General Studies . =

17, 2007 Submit No £
Aug 12, 2007 - Aug sthematics 8- . =

7, 2007 10 _submit | No £

Submit button

Click on the date link or the

Delete | Duplicate LP
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Click on Save
Click on the Show Administrator List
Select the Administrator names

Click on Send Lesson Plan
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Enter comments for the administrator in the Comments textbox
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Ho new e-mails !

THA Homepage &
MS Homepage

R R

B My Links

=l Academics
My Lesson Plans
My Assignments - Staff
My Gradebook
Attendance
Student View
New Assignment

i Report Cards

[# Staff Directory
i Mewsletters
[ My Photo Gallery

¥ Communication

3 Reports

Weekly Preview

|
”
|

Delete Assignment ]

’lF =\ > (i |i1 1 s
LMol Bt

~
Mark/Unmark Objective As Taught I

Check All Objectives ‘ Clear All Objectives Back

Cancel ]

P
<

Hide Administrator List | Save J

# Academic Calendar

] . <«

Miss Soin Brown r Mr. Aaron Green |l

Mr. Bruce Brown r Mr. Harvey Brown r

Mr. Michael Brown r Mrs. Bebe Brown r

Mrs. Peggy Brown | Mrs. Rivka Brown 11

Rabbi David

Mrs. Toba Brown r Brcin I

Rabbi Lawrence

Brown |

Send Lesson Plan

Enter comments
if you like, then
click save.
Select the
administrator to
whom you
should submit
the lesson plan.
Click on Send
Lesson Plan

Note: If you makes changes to your lesson plan after you have submitted it to the

administrator for review, the administrators will automatically see the updated version

once you click on Save

4. How to view Administrator’s comments

You have the option of viewing the administrator’s comments once the lesson plan has

been submitted to and reviewed by the administrator,.

1. Click on Academics
2. Click on My Lesson Plans
3. Check the Reviewed column. If you see the word YES it means the lesson plan

has been reviewed and administrators has sent you comments
4. Click on the word YES
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—
e
Staff D ™|
Mr. Green
Aug 13, 2007 My Lesson Plans Help
Back
Change Password
THA Homepage &
Notes: »
‘MS Homepage E |
My Home, | Class: | All V’,l | Hunth: | Gol
# My Links |
= = Delete I Duplicate LP
Assig ts - Staff | =
= —_— | Aug 13, 2007 - Aug | General Studies Subm = =
My Gradebook | 17. 2007 | 3-204 1 | |
Attendance | | | Submitted
Aug 13, 2007 - Aug | Mathematics 8- e
Student View e ey e 49';3173:,;1007 L
New Assignment PM | |
¥ Report Cards pelete |  Duplicate 1P|
S¥eulone Colomion | — Click on the Yes link in _
¥ Staff Directory .
et _ the Reviewed column
e || cass: [arta-204 . . 07 *| Mew Lesson Plan |
# Communication Back
¥ Reports
| -~

5. Administrator’s Review comments are shown on top on your lesson plans page

Weekly Preview Lesson Plan Entry By Class  view By Weskday |  Back |
Help

MS Homepage Notes: » LP Entry Normal I

My Homepage 3 Ma 3 - 3, 2007 - Aug 17, 2007 v I

THA Homepage

# My Links
= Academics Ad 3 3 O
My Lesson Plans Mr. Aaron Green looks good, keep up the good work

My Assignments - Staff | N
My Gradebook Delete Assignment | Mark/Unmark Objective

Attendance Theck All Objectives I Clear all Objectives
Student View
New Assignment
Add / Update Objective I
# Report Cards
= = - » intro to algebra
[+ Staff Directory 10: 156‘"_' - 10:58am Link To Assignment Mark Objective As Taught: r
# MNewsletters I |
S my et ety | O L Add Obfective |
* Communication Aag 14
# Reports Pariod: 3
] 10:15am - 10:58am |
Dene @

5. How to View and Print vour Lesson Plan

1. Click on Academics
2. Click on My Lesson Plans
3. Click on the Date link in the Week column to open the lesson plan
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Fra
e
ko

@ My Lesson Plans

MNotes: »
Class: | All .'V;i| | Month: m EI

Delete I Duplicate LP I

s Submit =
S e
-— | | No L

Aug 13, 2007 - Aug | General Studies z |
SO0 | 3-204 Submit
Aug 12, 2007 - Au Mathematics 8- | . | ze | | | =
7, 2007 410 _submit | by £
Celete I Duplicate LP I

4. Click on the Weekly Preview button

A S R 4 -~ A — R~ =
THA Homepage & SO e EVENTS ANNOUNCEMENTS MESSAGES MEWS  PHOTO v -
MAIL CALENDAR LETTERS GALLERY

MS Homepage
My Homepage
& My Links

=2 Academics .
== W Click on the Weekly
A= Preview button
My Gradebook

Notes: » LP Entry Normal |

Attendance
Student View Mathematics 8-410 v m' Aug 13, 2007 - Aug 17, 2007 ‘v-

New Assignment
Delete Assignment I

Mark/Unmark Objective As Taught |
Check All Objectives | Clear All Objectives

* Report Cards
[ Academic Calendar
[ Staff Directory

Mathematics 8-410

5. Click on the Print button. This will open the lesson plans to a .pdf file for

printing.

Teacher: Mr. Aaron Green \EEUE Aug 13, 2007 - Aug 17, 2007 v

Show All Classes: I GO| lose

Notes:

*#* indicates taught Objectives.

v indicates Objective will be published to students.

I - Objectives. Ml - Linked assignments. M - Unlinked assignments.
Mathematics 8-410

Click on the Print button

Monday Period: 3
Aug 13 10:15 am - 10:58 am

e intro to algebra

Tuesday Period: 3
Aug 14 10:15 am - 10:58 am

Wednesday Period: 3
Aug 15 10:15 am - 10:58 am

Thursday Period: 3
Aug 16 10:15 am - 10:58 am

Friday Period: 3
UL 09:51 am - 10:25 am

To print the new PDF file, click on the print icon on the toolbar of Adobe Acrobat
Reader, which will open to display the file. You can also save the .pdf by clicking the

diskette icon.
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i My_Lesson_Plans[1]. pdf - Adobe Reader

File Edt Yiew Document Tools ‘Window Help

ANk g e9ln oofom] BHEH [~ |
!

\ I # Reports

Print and Save icong

6. How to include an attachment with Lesson Plans

You have an option of including an attachment with your lesson plan. You can add
attachments for each objective. Attachments added to the lesson plan can be viewed by
you and by the administrator to whom you will submit the lesson plan

Click on Academics

Click on My Lesson Plans

Select Class and Week from dropdowns

Click on New Lesson Plan button

Enter objectives for the class/subject in the spaces provided

A

Click on the Attachment button to add a file to the corresponding objective

Lesson Plan Entry Advanced Lesson Plan Entry Help

| Aug 13, 2007 - Aug 17, 2007 ¥ Close || Spell Check || Save |

|| Art 3-204 v

discuss grammar

Atta:hme! Attachment Attach it Attachment Aﬂzhment

Attachment Attachment Attachmdnt Attachment /Atta:hment

Click on the Attachment button to add a file to
the corresponding objective

Attachment Falariaap RICSTITTT RIS TITTITETTT Frrachment

7. Click on the Browse button on the File Attachment popup window to locate the
file which you would like to attach
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File Attachment Form

Language 3-204

discuss grd

Bowse ) Upload |

Note :

Attachment 1. You can upload text and images files upto 5MB.
2. You cannot upload system and application files.

Mathematics 3-204

3. Select desired file using the Browse button.
4. After selecting file, click on the Upload button.

Close |

| hent I

Attachment I

L

sttachment Do | @ntemet

L R00% - fen |

Attachment I

Miscellaneous 3-
204

8. Locate the file on your computer, select it by clicking on it

9. Click on

the Open button

Language 3-204

Mathematics 3-204

Miscellaneous 3-
204

Reading 3-204

Science 3-204

Social Studies 3-
204

MuUnuay Tuesuay

weunesuay

discuss grammar

Attachment

r
Choose file

7~ Assignment Attachment - Windows Internet Exp

[

mursuday

~ @& e BB

Select the file by clicking
on it, then click on the
OPEN button

RIX)

Loak in: IE] new
Attachment .
@winzip?o
My Recent
Documents
Desklop

Attachment

My Docurments

[
Attachment ?

My Conmputer

Attachmer

Attachmer

Attachmer

<

Attachment | Attachment |

by Metwork File name: Iassignment j Open
Flaces
Attachment I Files of type: |AII Files [*%] LI Cancel | Attachmer
Attachment | Attachment |

Attachmer

10. Click on the Upload button to complete the file attachment
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Attachment Attachment Attachment Attachment Attachment

A

<

|

A

|
|

Fpecialty 3-204

53
53

E http: f v tha.soinkl 2.com/codeLessonPlan/UploadFile . asp?flgItem=7 1 &frmname: le-

- ent Attachment

Attachment

>
>

File Attachment Form

|
|

_Attachment | IC:\Documents and S¢  Browse... Upload =i m‘

Note :

1. You can upload text and images files upto SMB. | |
2. You cannot uplead system and application fifes.

3. Select desired file using the Browse button.

23
23

'ocabulary 3-204

%
%

Attachment 4. After selecting file, click on the Upload button. — hent Attachment |
Close | v ~ )
Done ‘ ‘ | | | | | ' Inkernet | Q 100% = .| |
| | |

<
<

Attachment Attachment Attachment Attachment Attachment |

Ll
Please enter upto 350 characters.) o

o

Close Show Administratar List Spell Check | Save I

11. A link to the attached file will now show under the corresponding objective. Click
on the link to open the attachment. Attachment link will open in a new window
12. Click on the Remove button to delete the attachment

L e T e ko 1 e At AR BB Rt B BT RN Hl T 8 A ot S A | I i i 4 1 et

-
-~

5|

Aug 13, 2007 - Aug 17, 2007 J Close Spell Check Save

I N2 T I
~ -~ ~

discuss grammar ~

Language 3-204 ] M) M) bl ]

sttzchent | Remeove || tmcimens | Remove || Attschment Attschment Attachment |

assi ent.txt assignment.txt

~ ”~

=
=
153

Mathematics 3-204

~ .

Attachment I Attachment I Attachment Attachment Attachment I

\

\ 4] 4 || 4 ||
204 The link to the attached file will now
seemene || @ppear under the assignment. Click on Attachment |
the Attachment to view the file. Click
Reading 3-204 on Remove to delete the file

Attachment I Attachment I Attachment Attachment Attachment I

=
<
£

>
[

£3
=

23
[

%
[®

|5
1=
23

|
|5

7. How to Duplicate a Lesson Plan
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1. Click on Academics
2. Click on My Lesson Plans
3. Select the lesson plan you would like to duplicate
4. Click on Duplicate LP button
v AW "lﬁ[ _.JI .!Ht(l'lﬂr '(W'ﬂﬂ'lm"'lf\.ﬂ‘u;
ug 14, 2 i Help
You have Select the lesson plan to be  |sack

2 new e-mail(s) !

THA Homepage &

EC Homepage

My Homepage

# My Links

= Academics

My Lesson Plans

My Assignments - Staff

My Gradebook

Attendance

New Assignment

¥ Report Cards

# Academic Calendar

|
|
|
|
|
Studant View |
|
|
|
|

i+ Staff Directory

Notes: »

Class:

duplicated and click on
FE=rT Duplicate LP button

\Qelete] Buplicate LP J

[, [eneve] s
\

Submitte
Aug 13, 2007 - Aug Mathematics 8- . =
17, 2007 410 45521?3:';23007 Yes
PM
Delete uplicate LP 1
Class: | Art 3-204 v | Week: [aug 13, 2007 - Aug 17, 2007 ¥| Hew Lesson Plan

On top of the page you will see the Lesson Plan Source Class and Source Week
5. Select the Destination Class and Destination Week
6. Click on Save
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Township

Hebrew

Academy

The Standard of Excellence

Eal

Duplicate Lesson Plan i

Mr. Green Help
Aug 14, 2007
You have .
2 new e-mail{s} ! Mathematics 8-410 ‘ Source Week Aug 13, 2007 - Aug 17, 2007
Cancel | Resetl Save| Check all | Clear all
| Destination Class | Destination Week | Select |
My Homepage | Art 3-204 Aug 13, 2007 - Aug 17, 2007 ¥ [
B Computers 3-204 [Aug 13, 2007 - Aug 17, 2007 ¥| r
= Academics Gemars 8-408 [aug 13, 2007 - Aug 17, 2007 ¥| [
Hyiceson bl j Sy [Aug 13, 2007 - Aug 17, 2007 ¥ [ )
VA S Sl Mathematics 8-410 I P
My Cradebook :
4 Msic 5-I04 | Aug 13, 2007 - Aug 17, 2007 ~| B
Atiemles Navi 5-408 =
T [Aug 13, 20p7 - Aug 17, 2007 v L]
T r
New Assignment . . =
P Select the destination class and 3 O
port Cards -
= : 4 2 |
® acsdemiccalendl - chOOSE the week. Then click Save. rl w
[# Staff Directory ‘
# Newsletters =
# My Photo Gallery & Duplicate all assignments |~ Duplicate only linkgd |~ Do not duplicate any
assignments assignments
# Communication = = :
) Reparts o Cancel Resetl Save Back ~

Done [ H\ P G Inkernet | #® 10

8. How to find a Lesson Plan

1. Click on Academics

2. Click on My Lesson Plans
3. Select the Class and Month from dropdowns
4. Click on GO

—_—
~ -
Mr. Green
Aug 14, 2007 My Lesson Plans Help
You have Back
2 new e-mailis)!
Change Password
THA Homepage & Notes: »
15 Homepage Class: Mathpmatics 8-410 v Month: ]
# My Links Delete | Duplicate LP |
= Academi i
— = m = : ; S E
My Lesson Plans = | o min
= = £ || Aug 13, 2007 - Aug  Genelal Studies /[ b 4
My Assignments - Sta! 17, 2007 3_2 | | Submit | =
iy Craudebon) - - | submitted |
Attendance on
Select the class and the = iz/z007 Yes %
Student View | N 4:37:28
e —— | month, then click on the L
)
= | Delete Duplicate LP |
Eaptcords | Go button. =
# Academic Calendar
# Staff Directory | L |
# Newsletters = Cla;s:lert 3-204 v jWeek:j Aug 13, 2007 - Aug 17, 2007 || New Lesson Plan |
e L 1 i
Back
# Communication
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