Macmillan/McGraw-Hill
TeacherWorks Plus™
User Guide

4/8/2008 1 Version 1.9.3



[ EY =11 F= 1 o] o I TR TP ORI 5

TeacherWorks Plus™ Minimum System Requirements.........c.ccoccoovvveieeriennen, 5
MACTNTOSN .. e nae e 5
WINAOWS .ottt ettt bbb b e been e e st et e e 5

Worksheet Editor Minimum System Requirements* (when provided as a

component of TeacherWorks PIUS™) .. ..o 5
MACTNTOSI ... 5
WINAOWS ..ottt et se e be e st e sreenbeeneesseenteeneenreeeeanes 5

Installing TeacherWOorks PIUS™ .. ... s 6
Macintosh OS X (10.2.8 0r higher) ..., 6
WINTOWS .ot bbbttt bbbttt e b e 6

Adobe® Acrobat® Reader® Installation ............oouuiiiiieiiiiiiiiiicie e, 7
Macintosh OS X (10.2.8 0r higher) ..., 7
PC/WINAOWS INSTAAtION ....cviiiiiiiiieee s 7

Starting TeacherWorks PIUS™ ... . e e 7
Macintosh OS X (10.2.8 0r higher) ... 7
LAY Yo Lo 1Y SR 7

INTRODUCTION ... 8

The Parts of TeacherWorks PIUS™ ... 12

LIt PAN ... et nneas 12

MINTI=CAIENUAT ..ottt 13

D= 11 N o > o USSR 13
Checking off completed Daily Plan items .........ccccoviieniiiiiiniseceee 14

RESOUICE LIST ..ottt ettt r e 14
Accessing Blackline Master FileS.........cccooviiiiiiiiie i 16
Accessing Blackline Master PDF files — Acrobat Reader ..........ccccccue..... 16
Accessing Blackline Master HTML files — system default browser ....... 16
Editing Blackline Master HTML files — Worksheet Editor ..........c..cc.......... 16
Editing a full Blackline Master (anything under Additional Resources)
HTML files “Worksheet EitOr ...t 17

Y= T g IYAY o T o S AY 1 Yo Lo 1 A 19

1T o PP 19

FIIE MEBINU .ottt bbbt 19
[N L2 TSP U PP PPRTOPPP 19
(O] 011 o E PP TP PR PP 19
ClOSE COUISES ..ottt ettt bbbttt e e e 19
SV e re e 19
SV AS bbbt b e bt e e aes 19
REVEIT ... e e nn e 20
IMPOrt LESSON PIAN ... 20
EXPOIrt TEMPIALE ... 20
EXPOIT Bl it nreas 20
PIINT bbbttt e e 20
o 0] =T AT USSR 20
DAy VIEW PrOPEItiES .....ooiiiiiiiiieee e 21

4/8/2008 2 Version 1.9.3



o TR A1 (=T o L 22
O U | TSRS 22
(70 o )V PO PR UPRTPUPRRPPPRTOPPS 22
=] YRR 22
(D L=Y =] (T 22
[T TSI =) SRR 22
LY g R ST 0 1T 1 (o] =R 23
WOTKSREBEL ... e 23
RECUITING ILEIM ..ot reeeenneas 23

o Lo 1Y =T o U USRS 23
DAY . e 23
NO-ClaSS DAY .....ceeiuiiieiieite ettt et e e be e ae e teeneenres 23
D= 11 Y N [ 1 (S PSSUSSSSRPRI 23
RS E ST 01U 1 o = R 24
(Ofo Y g (=] F=1 A 1] o IFU SRR 24
LAY L= o T T 01T 24
Create GroUup/Add 10 GrOUP ..vcieeieeieseeie sttt e e enes 24

A ATV V(=] 1O PRSP 25
(ST oY oY o I d = 1 I 25
RESOUICE LIST vttt st erb e e s bt e e s raeeanes 25
] Lo ] g (o UL A =0 L (0] o 1 25
] =T Lo = 10 F I I = T (= SRS 26

YT T o] T 1Y (=T 0 10 R 26
SearCh LeSSON PIANNEr .......oocuiiiciei ettt erae e 27
SEAINCN RESOUICES ....uiiiiitiiie e e e s bbee s 27
SearCh RESOUICE LISt ..ottt b e b 29
SEAIrCh COrTEIALIONS....c.vii et e e ebee e 29
SearCh BlaCKIiNg MASTEIS ...cuvv ittt aae e 30
SearCh TEACNEI ASSELS ... 31

(10T g o] Y11 o 1 TR 33
YN o g0 o= LRl Y=o =T oS 33
Teacher Wraparound EditioN ... 33
AT Lo] 8 ] LT A =T [ (o] R 33

HEIP IMBNU .ttt e e e te e e e s reesneeneenneas 34
H P et 34
F 2 o Lo LU | O 34

Using the LeSSON PlanNer .........coooiiiiiiiieee e 35

Starting a New Calendar...........coiiiiiiii s 35

Marking NO-ClasS DayS ....cccooiiiieiiiieiiieie ettt nneas 36

Adding Information to the Calendar ...........ccccoeiiiieciciicc e 37

Changing the Calendar VIEW. ... 40

Inserting and Deleting DAYS ...t 40

Editing Content Placed on the Calendar ...........ccccoeoeiiiiiie i, 41

Inserting and Deleting NOTES ..o 41

SAVING YOUT WOTK .ttt ettt 42

4/8/2008 3 Version 1.9.3



Opening A Calendar File ... 42

EXPOIt TEMPIALE ..o 43
EXPOIT FIl ittt te e ane s 43
Importing and Reusing a Previous Calendar ..........cccoccevveieiveiesiieseene e, 45
Adding Additional Resource Lists to your Calendar ..........cccocvvenienvnnnnnnn 46
SWiItChiNg DEtWEEN COUISES ...oovieiiiiecieee ettt 46
VX0 [0 [T aTo €T =T o] o1 o8 PSPPSRI 47
REPOIT FEATUIE ... 47
ASCIlI Character Paletle........ccoiiiiieee e 48
Worksheet Editor Character Palette ..o 49
Inserting Special Characters into the Worksheet Editor..........c.cccccevveienen. 50
Printing YOUr Calendar ...t 51
USING RESOUICES ... .o e e e e e e e e e e e e e e e e e e e aaaaa s 52
COMPONENTS ..ttt b e b nre e s 52
Program RESOUICES......cc..oi ittt 52

My Resources/Add a RESOUICE.......ccccvcieiieiice e 52
DOWNIOAd @ RESOUICE ..o 53
USING COITelatiONS ....cooiiiiiiiiiiiieeeieeeeeeeee ettt 54
(7o) 0 0] o ToT T =] o 1 ST PPSUPR PR 54
Program COrrelatioNs ..ot nneas 54
Program Correlations Dialog BOX .....ccoceiiiiiiiiiiiesieseee e 55
Add/Edit COTeIAtiONS ....ooeiiiiiiceeee e 55
Add COTTeIALION ..o 56
Edit COMTEIAIONS ..vieeiecieceee ettt nreas 56
Track COrrelatiONsS ....ocooeiiiiiee e e 57
Download COrrelationNS ... 58
Using the Personal ASSISTaANT ........oovviiiiiii i 58
COMPONENTS ..ottt e s bt et e e s ab e e st e e s neeenbeesnneenbeeanneas 58
APPOINTMENTS .ottt e et e e e e reeteenee s e e saeaneenres 59
10 Lo T I PSP 59
MY RESOUICES ...ttt bb e e s bb e s nn e e s nre e 60
MY WED LINKS ..ottt st ettt esae e aneas 60
MY N OTES .ttt et e e sab e e e bt e e e tb e e e tn e e atre e 60
USING INTEINMET ...ttt 60
(O70] 0 0] o ToT 1= o 1 £SO SUPP PR 60
Program Web Links/My Web LiNKS ......ccccooiiiiiiieice e 61
Download WED LiNKS ..ot 61
Add WED LINKS ..o 61
URL/GO ..ttt bbbttt b bbbt 61
ACCESSING HelP . 61
EXiting TeacherWorks PIUS™ .. ... 62

4/8/2008 4 Version 1.9.3



Installation
TeacherWorks Plus™ Minimum System Requirements

Macintosh

Mac OS 10.2.2.x or higher (10.2.8 Recommended)

Power Macintosh G3 or higher

128 MB RAM

60 MB available hard drive space

Acrobat Reader 7 or higher (7.0.8 included on CD - Recommended)
Firefox 1.5.0.4+

Safari 1.3+

Opera 8.5+

CD-ROM or DVD-ROM drive

Monitor display capable of 800x600 resolution and at least 256 colors
PostScript Printer (optional)

Windows

Windows 2000 (SP2+), Windows XP Professional or Home Edition
Intel Pentium processor Ill or greater

128 MB RAM

60 MB available hard-disk space

Adobe Acrobat Reader 7.0.8 (included on CD)

Firefox 1.5.0.4+

Safari 1.3+

Opera 8.5+

CD-ROM or DVD-ROM drive

Monitor display capable of 800x600 resolution and at least 256 colors
PostScript™ Printer (optional)

Worksheet Editor Minimum System Requirements* (when provided as a component of
TeacherWorks Plus™)

Macintosh

Mac OS 10.3.2 or higher

Power Macintosh G3 or higher

128 MB RAM

60 MB available hard drive space

Monitor display capable of 800x600 resolution and at least 256 colors

PostScript ™ Printer (optional)

Java Virtual Machine (JVM) 1.4.1 or later, as follows:
OS 10.3.4 or later — download and install JVM 1.4.2:
http://www.apple.com/support/downloads/javaupdate142.html
0OS 10.3 through 10.3.3 — download and install JVM 1.4.1:
http://www.apple.com/downloads/macosx/apple/java.html

Windows

Windows 2000 (SP2+), Windows XP Professional or Home Edition

Intel Pentium processor Ill or greater

128 MB RAM

60 MB available hard-disk space

Monitor display capable of 800x600 resolution and at least 256 colors

PostScript™ Printer (optional)

Java Virtual Machine (JVM) 1.4.1 or higher installed from CD (installs during TW installation)
*NOTE: Only entries labeled as “Editable” can be opened and edited using the Worksheet Editor.
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Installing TeacherWorks Plus™

To install TeacherWorks Plus™ for the first time and prepare it for subsequent use, follow these
steps.

Macintosh OS X (10.2.8 or higher)

1. Start your computer. When the desktop appears, insert the TeacherWorks Plus™ disk into
the CD-ROM drive. When the CD-ROM icon appears, double-click it to open the window.

2. Double-click the installer icon TW Installer.

3. Inthe “License” window, click Accept.

4. Inthe “TW Installer’ window, select the default location “Macintosh HD”, click Install.

*NOTE: Be sure to select the default location to install TeacherWorks Plus™

5. When the TeacherWorks Plus™ installation is complete, click Continue and follow the on-
screen prompts to complete the installation.

6. Acrobat Reader v7.0.8 installation is part of the TeacherWorks Plus™ installation, when
required. If Acrobat Reader v7.0.8 or later is not installed on your computer, you will be
prompted that Reader will be installed from the TeacherWorks Plus™ CD. Simply follow the
prompts to install Reader v7.0.8.

*NOTE: The TW Installer will not install Reader v7.0.8 if it is already installed on your hard drive.
For optimal performance, it is recommended that you accept the default folder for Acrobat
Reader.

7. If Java v1.4 or greater is not detected on your hard drive, you will be prompted to install this
as part of the TeacherWorks Plus™ installation. In the “Java Runtime Environment” window,
click Yes to install. If the installer detects this version or later, no installation is necessary,
click OK.

8. On completing installation, it is recommended that you restart your computer before using
TeacherWorks Plus™.

9. To open TeacherWorks Plus™, see the instructions in the “Starting TeacherWorks Plus™”
section that follows.

Windows

1. Start your computer and insert the TeacherWorks Plus™ disk into the CD-ROM drive.

2. Double-click the My Computer icon on your desktop and double-click the CD-ROM icon to
see the contents of the CD.

Double-click the installer icon TW Installer.

In the “Welcome” window, click Next.

In the “TeacherWorks Plus™ License Agreement” window, click | Agree.

In the “Select Destination Directory” window, accept the default location, “C:\..\Common
Files\TeacherWorks Plus™”, click Next, click Next again.

oghAw

*NOTE: Be sure to select the default location to install TeacherWorks Plus™

7. When the TeacherWorks Plus™ installation is complete, click Finish.

8. Acrobat Reader installation is part of the TeacherWorks Plus™ installation. If Acrobat Reader
v7.0.8 or later is not installed on your computer, you will be prompted to install Reader from
the TeacherWorks Plus™ CD. Simply follow the prompts to install Reader.

9. If Java v1.4 or greater is not detected on your hard drive, you will be prompted to install this
as part of the TeacherWorks Plus™ installation. In the “Java Runtime Environment” window,
click Yes to install. If the installer detects this version or later, no installation is necessary,
click OK.
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10. On completing installation, it is recommended that you restart your computer before using
TeacherWorks Plus™.

11. To open TeacherWorks Plus™, see the instructions in the “Starting TeacherWorks Plus™”
section that follows.

Adobe® Acrobat® Reader® Installation
Acrobat Reader v7.0.8 Installation

Macintosh OS X (10.2.8 or higher)

1. Insert the TeacherWorks Plus™ CD into the CD-ROM drive.

2. If Acrobat Reader v7.0.8 is not detected on your computer, you will be prompted to install
Reader v7.0.8 as part of the TeacherWorks Plus™ installation. Reader v7.0.8 will be installed
automatically. No user interaction is required.

PC/Windows Installation

1. Insert the TeacherWorks Plus™ CD into the CD-ROM drive.

2. Acrobat Reader installation is part of the TeacherWorks Plus™ installation. If Acrobat Reader
v7.0.8 or later is not installed on your computer, you will be prompted to install Reader from
the TeacherWorks Plus™ CD. Simply follow the prompts to install Reader.

Starting TeacherWorks Plus™

Macintosh OS X (10.2.8 or higher)

1. Start your computer. If you are viewing or printing Blackline Masters, the Teacher
Wraparound Edition, or other resources, please insert the TeacherWorks Plus™ disk into
the CD-ROM drive.

2. Locate the TeacherWorks Plus™ startup icon on your desktop and double-click it.

3. The TeacherWorks Plus™ selection screen will appear.

Windows

1. Start your computer. If you are viewing or printing Blackline Masters, the Teacher
Wraparound Edition, or other resources, please insert the TeacherWorks Plus™ disk into
the CD-ROM drive.

2. Click the Start button on the Windows taskbar. Select Programs, then TeacherWorks
Plus™, and TeacherWorks Plus™ again.

3. The TeacherWorks Plus™ selection screen will appear.

Note: The CD-ROM must be in the drive to view file resources referenced in the Resource List,
the Teacher Resources section, or the Teacher Wraparound Edition. If you are not viewing or
printing Blackline Masters or the Teacher Wraparound Edition, you don’t need to have the CD
in the drive.
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INTRODUCTION

TeacherWorks Plus™

Macmillan/McGraw-Hill's TeacherWorks Plus is a user-friendly software application that combines
the versatility of a lesson planner and an Electronic Teacher Edition with the convenience of a
complete print package in one single application. It is an "all-in-one resource center" providing
teachers with a method for accessing technology in the classroom. The integration of textbook
and technology increases teacher productivity and allows them to achieve a higher level of
success in meeting students' needs.

Unique features such as a Standards Tracker, personal organization utilities, and innovative
solutions such as editable worksheets and web download updates to course content, allow the
user to customize the instruction pattern of a course within a single application.

Access to additional Macmillan/McGraw-Hill technology from within TeacherWorks Plus, as well
as access to all print components for a course, saves the teacher time by providing direct access
in an application.

State and National standards are correlated to the textbook, with direct links to all standards
wherever they are covered in the text. Users can ensure they are meeting student's needs and
state and national requirements quickly and easily by utilizing the Standards Tracker.

Key components of TeacherWorks Plus™ include:

Calendar Planner with daily, weekly and monthly views

Teacher Resources - listing of all workbooks and additional electronic resources
Correlations - all relevant state and national standards correlated to the text
Standards Tracker - quickly find the date on which a standard or benchmark is listed and whether
it has been covered

Personal Assistant toolset, including Appointments and To-Do task list

Internet connectivity

Electronic Teacher Edition (TE)

Electronic Workbooks

Worksheet Editor

Electronic Teacher Edition (TE)

Macmillan/McGraw-Hill's electronic Teacher Edition (TE) includes print components for the
program in a portable document format (PDF) on CD(s), viewable through Adobe Acrobat
Reader.

Macmillan/McGraw-Hill's electronic Teacher Edition (TE) is provided as both an integrated
component to the TeacherWorks Plus application, and as an external supplement to the
application. The Electronic Teacher Edition provides the user the ability to search through a
multitude of materials quickly and easily. With Macmillan/McGraw-Hill's electronic TE, it is now
possible to locate documents correlated to the Teacher Edition by simply clicking on the screen
references to those documents.

When used as an integrated component, the electronic TE can be accessed through either the
Resource List (by selecting any entries labeled red), or the Launch menu (by selecting "Teacher
Wraparound Edition (TWE)"). When used as an external supplement, the electronic

TE can be accessed without actually entering the TeacherWorks Plus application, by selecting
"Open the Teacher Wraparound

Edition (TWE)" in the opening screen. This will bypass TeacherWorks Plus and open only the
electronic TE in Acrobat Reader.
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Key components of the electronic TE include:

Teacher Edition Pages

These pages include a viewable, searchable Teacher Edition, with hot links to page references
within the Teacher Edition, and hot links to print and on-line resources.

Resources
Student Worksheets, Transparencies, Reproducible Lesson Plans
These pages include viewable, searchable, and printable ancillary materials and transparencies.

Assistance

Help with all TeacherWorks Plus functions is conveniently available at any time by choosing Help
from the Help pull-down menu. This opens the complete TeacherWorks Plus™ User Guide as an
Acrobat Reader file. You can scroll through the guide or print it.

Exiting TeacherWorks Plus™

To close and exit the program, choose Exit from the File pull-down menu. You will be prompted to
save any unsaved work.
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TeacherWorks Plus™ Selection Screen

The TeacherWorks Plus™ selection screen opens every time the program is launched, giving you
the ability to select the initial focus of TeacherWorks Plus™, or to open the Teacher
Wraparound Edition directly.

There are five choices of focus within TeacherWorks Plus™: Lesson Planner, Teacher
Resources, Correlations, Personal Assistant, and Internet. Each of these is described in more
detail later in this user guide.

You also have the option of clicking the Exit button and leaving the program.

Macmillan/McGraw-Hill

Teacher Works'

€3 Lesson Planner
@) Teacher Resources

€ Correlations

€ Personal Assistant
) Internet

€3 Open the Teacher Wraparound Edition
EXIT

If you have already used TeacherWorks and closed the program and returned, selecting one of
the options on the Selections Screen will launch a dialog box and ask if you would like to open
the files that were open last. If you select yes, then the last Resource List you had open will
display again. If you choose not to open the last files that were displayed then you will be asked
to set up a new Lesson Plan.

Would you like to open the files that were last open?

YES MO
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During the initial launch, you'll see a Login dialog box. In this dialog box, TeacherWorks Plus™
asks for some information to store in your preferences.

You can edit the preferences at any time by clicking on Properties in the File menu.

Login

FirstName:| |

LastName:| |

Address:| |

City: | |
State: AL v

Email:| |

Schnul:| |

O CAMCEL

4/8/2008 1" Version 1.9.3



The Parts of TeacherWorks Plus™

Left Pane

The Left Pane of TeacherWorks Plus™ contains the Mini-Calendar, the Daily Plan, and the

Resource List.

Each section initially contains Minimize =! and Maximize &l buttons. If one of the sections is
minimized or maximized, the button clicked toggles to the Share 2 putton. Clicking on the

Share button changes the section back to its original size.

unttded.lp

o July 2007
S M T W T F 5
1 2 2 4 5 & 7
g2 9 1011 12 12 14
15 16 17 12 19 20 21
22 223 24 25 26 27 28
29 20 21

=0
August 2007 3]

S M T WTF 5
1 2 2 4

S & F 8 9 1011
12 12 14 15 16 17 18
19 20 21 22 22 24 25

26 27 28 29 30 31

Daily Plan =0
Y

G2 In The Spotight

In The Spotlight, pp. T2-T3

In The Spotlight, TWE, pp. T2-TZ2
Focus: Children will learn that singing together is fun

Materials:
Recardings:

*Hello Song, SOt 1, CO Indew, Spotlight Page (Audic

Resource List

v

544 | O

B = TeacherEdition Hot Link=s
B = Rezource Hot Link=s

B = Techholagy

B = Corelations

F

¥hiacmillanMcGravr-Hill Spotight on Music, Grade K

P G2 In The Spotight

P E2 Spotlight on Concepts

P 2 Spotight on Music Reading
P 2 Spotight on Performance
P G2 Spotight on Celebrations

P Additional Rescurces
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Mini-Calendar

The Mini-Calendar displays a varying number of months depending on the currently selected
vertical size and the width of the Left Pane.

The left and right arrows at the top of the Mini-Calendar move the selected day backward or
forward one day at a time. The Mini-Calendar automatically scrolls months to accommodate this
operation, if necessary. A tan shaded square designates the currently selected day. You may
click on any day to make that day the focus of TeacherWorks Plus™.

untited.lp - O

d =l

B June 2006 'y
S M TWTF S
i 2 3
4 5 & 7 8 910
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 2B 29 30

Daily Plan

The Daily Plan is identical to the Day View in the Lesson Plan. It displays the Lesson Plan for the
currently selected day. It functions identically to the selected day in the Lesson Plan (as
described later in the document) and mirrors the information displayed there at all times. The
Daily Plan is not always visible (such as when no calendar is loaded).

Daily Plan =

=)
A

G2 In The Spotight

In The Spotlight, pp. T2-T3

In The Spotlight, TWE, pp. T2-T3
Focue: Childran will laam that cinging togathar ic fun
Materials:

Recordings:

*Hallo Sang, SOt 1, C0 Inder, Spotlight Page (audic
v
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Checking off completed Daily Plan items

You have the capability of checking X sections of the Lesson Plan that have been completed.
These changes can also be made within the Calendar views.

Daily Plan - @

Bl Section 3: Where does life come from?
Objectives:

S, Describe experiments about spontaneous generat
&, Explain how scientitic methods led o the idea ot b

HEFLBenchmark 5C.H.1.3.1

HEFLBenchmark 5C.F.2.3.4

HE FLBenchmark 5C.H.1,5.2

OFLeenchmark SCH.1.2.5

OFLBenchmark 5C.H.1.3.6

EFLBenchmark 5C.H.3.3.5

1 Mativate

[ *5ection Focus Transparency

ﬂiﬁ-"‘Tr-amsparem:',I Activity, p. 46 [ELL)

Reading Preview, p. 19

Interactive Chalkboard, Section 3

Z Teach

Reading Strategy, p. 20 (ELL)

=& *Mote-taking Worksheet, pp. 23-35 (ELL)

Resource List

The button at the top of the Resource List shaped like a triangle can be used to show the color
key to let you know which items in the list represent Teacher Wraparound Edition pages (red),
Blackline Masters (blue with asterisk = viewable PDF; blue with pencil icon = editable HTML),
Correlations (purple), or additional technology applications (green) that may be used in
conjunction with TeacherWorks Plus™. When you click on the triangle it will either open or close
the legend.

The first button is used to close an existing Resource List. With TeacherWorks you have the
option of have several Resource Lists open at the same time. If you choose to close a Resource
List, you can click on the button that looks like a folder with an X on it and that will bring up a box
that lists all the Resource Lists that you have open. Choose the Resource List you would like to
close and confirm your choice and that Resource List will close without affecting the others.

The second button is used to toggle between the two ways in which the list is organized:
according to the table of contents of your textbook (with all related Teacher Classroom Resources
included for each lesson or chapter); or grouped by resource type, (with all Blackline Master
entries grouped together by title) for example all Multicultural Connections activities.

4/8/2008 14 Version 1.9.3



Resource List E‘I‘ 1A - 3

M = Teacher Edition Hot Links
B = Resource Hat Links
B = Technology
B = Correlations
ik
wiiacmillanMcGrave-Hill Spotight on Music, Grade K
2 In The Spotight
Win The Spotlight, pp. T2-T3
In The Spotlight, TWE, pp. TZ-T3
Focus: Children will learmn that singing together
Whiaterials:
WRecordings:
*Hello Song, CO: 1, S0 Indew, Spotlight P
*5kills: Meeting Mational Standards
1a Sing in rhythm,
&b Demonstrate skill by answering question:
e Respond with purposeful movermentto a p
2b Relate muszic and language arts,
WLinks:
Language Arts: Language Developrment, p. T
Win The Spatlight, pp. T4-TS
In The Spotlight, TWE, pp. T4-T3
Focus: Children will leam a patriotic song that
Whiaterials:
WRecordings:
*you're a Grand ©ld Flag, SOt 4, CO Inder
*5kills: Meating Mational Standards
la Singin a group, together and in rhythm,
fe Respond with purposeful movermentto a p =

Other features of the Resource List:

e Click the Sort By button to toggle between the two list views.

o Use the scroll bar to scroll through the Resource List.

e Some resource titles are too long to fit in the list box. Point your cursor over these items
to see their complete titles.

e A triangle pointing to the right identifies an item that can be expanded to list its contents.
Click the triangle to expand or collapse the list.

e A triangle pointing down marks an opened folder whose contents are listed under its title.

¢ Anitem with no triangle in front of it is a discrete item at the bottom level of the hierarchy.

e |tems in black text can be dragged to the calendar, but they do not represent extended
activity sheets (PDF files) that can be viewed and printed in Acrobat Reader, or files
which can be opened using Worksheet Editor (HTML files) when provided as a
component of TeacherWorks Plus™

e You can select any heading or item and drag all its contents onto a particular calendar
day. Setting up a calendar is explained in the Using the Lesson Planner section.

e To select multiple lines that are grouped together you can click on the first line, hold down
the shift key and select the last line. All selected lines will be highlighted.

e To select multiple non-consecutive lines, hold down the Ctrl key for PC (the Command
key for MAC) as you click the lines or drag over them. You can then drag all the
selections at once.

e To deselect a line, hold down the Ctrl key for PC (the Command key for Mac) and click
the line again.

e You can move resource items from one day to another day by selecting and dragging the
items.
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To automatically distribute the entire year’s curriculum onto all available class days,
select the course title at the top of the Resource List and drag it onto the first day of your
school year.

If multiple courses are included, you can remove one or more Resource List by clicking the Close
Courses folder icon E (across from the Resource List heading).

Accessing Blackline Master Files

Resource items in blue text represent full-page activities, Blackline Masters, or
transparencies.

Entries colored blue with an asterisk are PDF files, and can be viewed and printed in
Acrobat Reader.

Entries colored blue with a “pencil” icon are HTML files, and can be viewed and printed in
your computer’s default browser. (Note: When Worksheet Editor is provided as a
component of TeacherWorks Plus™, HTML entries can be opened within “Worksheet
Editor” for the purpose of editing content)

Accessing Blackline Master PDF files — Acrobat Reader

Double-click an entry colored blue and preceded by an asterisk to open and view the
resource in Acrobat Reader.

Use the Page Down/Up keys on your keyboard or the scroll bar arrows on the screen,
drag the slider in the scroll bar, or click the navigation arrows at the top of the screen to
page through the PDF.

Click the Print button, or choose Print from the File menu, to open the Print dialog box,
choose printing options, and print the Blackline Masters.

Use the view buttons at the top of the screen to fit a whole page of the document on the
screen at once, enlarge it to the full width of your screen, or view its actual size. (ltems
appear largest if you fit the page width to fill the whole screen, but you'll need to scroll
down to see the bottom of the page.) You can set the Preferences for viewing a PDF by
going to the menu bar in Acrobat and selecting Edit and then Preferences.

Once you finish viewing a resource item, you can leave Acrobat Reader open and view
other items by clicking the document’s close box. To close Acrobat Reader, select Exit
from the File menu.

Accessing Blackline Master HTML files — system default browser

Double-click an entry colored blue and preceded by a “pencil” icon to open and view the resource
in your computer’s default browser (e.g.: IE 6+, Firefox 1.0+, Safari 1.3+, Opera 8.5+).

Use the Page Down/Up keys on your keyboard or the scroll bar arrows on the screen
(drag the slider in the scroll bar up/down/left/right) to page through the document.

Click the Print button, or choose Print from the File menu, to open the Print dialog box,
choose printing options, and print the document.

Once you finish viewing a resource item, you can leave the browser open and view other
items by clicking the browser’s “Close Window” box. To quit the browser, select Exit from
the File menu, or click the “Close” icon (red “X” box).

Editing Blackline Master HTML files — Worksheet Editor

Select an entry colored blue and designated with a “pencil” icon.
Use one of the following options to launch the page in the Worksheet Editor:
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o Click on the Worksheet Editor shortcut icon
0 Go to Edit/Worksheet
o0 Go to Launch/Worksheet Editor
o The following format options are available for use in editing worksheets:
o Copy text
Cut text
Paste text
Insert Page Break
Add Picture
Create New Table
Add Rule
Font — select from list of supported fonts
Point Size — select from list of optional point sizes
Format — select from list of optional formats
Style — Bold, Italic, Underline, Strike-through, Superscript
Subscript
Align — Left, Center, Right
Numbered List
Bulleted List
o Table Editor — edit existing tables or add new
e Users can apply any combination of the above options, or simply delete all text, and type
directly into the worksheet.
o Edited worksheets can be saved for future use by selecting the “Save” or “Save As”
buttons
o Edit worksheet
o Click “Save” button
o0 Enter name, click “OK”, click “OK” again
o Edited worksheet name will appear in the TeacherWorks Plus™ Resource List,
within the section “Edited BLMs”
o Edited worksheets must be saved in order to access the “Print” feature
0 Once worksheet is successfully saved, click “Print”
0 Worksheet will open in default browser
o0 Click the “Print” icon, or go to File/Print menu
o Edited worksheets must be saved in order to access the “Export” feature
0 Once worksheet is successfully saved, click “Export”
0 Select location on desktop where file will be saved (default is “My Documents”)
o Enter afile name
0 Select afile type — .html (this file type will open in default browser) or .rtf (this file
type will open in Word)
o Click “Save”
e Users will be prompted to save any changes upon selecting “Close” button.
e Upon selecting Close, you will be asked if the edited worksheet should be added to the
calendar
0 The ‘Date’ field defaults to the date selected in the calendar
0 User may change the date by typing in “Date:” field
o0 Click “Yes” to add to calendar and proceed with using TeacherWorks Plus™
o0 Click “No” if edited worksheet should not be added to calendar, and proceed with
using TeacherWorks Plus™

O0OO0OO0O0OO0OO0OO0OO0OOOOOO

Editing a full Blackline Master (anything under Additional Resources) HTML files —
Worksheet Editor

To print once you have edited the full Blackline Master use the following steps:
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Open the file and highlight the pages you need

2. Use the keyboard copy function or button and open Microsoft Word, or another word
processing program

3. Use the keyboard paste function or button

4. Print from within the word processing program

5. Once you are finished printing, save the file to your computer

To use the edited pages within your Lesson Plan use the following steps:

1. Go to the Teacher Resource tab, and click to add a resource
2. Browse your harddrive to the appropriate file
3. The edited file is now ready for use

000 TeacherWorks: Worksheet Editor

Worksheet Editor K

[ corr .,fcuT Biraste % UNDO ¢ REDO [Ejracesreax  Mlano ricture  [TYnew Tasle  — a00 RULE @ cunnacrerpacerrs (@ insert @ EniTEQuaTion
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Representing Decimals

ite each decimal in word form.

1.65
.03
.392
.0ss3

567
. 14.006
.12.0Mm
05214
120805

ite each decinmal in standard form and in expanded form.

10. thres terths

11. fiteen and one tenth

12. eight and four hundredths
. seventy-two and sixieen thousancths
. ohe hundred and one hundredth
. four hundred seven thousancths

four hundred seven ten-thousandths

Glencoe The McGraw-Hill Companies P

4
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Main Work Window

The Main Work window contains tabs, buttons, menus, and the work area

ucstuiir1n Teacher\Works Plys™ B 5)&/ 84| 8/8/=8 %) ?) e
FILE EDIT ADD VIEW SEARCH LAUNCH HELF v |

Each tab represents a different section that appears in the work area. The sections are the
following: Lesson Plan, Resources, Correlations, Personal Assistant, and Internet. Each section
of the work area is described in detail later in this User Guide.

StccoN Pl AN D ——— ——
LESSON FLAN  SoEeBlRCES. CORRELATIONS  PERSOMAL ASSISTANT . INTERMET

Menus

File Menu
The File menu contains the following selections:

FILE EDIT ADD Vi

Hew Cirl+N
Open Chil+0O
Clote Courses

Save Chrl+5
Save As... Cirl+a
Revert

Import Lesson Plan

Export Template

Export File

Print Chri+P
Praperties

Day View Properties

Exit Chrl+G

New
e The Lesson Plan setup screen appears.
e Setting up a new calendar is explained in detail in the Using the Lesson Planner section.

e A standard File-Open dialog box appears.
e Opening a file is explained in detail in the Using the Lesson Planner section.

Close Courses
e A standard Close Resource Lists dialog box appears.
o Closing a Resource List is explained in detail in the Using the Lesson Planner section.

Save
e |fthe Lesson Plan is a new, untitled plan, this functions the same as Save As, explained
below.
e This option saves the currently open Lesson Plan to its current location.
e Saving a file is explained in detail in the Using the Lesson Planner section.

Save As
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This option allows you to save the calendar with another file name or to another location.
(Or, it allows you to name and save a new Lesson Plan for the first time.)

This option is available whenever a Lesson Plan is open.

It allows you to revert to the last saved version of the Lesson Plan, eliminating any
changes made since the last save operation.

An “Are you sure” dialog box will be displayed to confirm the action.

Import Lesson Plan

This option imports the contents of a Lesson Plan on disk into the currently open Lesson
Plan.
Importing a Lesson Plan is explained in detail in the Using the Lesson Planner section.

Export Template

This option saves the current Lesson Plan as a template (*. TWT files). A template is just
like a Lesson Plan file, but it cannot be edited. Another user can open the template, but
any changes made by you will be saved to another file. The template itself cannot be
edited and remains unchanged.

Exporting a template is explained in detail in the Using the Lesson Planner section.

Export File

This option allows you to save the current Lesson Plan in a word processing format,
which can be shared with other teachers or administrators who do not have
TeacherWorks Plus™ running on their computer.

Export File format options include a text file (.txt), comma separated file (.csv), tab
delimited file (.txt), HTML file (.htm), Microsoft Excel file (.xIs), Microsoft Word file (.doc).
Color coding and Group headers can be included in the exported file when HTML, Excel,
or Word format is selected.

The exported file can be attached to your email program for easy distribution to others.

Print

e To print a calendar, choose Print from the File menu.

e You can select the range of dates from the calendar you wish to print. Calendar contents
may be printed to a local printer, or printed as a text file and saved to your computer’s
hard drive.

e Selecting the Simple Text option will allow you to print the Lesson Plan in plain text.

e Selecting the Enhanced option will give you a variety of ways to print your document in
simple text, with or without color, as well as selecting which type of line or lines you want
to print.

Properties

This option brings up the same Login dialog box you see when launching TeacherWorks
Plus™ for the first time. The CANCEL button appears when launching TeacherWorks
Plus™ for the first time. The properties option enables you to change the login
information without re-launching TeacherWorks Plus™.
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Day View Properties
o Day view properties can be set up through the File menu option. You can choose from a
variety of setups showing only what you want in the plan, group different lines together,
or select the placement of the resources in the Lesson Plan day view window.

Plan VYiew Setup
HIDE GROUP SIDE TOF BOTTOM
Blackline Master [ | o o) 3
Correlation O o 3 ) i
Resource O o 3 ) i
spplication = o > ) o
Weh Link a | o L] @
Mote O o o i) i
ITE Page O | @ ) o
(0] 4 CAMCEL

The resulting screen shows the setup chosen.

|nua|wux§§|ﬂmﬂ" EE| (<> EJEBEI

.
Correlations al

OFL Benchmark 5CF 1,31
[FLBenchmark CF.1.2.2
[FLEBenchmark SCF.1.2.2
O FL Benchmark SC.F.1.3.5
L FLBenchmark SCF.1.3.7
[OFLBenchmark 5C.5.1.2.5

||:|*Section Focus Transparency |

Editahle BLMs

|:|c‘-_"‘Tr'ansparentt,I Activity, p. 43 (ELL)
& *Mote-taking Worksheet, pp, 33-35 (ELL)

ITE Pages

Reading Preview, p. 14
Reading Strategy, p. 16 (ELL]

Applications
Interactive Chalkboard, Ch, 1, Sec. 2

B section 2: Living Things
Objectives: ]
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Exit
e Select this option to exit TeacherWorks Plus™.
e _If an unsaved Lesson Plan is open, you are prompted to save it first, and then it is closed.
e |fthe Lesson Plan is new and untitled, you will be prompted to name the Lesson Plan.

Edit Menu
The Edit menu contains the following selections:
EDIT
Cut Chrl+X
Copy Cir+C
Paste Ctri+v
Delete Ctr+D
Line Text
User Resource
Worksheet

Recurring ltem

Cut
e This option removes selected resource(s), note(s), or text, and holds the information in
the TeacherWorks Plus™ clipboard (for pasting to another location later).
o If a day is selected but there are no selected lines, Cut is not available. (Calendar cells
themselves cannot be cut.)
e This option is not available for the Resource List, which cannot be edited.

e This option copies selected resource(s), note(s), or text, and holds the information in the
TeacherWorks Plus™ clipboard (for pasting to another location later).

o |If aday is selected but there are no selected lines, Copy is not available. (Calendar cells
themselves cannot be copied.)

e This option pastes resource(s), note(s), or text from the TeacherWorks Plus™ clipboard
into a Lesson Plan calendar cell.

e |t applies to the currently selected calendar cell.

e This option always pastes items to the end of the calendar cell. If you need to place items
in another location within the cell, you must either drag the items into place with the
mouse instead of pasting or drag the lines into position after they have been pasted.

Delete
o This option removes selected resource(s), note(s), text, or no-class day(s).
e If a day is selected but there are no selected lines, the entire day is deleted and all
subsequent days are shifted back by one.
e Information is not held in the TeacherWorks Plus™ clipboard when deleted.

Line Text

¢ Any line in the Plan can be edited by clicking on the line either in the Daily Plan view or in
the week or month view.
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e Select the line text that you want to edit and then click on Edit in the Menu bar. Next click
on Line Text. You can edit the line by changing text and then styling line with Bold, Italic,
and Underline.

e This option is only available when there is exactly one selected line.

User Resource

e This option allows you to edit Notes, No-Class Days, My Web Links, and User-Added
Correlations. Any of these lines can be edited by clicking on the line either in the Daily
Plan view or in the week or month view.

e Select the line text that you want to edit and then click on Edit in the Menu bar and user
Resource. Clicking opens the dialog box for either Notes, No-Class Days, My Web Links,
or User-Added Correlations. You can also update the information by double clicking any
these entries.

Worksheet
e This option allows you to click on the entries colored blue with a “pencil” icon (HTML
files), and Edit the files.

Recurring Item
e This option allows you to enter a recurring line item in the day pattern you select. Click a
line to set as a recurring entry, then click Edit/Recurring Item. To set the recurrence
pattern, select the Daily, Weekly, or Monthly option then the number of occurrences, and
the range of dates to span.

Add Menu
The Add menu contains the following selections:

ADD

Day

No-Class Day

Dally Note

Resource

Carmrelation

Web Link

Create Group/Add to Group

Day
e This option inserts any number of days into the Lesson Plan starting on the selected day.
All subsequent days will be bumped forward according to the number of added days.
o Adding a day is explained in detail in the Using the Lesson Planner section, p. 28.

No-Class Day
e This option opens the Insert No-Class Day dialog box.
¢ Adding a no-class day is explained in detail in the Using the Lesson Planner section,
p. 28.

Daily Note
e This option opens the Insert Notes dialog box.
e Notes can be inserted on any day in the Lesson Plan (including no-class days). The
single day option is the default option, and the currently selected calendar day is selected
automatically.
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¢ You can save and reuse notes you have keyed in.

e You can cut, copy, and paste within a note or from one note to another. (You can also
paste the copied text into other applications.)

e Daily Notes are different from My Notes. Daily Notes are notes contained in a Lesson
Plan calendar cell. My Notes are notes (accessible through the Personal Assistant tab)
with a TeacherWorks Plus™ course. Once My Notes are dragged or copied into a
Lesson Plan, they become Daily Notes and can be edited as such. When you create a
Daily Note using the Add Daily Note menu, the entry is also added to the My Notes area
of the Personal Assistant.

e The Print button prints the note on your currently selected printer. Your login information
appears at the top of the printout.

* When you double-click a note in the Lesson Plan calendar, an Edit Note dialog box
appears. This dialog box is the same as the Add Daily Notes dialog in every way, except
for the addition of a DELETE ALL RECURRENCES button. The dialog box can be used
to edit every property of an existing note, including its recurrence pattern, or to delete the
note(s) entirely from the Lesson Plan.

Resource
e If the Teacher Resources work window is not active already, this menu item activates it.

This option is identical to the Add Resource button in the Teacher Resources work
window.

e |tis not available when there is no open TeacherWorks Plus™ course.

Correlation
e You can Add a Correlation to the day you are working with by accepting the default Add
to Selected Date or if you deselect that default after your correlation information you will
be taken to the Correlation Tab.
e This option is identical to the Add Correlation button in the Correlations work window.
e ltis not available when there is no open TeacherWorks Plus™ course.

Web Link
e |f the Internet work window is not active already, this menu item activates it.
e This option is identical to the Add Web Link button in the Internet work window.
e ltis not available when there is no open TeacherWorks Plus™ course.

Create Group/Add to Group
e You can select one or several lines of text and add them to a New Group or an Existing
Group. This option gives you the flexibility to easily create several groups on one
calendar day or easily move items between groups.
e ltis not available when there is no open TeacherWorks Plus™ course.
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View Menu
The View Menu contains the following selections:

VIEW

LESSOMN PLAN
Day

v 5-Day Week

7-Day Week

5-Day Month

7-Day Month

RESOURCE LIST
v Confents
Type

SKILL LEVEL
All
Basic
Static
Advanced

Shortcut Buttons

Standards Tracker

Lesson Plan
If the Lesson Planner tab is not selected, choosing one of the Lesson Plan views in this menu
automatically selects it. A checkmark appears next to the currently selected Lesson Plan view.

Resource List
o A checkmark appears next to the currently selected Resource List view.

Skill Level (This option will only be available if the Resource List contains a skill level)

e All — Selecting this option will show all lines of text that are contained for that day.

e Basic — Selecting this option will show only lines of text for only one section or lesson

e Static — Selecting this option will show only lines of text that are clickable such as BLMs,
Editable Worksheets, or TEs

e Advanced - Selecting this option will show only lines of text that are clickable such as
BLMs, Editable Worksheets, or TEs as well as lines that are included in that section or
lesson.

Shortcut Buttons
The shortcut buttons are easy ways to perform the functions of some of the menu items
discussed in the previous section.

e Selecting this option enables you to control what shortcut buttons you want to see on
your Lesson Plan.
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SHORTCUTS

Bo&edsge=e %7

M A A A

Ok CAMCEL

Standards Tracker

The Standards Tracker allows you to view each Standard reviewed in your Lesson Plan. The
Standards Tracker can be accessed through the menu, through the shortcut button in the menu
bar or through the correlations by clicking on a correlation in the Correlation Tab and then clicking
on the Standards Tracker menu item or shortcut button.

Standards Tracker FRINT
Tracker Options
Date Range: (020222006 | to [Derzorzo0s APPLY Check the standardis) you wish
to display in the Tracker Results
Show Course Titles: @ On G Off or Check Al [
Biology: The Dynarmics of Life - Florida Edition Al
SC.B.1.4.1 |
5CH14.2 |
SCH147 o
SC.D.1.43 |
5C.D.1.4.4 i)
5C.0.2.4.1 riidl
APPLY
Tracker Results
IStandard I Date I Coverad I
Biology: The Dynamics of Life - Florida Edition (Al
SC.H1.4.1 04/25/2006 |
SC.H1.4.1 042112006 |
SC.H1.4.1 042012006 |
S5CHA1.4.1 040712006 |
S5C.H1.4.1 0310212006 |
S5C.H142 040712006 |
SCH14.2 03/28/2006 |
5C.HB.1.4.2 0310212006 |
SC.HB1.47 0310212008 i
5C.D.1.43 082112008 7|
5C.0.1.43 062112006 O ¥
CLEAR RESULTS

Search Menu

All search results are displayed in a common Search Results window that is external to the
TeacherWorks Plus™ application window. The Search Results window displays the number of
items found. Users can move the Search window, select one or several lines of text, and drag the
contents into the Lesson Plan.
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SEARCH

Lesson Planner
Resources
Resource List
Cormrelations
Black Line Masters
Teacher Assels

Search Lesson Planner
e In the dialog box that appears, enter a search string.
e The dialog box also contains checkboxes listing specific types of lines that may be
searched: Blackline Masters, Teacher Resources, Web Links, Notes, and the Teacher
Wraparound Edition.

Search Lesson Planner

Search for;

[] Search Black Line masters [] Search Motes
[] search Teacher Resources ] Search Teacher
1 Search web Links Wraparound Edition

Ok CAMCEL

The Search Results window displays the items found. For example:
e |f the Search selection is “Resource List”, the Search Results will display the Resource
List entry that contains the word or words used in the search string
o |If the Search selection is “Blackline Masters”, the Search Results will display each
instance where the search string occurs within a PDF (this can be on more than one

page)

Clicking an item in the Search Results window has a different action depending on which search
selection is made. Generally, double-clicking a line in the Search Results window causes
TeacherWorks Plus™ to automatically select the tab where the item is located.

o Resource List searching is an exception; this search automatically selects the line in the
Resource List, expanding parent lines as necessary.

o Blackline Masters searching is another exception; clicking these lines opens the PDF in
Acrobat Reader, or launches the Acrobat Reader application, opening the PDF to the
page where the search text was found.

Search Resources
¢ Inthe dialog box that appears, enter a search string.

e The dialog box contains three checkboxes, allowing you to limit searches to Program
Resources, (which are the Ancillaries used in the course), PDF Content from those
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Ancillaries, or My Resources, (which are the files that have been added such as a word
processor or a spreadsheet program), or to search both types of resources.

Search Resources

Search for;

Searchin: [ Search Program Resources
[] Search PDF Content
[ My Resources

[ Search Line Text
[ Search Paths

814 CAMCEL

e The dialog box also contains two other checkboxes, allowing you to search either user
added resource file paths or line text. For example, if you made a path that goes to a file
in a folder on your hard drive, you would be able to type in that path or part of it and the
search would bring up those paths that you have assigned. Example: (Macintosh
HD:Applications:Word:Readme.txt). You can also search for line text. This would be the
path that you have set in order to get to a Resource that you have added, but you would
only have to type in the text of that path or part of it. Example: (Readme.txt). You can
search for both file paths and line text.
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Search Resource List
¢ In the dialog box that appears, enter a search string.
e The dialog box allows you to choose which view of the Resource List is searched
(Contents, Types, or Themes). Only one view can be searched at a time.

Search Resource List

Search far:

Searchin: ® Caontents
(2 Twpes
() Thernes

O CAMCEL

e Only the text of lines in the currently open Resource List will be searched.

o When a line is selected from the Search Results window, TeacherWorks Plus™
automatically finds the corresponding line in the Resource List and selects it, expanding
parent lines as necessary. If the Resource List is minimized, this action restores it.

Search Correlations
¢ In the dialog box that appears, enter a search string.
o All standards for the course will be searched, including course standards, downloaded
standards, and custom user-defined standards.
o The dialog box contains two checkboxes, allowing you to search Correlations Line Text
(the text of all lines contained in the standards’ hierarchical lists), Correlation Definitions,
or both.

Search Correlations

Search far:

Searchin: [ Correlations Line Text
[ Correlation Definition

O CAMCEL

¢ When a correlation is selected from the Search Results window, TeacherWorks Plus™
automatically finds the corresponding standard in the Correlations work window and
selects it, expanding parent lines as necessary.
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Search Blackline Masters
e Searches the text of all Blackline Masters (PDF files and HTML) on a TeacherWorks
Plus™ course CD-ROM for a word or phrase (the search text) you enter. You may
perform a Boolean “and” search by entering additional search text into the “And” field.
e Double-clicking on a PDF or HTML file in the Search Results window opens that PDF in

Acrobat Reader to the page where the search text was found or if it is a HTML file, it will
launch in a browser.

Search Black Line Masters

Search for;

[ Search Editahle BLMs

(] Search Mon-Editable BLMs
And

“ou can narrow your search further by twping anotherword or phrase in this
sacond box. TeachermWordes will then find Black Line hMasters that contain
bath wards ar phrases specified.

Search for:

814 CAMCEL
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Search Teacher Assets
¢ Inthe dialog box that appears, enter a search string.
e The dialog box contains checkboxes, allowing you to search all sections of
TeacherWorks Plus™.

Search Teacher Assets

Search for:

Program Assets My Assets

[] Program Resources L] my Resources
[] Search Line Text [] Search Line Text
[] Search Paths [] Search Paths
[] Search PDF Content ] Daily Lessan Plan

[] Black Line Masters [ My Caorrelations
[] Search Editable BLWs (] iy el Links

[l Search Man-editable BLMs [ My Maotes
[] Resource List
[] Program Correlations
[ Program Weh Links
[] Motes

O CAMCEL

¢ When a line is selected from the Search Results window, TeacherWorks Plus™
automatically finds the corresponding item in the corresponding section and selects it,
expanding parent lines as necessary. If the result is a Blackline Master, double-clicking
the line opens the PDF in Acrobat Reader.

e For example if you searched the Program Assets for Resource List and you typed the
string ‘Laboratory Activity’, the search will find the corresponding lines in the Resource
List that contain ‘Laboratory Activity’. When you click the search result it will go to the
place in the Resource List where the text is contained showing the expanded fields or
showing the expanded parent lines.

e An example of searching the Program Assets for Program Resources would be to type in
the string: ‘Laboratory Activity’. The search would bring up ‘Laboratory Activity’ Skills —
Teacher Edition Blackline Master. Double-clicking the line opens the PDF in Acrobat
Reader.

e Searching in the Program Assets with Non-Editable Blackline Masters checked and the
search string of ‘Laboratory Activity’ Skills would bring up a listing of several occurrences
of ‘Laboratory Activity’ Skills. Depending on which Blackline was selected by double-
clicking, it would open the ancillary PDF in Acrobat Reader and go to the page it found
containing the text ‘Laboratory Activity’ Skills.

e Searching in the Program Assets with Editable Blackline Masters checked and the search
string of ‘Laboratory Activity’ Skills would bring up a listing of several occurrences of
‘Laboratory Activity’ Skills. Depending on which Blackline was selected by double-
clicking, it would open a Browser window and open the page it found containing the text
‘Laboratory Activity’ Skills.
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o When searching Teacher assets for Program Web Links in Program Assets, you would
enter the text string of the Web Link you are looking for such as ‘TIME’ and the search
results would bring up any links that contained the text ‘TIME’. Double click on that link to
automatically launch the website page.

¢ When searching for Program Correlations in Teacher Assets under the Program Assets,
you would enter the string text with the correlation information you are looking for. You
can enter text such as Standard or section numbers of a Standard such as ‘4B’. The
search result will bring up any standards with that text or number. When you click on
them you will go to the Correlation that corresponds to that text or number.

o When searching for Notes in Teacher Assets under the Program Assets, you would enter
the string text with the Note information you are looking for. The search result will bring
up any note with that text and when you double-click on the Note an Edit Note Dialog box
will appear. This dialog box resembles the Add Daily Notes Dialog box in every way, but
with the addition of a DELETE ALL RECURRENCES button. The dialog box can be used
to edit every property of an existing Note including its recurrence pattern, or to delete the
Note(s) entirely from the Lesson Plan.

o When searching Teacher Assets for My Resources under My Assets, you would enter the
string text for the resources that you have added such as a Word or Excel document.
Example: Readme.txt. The search result would bring up that resource and when you
double-click on it would execute the file.

e When searching the Daily Lesson Plan in Teacher Assets in the My Assets section you
can search for anything that has been added to the Daily Lesson Plan. All lines of text
that have been dragged over into the Calendar and/or all lines of text that have been
added to the notes are searchable. Example: Unit 2 has been dragged onto the calendar
and a note has been added to those days to teach note-taking on the days those lessons
are taught. If you search for ‘note-taking’, you will see several occurrences of note-taking
and if you click on them you will be redirected to where they are listed in the Lesson Plan.

¢ When searching Teacher Assets for My Web Links in My Assets, you would enter the text
string of the Web Link you are looking for such as “Yahoo” and the search results would
bring up any links that contained the text Yahoo and you could then double-click on that
link and you would automatically launch that website page.

o When searching My Notes in Teacher Assets under My Assets you would type in the text
string that contains the text of the note that you have entered previously and the search
result would bring up the note. When you double-click on the note an Edit Note Dialog
box will appear.
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Launch Menu
The Launch menu contains links to the external applications Acrobat Reader v7.0.8 and
Worksheet Editor that are included along with TeacherWorks Plus™.

LAUNCH

Acrobat Reader
Teacher Wraparound Edition
Worksheet Editor

Acrobat Reader
e Acrobat Reader can be launched by simply clicking the menu option.

Teacher Wraparound Edition
e The option “Teacher Wraparound Edition” is also accessible through the Launch menu,
opening the TE in Acrobat Reader from the CD. An alert box appears if the application
cannot be found.

Worksheet Editor
e This option is only available when there is an editable Resource Hot Link entry selected.
o Editable Resource Hot Links entries are colored “blue” and are designated with a “pencil”

icon.

e Only editable Resource Hot Links entries can be edited in the Worksheet Editor.

e Users can apply any combination of editing options mentioned above, or simply delete all

text and type directly into the worksheet.

o Edited worksheets can be saved for future use by Selecting the “Save” or “Save As”

buttons.

o Edited worksheet names will appear in the TeacherWorks Plus™ Resource List, within
the section “Edited BLMs” which is automatically created when the first edited worksheet
is saved.

Users will be prompted to save any changes upon selecting “Close” button.

Edited Worksheets must be saved in order to access the “Print” feature.

Edited worksheets must be saved in order to access the “Export” feature.

Upon selecting Close, you will be asked if the edited worksheet should be added to the

calendar.

o When an editable Resource Hot Link is selected in the Resource List or Calendar
window, and the Worksheet Editor is activated, this option will open the page(s) in the
Worksheet Editor tool, allowing you to edit the text of the page, save under a new name,
and print the edited page.
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Representing Decimals

ite each decimal in word form.

1.685
2.03
3,382
4. 083

3. 967

@

. 14.006

o

12,001

@

L0524

o

12,0803

ite each decimal in standard form and in expanded form.

10. three terths

. fitteen and one terth

12. eight and four hundredths

13. seventy-bwo and sixtesn thousandths
14. one hundred ahd one hundredth

15, four hundred seven thousancths

16. four hundred seven ten-thousancths

8 etencoe The McGraw-Hill companies -

)

Help Menu
The Help menu provides access to this document, as well as the version of the application being
used.

Help
About

Help
This option opens the Help PDF from the TeacherWorks Plus™ CD-ROM.

About
This option lets you know what version number of TeacherWorks Plus™ ha been installed.
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Using the Lesson Planner

Starting a New Calendar

The first time you open the Lesson Planner, you will see the Lesson Plan Setup window. This
window provides all the options necessary for setting up a new Lesson Plan. You can also begin
a new calendar by selecting New from the File dropdown menu.

1. In the Calendar Start Date field, type the month, day, and year when your new school year
starts.

2. Click a button to select the length of your class periods. If Block Scheduling is selected
TeacherWorks Plus™ automatically distributes the curriculum over the calendar year, placing
two days’ worth of Lesson Plans to each class day.

3. Click the boxes next to any days of the week when the class never meets.

4. Review the list of holidays to make sure a check mark appears next to those days when your
school is closed.

5. You can mark other holidays and no-class days now or wait until later.

6. Click APPLY to complete your calendar setup.

LESSON PLAN SETUP

Calendar Start Date:  [1728/2006

Length of Class Period: @ Standard: {40-50 minutes)
(2 Block {30 minutes)

Recurring Mo Class Days (feekh

[ Monday [ Tuesday [ Wednesday [ Thursday
[] Friday [ Saturday [ Sunday

Mark these days from (1282006 to (12752007

Mark these standard holidays as Mo Class Days:

Mew Year's Day
Martin Luther King Jr.
Presidents' Day
Memorial Day
Independence Day
Labor Day

Columbus Day
YVeterans Day
Thanksoiving
Thanksgiving Friday
Christmas Eve

B R R E R E
B EEEE E

Christmas Day

Woold you like to set other Mo Class Days now?

@ Yes 3 Mo, [ doitlater

APPLY CAMCEL
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Marking No-Class Days

Before assigning Lesson Plans to calendar days, you will probably want to eliminate days when
the class will not be meeting. The Insert dropdown menu allows many flexible options for
automatically marking single no-class days as well as no-class days that recur daily, weekly, or
monthly over the entire year or over a limited range of dates, beginning on the date you currently
have highlighted and ending on any date you specify.

INSERT NO CLASS DAYS

i3 [1/2812006 3 Daily 2 Wieakly @ Manthly

To set a new recurrence pattern far this Mo Class Day,
select Daily, Weekly, ar Monthly and enter the new dates.

@® Day | 1 ofevery | 1 manthis)

(2 The first v || day v ofevery 1 manth(s)

Range of Recurrence

i@ End after | 365 occurences
Start (152852006

3 End by 142752007

Insert + Add Another IMEERT CAMCEL

The options available in this window change according to which button you have selected - Daily,
Weekly, or Monthly. You can type information in the text boxes or select your choices from
dropdown menus.

o After making your selections, click INSERT to mark the days on the calendar. If you want
to keep the Insert window open to mark additional no-class days, click the Insert Add
Another button.

e To edit repeated no-class days, double-click a no-class day on the calendar and make
any changes in the Edit No Class Days window.

e To delete a recurring no-class day, click the Delete All Occurrences button in the
window.

o To delete a single no-class day, select it on the calendar and choose Delete from the Edit
dropdown menu.

e Don’t worry if you need to make changes later; you can do it easily at any time, and your
Lesson Plans will be automatically adjusted to reflect added or deleted days.

e To mark a single no-class day, simply select it on the calendar and click the Add No-
Class Day(s) button on the toolbar. Then click the Insert button. (Do not select Daily.)
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Adding Information to the Calendar

To create a Lesson Plan, or “populate” the calendar, double click on the Title line for the course.
The line will highlight. Then holding down the mouse button, drag the highlighted course title line
into the day of the month on which you wish to start your calendar. (Note: you can not drag to a
day that falls before the calendar start date since this is a real — time calendar)

You may also decide to populate the calendar with only certain sections of the Resource List. To
do this, you can click on the section, or select multiple sections by holding down the control/apple
key, then drag those selections into your calendar start date.

As you populate the calendar, you will receive a dialog box indicating the Content View Options.
You can accept the default option “Don’t Group” and the calendar will fill with only the section(s)
you selected, or you can select the “New Group” option and name the selected sections in any
way you choose. The calendar will populate with each day showing that group name and you will
be able to click on the drop down arrow in the week or month view to see the text below. You can
select the Content Placement Options to move new lines or groups forward in the calendar or add
them to the existing calendars days.

Content View Options

Group by Subject
(2 Don't Group

@ Mew Group | Study Group - Advanced

Content Placement Options
@ Place content on calendar davis)
2 Maove all existing cantent ahead

2 Move selected group content ahead

ADD CAMCEL

| pax [T | weex 55| wontn [ 2| [5202008 | Qe i) @ v &E

Friday I June 2
P study Group - Advanced
wStudy Group - Basic
G2 Unit 1: Stucture of Organisms
FEF Chapter 1: Exploring and Classifying Life
B Section 1: Cell Structure
Chjectives: v

Y
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Adding Information to the Calendar using the Create Group/Add to Group Feature

After you have created your lesson plan, you can create new groups or add to existing groups.
Using the Create New Group option allows you to select several lines within the Calendar day.
Select a line at the top of the calendar day, another at the middle and another at the end and
create a new group.

Add Group

Group by Subject
@ Mew Group

{3 Existing Group

ADD CAMCEL

There are several ways to create a New Group. You can select several line at time selecting a
line and then holding down the shift key and selecting your final line. You can also select a line
and then holding down the control key select other lines that you want in your new group.

Selecting several lines that are all together:

1. Click on a line and hold down the shift key. Select your last line, all lines should highlight.
2. Click on the top menu item ADD and then select Create Group/Add to Group.

3. A Dialog Box will pop up asking you to name the new group.

4. Type in a new Group name and click on Add.

You should see the new group in the Daily plan and in the Lesson Plan view. Now you can select
a line from another day in the Lesson Plan view and move it into that group. To view your new
group, switch to day view in the Lesson.

Selecting several lines that are not all together:

5. Click on aline and hold down the control key. Select all the lines that you want added to your
group. All lines should highlight.

6. Click on the top menu item ADD and then select Create Group/Add to Group.

7. A Dialog Box will pop up asking you to name the new group.

8. Type in a new Group name and click on Add.
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Now you can add lines to your New Group or Existing Group by selecting the line and holding
down the left mouse and dragging the line to the group or by selecting the line and then clicking
on the top menu item ADD and selecting Create Group/Add to Group

Add Group
Group by Subject
{3 Mew Group
@ Existing Group |Prerequisite Skills =
California Resources
v

ADD CAMCEL

Adding lines to your existing group.

In the daily plan, click on the line that you want to add to the existing group.

Click on menu item ADD and select Create Group/Add to Group

A Dialog Box will pop up asking you to name the new group or add to an existing group
Select Existing Group

A drop down dialog box will allow you to select a particular group and insert that line into that
group. Select one of the groups and click on Add

agrONE

Changing the name of your group on the calendar day

1. Click on the group title in the Lesson plan

2. Click on menu item ADD and select Create Group/Add to Group
3. Click on New Group and enter the new group name

4. Click add, and your group name will be changed

(Note: If you have already made a group of the entire lesson — same group name appears each

calendar day — you can not change the group name for each calendar day using this option. You
must change the group name for each calendar day individually)
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Changing the Calendar View
Buttons on the toolbar near the top of the screen let you view the calendar in five different
layouts: single day, 5-day or 7-day week, and a month of 5-day or 7-day weeks.

| pay [T} weex 55 | montn ] ) | [5r20r2006 | @ ) Qv emj

Lesson Plans are not affected by the view you choose. If your school uses the typical Monday
through Friday schedule and you will not be scheduling activities on Saturdays and Sundays, you
can allow more screen space for class days by displaying the 5-day calendar view.

As in the Resource List, items in blue, red or green text can be opened and viewed by double
clicking them - as can Web links, other resources, and notes.

e Point your cursor over any incomplete line of text to see the part that doesn’t fit in the
box.

o When a scroll bar appears on a date, this means you can scroll to see additional lines of
text.

e To display a different month, select it from the dropdown menu to the right of the month
name. You can also page through months one at a time using the right and left arrows at
the right end of the toolbar.

o To display a different year, click the down arrow to the right of the year and select a year
from the dropdown menu.

o If you select a date on the month view and then change to the week view, the week
shown will include that date.

o Use the right and left arrows beside the “Week Of” date to move through the weeks. Or
you can type in a date and press the Enter key/Return key to display that week.

Inserting and Deleting Days

TeacherWorks Plus™ makes it easy to adjust your schedule to accommodate unanticipated days
off, add a day or two when your students could use extra time on a subject, or delete a day when
an alternate event is canceled or when the class moves through a lesson more quickly than
anticipated. Lesson Plans for subsequent days will be shifted forward or backward to
accommodate your changes.

o Toinsert days, select a date on the calendar and then choose Day from the Add
dropdown menu.

INSERT DAYS

Insert | 1) Dayis)

INSERT CAMCEL

¢ In the text box, type the number of days you want to insert and then click INSERT. The
new blank days will be inserted beginning on the date you selected, and subsequent
Lesson Plans will be shifted forward.

e To delete a day, select it on the calendar and choose Delete from the Edit dropdown
menu. If any lines of text appearing on the date are highlighted, first deselect them by
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holding down the Ctrl key on the PC (the Command key on the Mac) and clicking the
lines before you choose Delete. The day and any contents placed on it will be deleted,
and Lesson Plans assigned to future days will all be moved back one day.

Editing Content Placed on the Calendar

The editing tools on the toolbar and in the Edit dropdown menu can be used to copy, paste, and
cut (delete) any content placed on the calendar.

e To select an item in the day’s Lesson Plan, click on it.

e To select a group of sequential items, click on the first item of the group you wish to
select. Then, while holding the shift key down, click on the last item of the group you wish
to select. All items between and including the first and last items will be selected.

e To select more than one item, hold the Control key down on the PC and the Command
key on the Mac and click all of the items you wish to select.

e To copy part of a day’s assignment onto another date, select the items and click the
Copy button or choose Copy from the Edit dropdown menu. Then select the date to copy
the items onto and click the Paste button.

e To delete any item, select it and click the Cut button or press Delete.

Inserting and Deleting Notes
In addition to dragging resources onto calendar days, you can type and add notes of your own to
the Lesson Plan for any day. To write a note, choose Daily Note from the Add menu.

INSERT NOTES

@ | A/232006 2 Daily O Weekly 3 Manthly

To set a new recurrence pattern for this Mote, select Daily,
Weekly, or Monthly and enter the new dates.

Mame
Text i‘
| F
FRIMT INSERT CAMCEL
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The top row of buttons allows you to add the same note to as many different days as you like.
Choose and click one of the options: the current date (or a date you type into the text box), Daily,
Weekly, or Monthly.

e Use the Range of Recurrence boxes to specify how often and over what range of dates
you want the note to recur.

o Type your note in the text entry box.

e Click INSERT. The first line of your note will appear on the dates you specified. You can
double-click the burgundy text to open the note dialog box and see the entire note.

e You can also double-click a note you have placed on the calendar to reopen and edit it.
To edit a repeated note placed on multiple days, double-click the note on the calendar
and make changes in the Edit Notes window.

o To delete repeated notes, click the Delete All Occurrences button in the Edit Notes
window. To delete a single note, select it on the calendar and choose Delete from the
Edit dropdown menu.

e Notes can be placed on no-class days.

e Text within notes can be copied, pasted, and cut, and text from one note can be copied
and pasted into notes placed on different days.

The calendar’s Day View also allows you to jot down Quick Notes in the Notes text field
underneath the Daily Resource List. The Quick Notes will only be visible in the Day View.

Saving Your Work

You can save and close your calendar at any time and then reopen it later to continue
working on it. Choose Save or Save As from the File dropdown menu. (Save replaces your
previous version with your new changes; Save As allows you to give your newest version a
different name while retaining your previous version under the old name.)

e OnaPC, go to the drive and folder location where you want your calendar to be saved.

e On a Mac, go to the volume and folder location where you want your calendar to be
saved. Type in a name for the file.

e Click Save. The calendar, along with any TeacherWorks Plus™ resources you have
placed on it, will be saved in your calendar file. Any information added in your Personal
Assistant, My Correlations, My Resources, or My Web Links will also be saved.

Opening A Calendar File

To open a previously saved calendar file, first open TeacherWorks Plus™ and select Lesson
Planner.
You will receive a message “Would you like to open the files that were last opened?”
e Click “Yes” to open the last Lesson Plan that was opened before the TeacherWorks
Plus™ application was closed.
0 Any changes to the Shortcut Buttons view, or the calendar view, will be
maintained when the Lesson Plan opens.
e Click “No” to open a different Lesson Plan, or to create a blank calendar.
0 You will be prompted next to open a previously saved Lesson Plan, “Would you
like to open a saved Lesson Plan?”
0 Click “Yes” — the folder “Lesson Plans” will open, listing all previously saved
Lesson Plans. Select the plan you wish to view, and click “Open”. The Lesson
Plan will load into the calendar.
0 Click “No” — the Lesson Planner Setup window will appear. Apply the necessary
settings, and click “Apply”. A blank calendar will open.
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Creating a Template for Other Classes or Teachers

If there are a number of teachers or classes that will be using the same school year dates, no-
class days, and holidays and may also want to share some resources in the My Resources list,
TeacherWorks Plus™ provides a simple way to create a template containing all this general
information.

Other teachers can open the template and use it to plan their own curriculum without needing to
enter this information again. By choosing Save As, they can name and save their modified
calendar for their own future use.

Export Template

EXPORT TEMPLATE

Open TeacherWorks Plus™ and select Lesson Planner. From the File dropdown menu,
choose New.

In the Lesson Plan Setup window, enter all the information about school year dates, no
class days, and holidays.

Click Apply.

If you haven’t marked your no-class days yet, choose No-Class Day from the Add
dropdown menu and mark them now.

When you have completed setting up all the shared information in your template, instead
of saving your calendar, go to the File dropdown menu and select Export Template. This
allows you to save your work as a template, in a location accessible to others. Click OK
in the Export Template window.

This feature zaves a read-only Lesson Flan that other teachers
can capy and modify. Slicking Ok will open Save As foryou to
select a location and file name far your template.

Ok CAMCEL

Export File

After saving your Lesson Plan, go to the File dropdown menu, choose Export File.
Select the format you want by clicking the button:
0 Text (.txt),
Comma Separated Value (.csv)
Tab Delimited (.txt)
HTML (.htm)
Microsoft Excel (.xIs)
0 Microsoft Word (.doc).
When exporting HTML, Excel, or Word format, apply the color coding and group headers
if desired. Select “Print Colors” then select the color from the drop-down list.

O o0O0O0
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Blue

Red

Dark Green
Dark Blue
Dark Red
Purple
Agua

Dark Purple
Brown
Black

e The exported file can be attached to your email program for easy distribution to others.
(Note: this feature is ONLY available on Windows XP).

0 Browse to specify a network or other location for saving your template. Or, you
can save it in the default location. To do this, simply add your own file name for
this template where the blinking cursor appears. Click Save.

o Click OK. Your template is saved and is now available to be opened, modified,
and saved under a different name.

e To open a template after it has been created and saved, choose Open from the File
dropdown menu. Locate the folder where the file was saved, select the template, and
click Open. Modify the calendar just as you would when you create your own calendar.
The only difference is that when you save your work, the template will remain unchanged.
Choose Save or Save As from the File menu and give your calendar a new name.

EXPORT LESSON PLAN

Date Range: 2222006 | to 22202006 [1 Include weekends

Export As: Groups (Check to Print)

Tewxt file (open using Word or Motepad)
Tab Delimited (. TXT)
HThIL file (open using Internet bromser)
Microsoft Excel (LXLS)
Microsoft Whord (.0 OC)

R

Resource Types (Checkto Print Resource Type) [ Print Colars

1 [l ~ | Blackine Master [ [l ~ | webLink
4 [l » | corelated Standard 4 Il ~ | note
[ [l ~ Teacher Resource [ [l * | Teacher Edition Page

| . ¥ | Technology Application

[ Attach to e-mail QK CANCEL
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Importing and Reusing a Previous Calendar

You may want to reuse Lesson Plans you have created - for example, for a class that meets on
different days or to adapt last year’s curriculum to a new school year or semester. TeacherWorks
Plus™ offers flexible options for reusing as much as you like from a previous calendar and
making any modifications you want. To access this option, follow these steps:

e Open TeacherWorks Plus™, choose Lesson Planner, and then select New from the File
dropdown menu.

¢ Inthe Lesson Plan Setup window, enter all the information about school year dates, no
class days, and holidays.
Click Apply.
If you haven’t marked your No-Class Days yet, choose No-Class Day from the Add
dropdown menu and mark them now. These days will be skipped when Lesson Plans are
copied from your previous Lesson Plan.

e Save your Lesson Plan. You will be prompted to name your Lesson Plan if you haven’t
saved your work yet.

e  With your new calendar still open, choose Import Lesson Plan from the File dropdown
menu.

Import Lesson Plan

Enterthe location of the saved Lesson Plan that yvou would
like to impaort into the currently open Lesson Plan.

Path: | CAProgram FilesiTeachertorksiLesson Planst BROWSE

Import from immiddisaey | to mmiddissy | ofthe saved Lesson Plan.

Begin imporing an this date inthe currently open Lesson Plan:  [1528/2008

Ok CAMCEL

e Click BROWSE and go to the folder location where your previous Lesson Plan was
saved. Select it and click OPEN.

e Select the Lesson Plan file to be reused.

e Inthe “Import from” field, enter the dates from which you want to import the previous
Lesson Plan.

¢ In the “Begin importing on this date in the currently open Lesson Plan” field, enter the
starting date for the Lesson Plan on your new calendar.

e Click OK. The previous Lesson Plan’s information will be saved into your new Lesson
Plan and distributed onto all available class days of the new school year.

e If you had already placed Lesson Plans or notes on some days of the new calendar,
imported plans for these days will be appended to the existing information.

¢ When you save your new Lesson Plan, you will be asked to give it a new name if you
haven’t already saved your work.
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Adding Additional Resource Lists to your Calendar

You have the option of adding an additional Resource List to your Calendar by simply choosing
Open from the file menu and locating the Resource List in the Courses folder. The additional
Resource List or Lesson Plan will be added below the existing Resource List (left pane) and can
then be added to the populated calendar to change the Lesson Plan.

Resource List | .

M = Teacher Edition Hat Lnks
B = Re=ource Hot Links

B = Technology

B = Corelations

s

W hacmillan/McGraw-Hill Spotight on Music, Grade K
P G2 In The Spotight
P E2 Spotlight on Concepts
P E2 Spotight on Music Reading
P 2 Spodight on Performance
P G2 SpoHight on Celebrations
P Additional Resources

wiiacmillan/McGraw-Hill Spotight on Music, Grade 4
P E2 In The Spotight
P C2 Spotight on Concepts
P 2 SpoHight on Music Reading
P €2 Spotight on Perfermance
P E2 Spotlight on Celebrations
P additional Resources

Switching between Courses

You can switch to any course specific Resources, Correlations or Internet by clicking on the drop
down arrow at the end of the menu bar and clicking on the course assets you want to view. Then,
by simply clicking on the appropriate tab, the courses resources will show for that course only.
You can also select the tab and then select the course to achieve the same results.

FILE EDIT ADD VIEW SEARCH LAUMCH HELF ﬂI
Macrmillanf/McGraw-Hill Spotlight on Music, Grade K
Macrnillan/McGraw-Hill Spotlight on Music, Grade 4
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Adding Graphics

You have the option of adding a picture that you have stored on your hard to the daily plan by just
selecting the button EJ and then locating the file.

a7 weew BN wonrw 00 | [0 | @ © B | O

Report Feature

You also have the option of building a report based on the daily plan and/or creating your own
report by using the report button. You can then export the report to be saved out for future use.

Click Build, add and change text and then save and export.

B I UMF] « »

BUILD EXPORT DOC EXFORT RTF EXPORT THT SAVE
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ASCII Character Palette

To enhance the Notes area, an upper ASCII palette has been added. This palette is accessible

by clicking on the _J button. This will allow for accent marks, copyright symbols, and basic math
symbols. You can also enter the symbols using the keyboard. An example would be hold the
control key down and type 150. The resulting symbol is (—en-dash).

This ASCII palette can be used in Edit Line Text, Insert Notes dialog box and Add Note dialog
box.

Ho|& 45 eE B ¢ 7] @) ume s o)

LAUNCH HELP =

N Leeris DI Ars (S  — —_—
LESSON PLAN  SoPSOURCES. CORRELATIONS _ PERSOMAL ASSISTANT . INTERNET

EEECEEE E = G EICEE

Correlations [a]

[JFLBenchmark SC.F.1.3.1
[JFLBenchmark SC.F1.3.2
[JFLBenchmark SC.F.1.2.3
[JFLEenchmark SC.F1.3.5
[JFLBenchmark S2.F1.3.7
U |OFLeenchmark 5C.G.1.2.5

||:|*Secti|:-n Focus Transparency |

Editable BLMs

|:|if-'-"‘Tr..=m5|:-..=4renn:',I Activity, p. 45 (ELL)
ag *Mote-taking Worksheet, pp. 33-35 (ELL)

|
Dleli |, e, ot % ald « 2N
T FFEER 2

it E®¥ 8 @3 &a-@
aizsf”.,”%%m—
A ld A (A A A \E|c [E[EE|E|T|T|T|T
B AGEEA xa U0 0T E 6

fEaEsBmeelaaan it [
alifals(ala]s|=|eo|alala i
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Worksheet Editor Character Palette

The Worksheet Editor Character Palette can be accessed by clicking on the @ cnanacrer paerre
button in the Worksheet Editor. The Character Palette will launch. This will allow you to make
math symbols and create custom equations, as well as add some foreign characters. (Please see

the next page for instruction on entering foreign characters from the k.=Eecial Eharacters | 100 )

From a selected location in the Worksheet Editor click on the Character Palette and then create
your equation. When the equation is complete, click on Insert into Worksheet Editor. Next, either

click on the @ e button in the Worksheet Editor (Windows and Mac), or use CTRL & Enter
(Windows) or CTRL & Return (Mac,) or click the right-click the mouse, to insert the image.

Macintosh HD:OQutput:MathMLEditor

Eixa i R':ﬂ — - u 2 Character Pal v2.0 e

Math Symbols | Language

= e

w @[ § o~ 1T e A

i

More Symbols

Times Mew Roman | = 12 (= B I . ol Insert into Worksheet Editor

|"|

[<] DE ;

After inserting an equation, you may edit the equation by reopening it in Character Palette. Set

EDIT ECLRAT

the cursor next to the equation and click the @ " button in the top right corner of
Worksheet Editor. Click the equation again, and an Edit button will appear. Select Edit and the
Character Palette will launch with the equation ready for editing.
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Inserting Special Characters into the Worksheet Editor

To insert special characters in the Worksheet Editor, click on the L 5-”“-'-"-5"'-"‘#'3‘] button

located in the top right corner of the Worksheet Editor. This button will launch a PDF detailing the
various ways special characters can be inserted into the Worksheet Editor.

[

0 De ader - |special

aracters.p

'@Eile Edit  Wiew Document Tools  window  Help

B Open E Save a Copy . Print & “

@]: Select Text + [

@ - [ [ ® 8% - ®

% @ @'EEDDRS -

: Bookmarks

Signastures

8.5x11lin

How to Insert Special Characters in the TeacherWorls Plus
Worl:heet Editor

Windows XP. Windews 2000

» TUsing the Character Map
ljmmwmwmmmmhﬁ“_Tﬁ

1) Coubla~cizck the cheszciss youwish to insart ixio the Workshest Editor so that
tha characsar appsass in the Characters to copy Ezo and <ok Copr.

3) Cpen TeacharWorks azmd the Waorkcheer Ediror. Pocition your curser wians you
worald ke to ineart the epecial cramacher a=d click Paste.

Al commneamds sppear o s lower right cormer of S Chamcsr Map whaz 2
chamacter &= salacted in Micraodt Windoos NP (Bes Choracter Map smgs
abown). To add special charactars meing thoce commasds in the Wockehest Editor,
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Printing Your Calendar

Any view of the calendar can be printed. The printout of the month or week grid shows all of the
text currently visible on the screen as well as what you don’t see. You will need to scroll down or
point the cursor at a calendar item to see additional text that is hidden. All hidden text will print

correctly.

PRINT LESSON PLAN

Date Range: |2/3r2006 to |2r3r2006

® Simple Text
2 Enhanced

Ok CAMCEL

PRINT LESSON PLAN

Date Range: (22212008 | to |202202006 ] Include weekends

3 Simple Text Groups (Checkto Print)
® Enhanced

Resource Types (Check to Print Resource Type) [ Print Colars

@ [l ~ | B1ackine Master [l ~ | web Link
i Il ~ | correlated Standard 4 [l | note
o . ¥ | Teacher Resource od . ¥ | Teacher Edition Page

i . ¥ | Technology Application

Ok CAMCEL
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Using Resources
Components

The Program Resources work window is divided into two areas: Program Resources and My
Resources. The main toolbar contains three buttons: the Download arrow, a button that opens
the Appointments window, and a button that opens the To-Do List. The My Resources toolbar
contains two buttons: Add a Resource and Print. The print button will print the name of the
resource you have added to My Resources.

¥ O

Audio Clips (CD Index)
Electronic Master Indes
Orff Orchestrations
Spotlight an MIDI

Spotlight an Recorder
Teacher's Resource Masters

Program Resources

The Program Resources area shows resources that are included as supported components of the
TeacherWorks Plus™ course, such as links to additional multimedia programs, word processing
documents, PDF files, and other resources specific to the current course that you have
downloaded from the TeacherWorks Plus™ web page.

Other Macmillan/McGraw-Hill applications will appear in the Program Resources window only if
they are previously installed on your hard drive. Every time you start TeacherWorks Plus™, the
program checks to see if these executable files exist on your system. If you install another
Macmillan/McGraw-Hill program to your computer after launching TeacherWorks Plus™, simply
restart TeacherWorks Plus™ to get them to display.

For all other files, the program keeps references about where the files are located on the hard
drive. When you double-click any resource, TeacherWorks Plus™ will launch that resource with
its associated program (if necessary).

My Resources/Add a Resource

My Resources contains resources that you have added from your hard drive. My Resources are
course-specific, so each course will have its own set of independent resources. Clicking on Add a
Resource brings up a standard File-Open dialog box that asks you to link to a file that you would
like to make available in the current Lesson Plan. The new resource will appear in the My
Resources area.

e To link to the resource again, repeat the steps outlined above, click the Add menu and
select Resource.
e Next click on Browse. Then select the file name and click OK.

The file that you find is not copied into any of TeacherWorks Plus™’ subdirectories. Instead, only

the location where the file resides on your computer is remembered in the current Lesson Plan. If
the file is moved, deleted, or renamed, a “broken” link will result, and any attempt to open that file
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will result in an error message explaining what happened. To link to the resource again, repeat
the steps outlined above.

Download a Resource

Clicking on the Download arrow opens up a Web site in the user’s default browser that contains

downloads specific to the current course. These downloads contain additional resources that will

be added to those already included with the course. Those additional resources will appear in the
“My Resources” area.

My Resources can be deleted, but Program Resources cannot. If you delete My Resources, an
“Are you sure?” dialog box will be displayed, but the actual linked files will not be deleted from
your hard drive.

Both types of resources can be copied into the Lesson Plan or dragged into Daily Resources. Any

resource item can be double-clicked at any time, regardless of where the resource appears, and
TeacherWorks Plus™ will launch the resource in its associated application.
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Using Correlations
Components

When the Correlations tab is selected, the work window is divided into four areas: Program
Correlations, Teacher Edition Page Reference, Student Edition Page Reference, and Definition of
Correlation. The toolbar consists of a Correlations Selection drop-down list, an Add Correlations
button, an Edit Correlations button, the Download arrow, a button that opens the Appointments
window, and a button that opens the To-Do List.

|F"rc\gram Correlations u f_—}r':‘ {é}lﬂ z e:;'j

55, 59, 61, 62, 6%, 95, 97, 100, 101, 124,
127, 129, 131, 133, 136, 139, 170, 179,
181, 183, 185, 187, 188, 189, 211, 212,

Wiational Standards for Music Education
W Content Standard 1

1E 216, 217, 221, 232, 233, 275, 306, 307,
308, 309, 310, 311, 315, 316, 317, 321,
le 324, 326, 330, 334, 335, 3348, 330, 341,
1':' 343, 344, 346, 347, 348, 349, 351, 357, 377
[

P Content Standard 2
P Content Standard 3
B Content Standard 4
P Content Standard S5

P Content Standard & Student Edition Page Reference

P Content Standard 7 33, 99, 61, 63, 6%, 9%, 97, 100, 101, 124,
Fcontent Standard 127, 129, 131, 133, 136, 139, 170, 179,
P Content Standard 9 181, 183, 183, 157, 188, 189, 211, 212,

216, 217, 221, 232, 233, 275, 306, 307,
308, 209, 210, 211, 315, 316, 217, 321,
324, 326, 330, 334, 333, 338, 339, 341,
343, 344, 346, 347, 348, 349, 351, 357, 377

Definifion of Correlations

Sing independently, an pitch and in rhythr, with appropriate timbre, diction, and posture,
and rmaintain a steady termpo

Program Correlations

Each course comes with its own set of correlations which are accessible from the Program
Correlations drop-down menu. By default, these course correlations are displayed whenever you
go to the Correlations tab. The list of program-specific correlation titles is displayed in the
Program box. Clicking one of these will bring up the corresponding definition in the Definition of
Correlation area. It will also display the corresponding Teacher Wraparound Edition page links
in the Teacher Edition and Student Edition Page Reference areas. Double-clicking on the page
numbers opens each of the Teacher Wraparound Edition page links.
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Program Correlations Dialog Box

Clicking on the Correlation under the Program Resources will launch a dialog box that contains
the Standards, Teacher and Student Page References and the Definition of the Correlation. You
can print these results as well as save them for later use. You can also click on a page number

listed and the appropriate TE page will then launch.

Correlation

SCF147
Teacher Edifion Fage Reference

9-10, 30, 219, 321-322, 322-323, 622-623, 629-630, 643-543,
BE1-862, 66V-669, TO1, 724-735, 739, 744-T745, 749, 732, TE0, TE4,
Te&, 796, 801, 804, 2807, 214, 220-821, 838-2339, 841-842, 844, 347,
856, 859-873, 874-575, 87Y7-279, 893-5958, 9058, 913-215, 929-935,
939,941, 943-959, 964-9635, 967-969, 997-993, 1019-1021,
1028-1029, 1031-1041, 1045-1047

Student Ediion Page Reference

9-10, 30, 219, 321-322, 522-523, 622-625, 629-6320, 643-645,
661-662, 667-069, TOL, 734-735, 739, 744-T7435, 749, 732, Te0, Ted4,
Tee, 796,801, 504, 207, 214, 820-021, 338-239, 841-042, 346, 247,
836, 809-873, 8V4-875, 87 7-879, 893-898, 908, 913-915, 829-9340,
939, 941, 943-959, 964-965, FET-969, 997-998, 1019-1021,
1025-1029, 1031-1041, 1045-1047

Definition of Correlafions

know that organisms respond to internal and external stimuli,

PRINT

Add/Edit Correlations

By selecting Correlation from the drop-down list in the Add menu, you can insert your own set of
correlations. You can also add your own correlations by selecting the Add Correlations button

from the toolbar.

4/8/2008 55

Version 1.9.3



Add Correlation

The Add Correlations button brings up a dialog box.

Add Correlation
Text: |
v
FPages:
Student
Pages:
Definition: ﬂ
] Addto Selected Date ADD CAMCEL

The dialog box allows you to enter your own custom standards. For ease of use, TeacherWorks
Plus™ allows you to enter information in an outline-type structure by using the tab key to indicate
subentries. Inserting a tab at the beginning of a line in the Text box will indent the line two spaces
when viewed. TeacherWorks Plus™ will automatically make adjustments for spacing. However, if
the formatting of the new correlation appears incorrect, it can easily be fixed by selecting the Edit
Correlations button. The Pages and Student Pages fields in the Add Correlation dialog box only
accept numbers, commas, spaces, and returns. User-added Correlations can be added directly to
the calendar by checking the box “Add to Selected Date” and clicking the ADD button. The date
which is selected in the calendar at the time the Correlation is added with the default location.

Edit Correlations

By selecting Correlation from the drop-down list in the Edit menu, you can edit your own set of
user-added correlations. You can also edit your user-added correlations by selecting the Edit
Correlations button from the toolbar.

By selecting a user-added standard and pressing the Edit Correlations button, you can bring up
a dialog box similar to the one above. This dialog box already contains all the information for the
selected standard, allowing you to edit that information in the same way that it is entered when
creating a new standard. Only custom, user-created standards can be edited. Standards included
with the course and standards that have been downloaded cannot be edited. The Edit Correlation
dialog box contains one additional button, DELETE, allowing you to delete the standard that is
open for editing. Edited user-added Correlations can be added directly to the calendar by
checking the box “Add to Selected Date” and clicking the ADD button. The date which is selected
in the calendar at the time the Correlation is added will be the default location.
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Track Correlations

The Standards Tracker will allow you to keep track of which Standards you have covered.
Checking the Standard in the Lesson Plan can be accomplished from the Daily Plan and any of
the Calendar views. Checking a Standard in one of the areas will result in the check mark being
applied in all other calendar views.

The Standards Tracker can be accessed through the menu, or through the short cut button in the
menu bar. It can also be accessed through the Correlations by clicking on a Correlation in the
Correlation Tab and then clicking on the Standards Tracker menu item or short cut button.

All of the Standards that you have completed and checked will be shown in the Standards
Tracker. You can select only the Standard you would like to view and then select APPLY and the
Tracker Results will show that Standard and on what day you covered it. You can also select to
see all the Standards you have completed and a complete list will be shown that includes the
Standards as well as the dates they were covered. You will also be shown any Standard that
does not have a check mark next to it indicating that the Standard has not been covered for that
day. This way you will know that a Standard has been covered on one day and not covered on
another day. You can select a Date Range, for instance, to show all Standards covered in that
period and at any time you can print the results and save them for future use.

_E Standards Tracker,

Standards Tracker FRINT

Tracker Options

Date Range: |02/22/2006 | to |08/28/2008 APPLY Check the standard(s) you wish
to display in the Tracker Resulis

Show Course Titles: @ On O3 Off of Checkal [

Biology: The Dynamics of Life - Florida Edition
5C.B.1.41
SCB142
SCB147
SC.D1.43
SCcD1.44
5C.0.2.4.1

b

=
C EEEEEE
L

Tracker Resulis

I Standard | Cate I Covered I

Biology: The Dynamics of Life - Florida Edition _
5C.B.1.441 04125/2006 |
SC.B.1.41 04/21i2006 .
SC.B.1.441 0472002006 |
5C.B.1.41 04072006 d
S5C.B.1.41 03022006 d
SCB142 0410772006 |
SC.B.1.42 03/28/2006 |
SCB142 03022006 d
5C.B.1.47 03/02/2006 |
S5C.D1.43 087212006 |
S5C.D1.43 062172006 >

CLEAR RESULTS
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Download Correlations

Clicking the Download arrow launches a Web page in the default browser. If new or additional
standards are available for use with the course, they will be displayed here. If the new standards
file contains an installer, it will place the necessary files where they need to be placed.
TeacherWorks Plus™ must be restarted in order for the new correlations to appear. Once
TeacherWorks Plus™ is launched again, the new correlations will be available in the Correlations
drop-down list. They can be accessed by clicking the drop-down arrow and selecting the name of
the standards under “My Correlations”.

Using the Personal Assistant
Components

The Personal Assistant tab consists of five main screen areas: Appointments, To-Do List, My
Resources, My Web Links, and My Notes. The Personal Assistant also has three available

buttons: Add a Resource, Add a Web Link, and Add a Note. Each button is associated with a
corresponding area in the Personal Assistant: My Resources, My Web Links, and My Notes.

< Appointments PRINT > q My Resources PRINT
Monday, January 30, 2006 Alarm
BOOAM o oo A

10:00am - - - o
00am ...
Noon Lunchwith b Kaplan
L My Web Links PRINT
LET] e a 88 6 55 6 66 6 666 0 8 6 6 616 B 6 G a6 6 G Earth Science
TOOpMm -
[¥]
NEW To-Do List PRINT
[rone Tazk [rescription [rate Due
IE Grade Period ¥ Homework Assignments 130,06
| Pop Quiz on usefullness of maps 1 ELNR
E . My Notes PRINT

B chapter 2 Motes
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Appointments

The Appointments window shows the list of appointments for the currently selected day. The date
is displayed in the upper left corner of the window. By default, empty appointment fields will be
displayed for every hour from 8 A.M. to 6 P.M. However, appointments can be made in 15-minute
increments for any part of the day. You can have as many or as few appointments as you’d like.
Appointment descriptions can be up to two lines of text.

To add or edit an appointment, click the space of any appointment in the Appointments calendar.
This will bring up the Edit Appointment dialog box. This dialog box contains dropdown fields for
the hour and minute settings of the appointment. To change the settings, click and select the time
for the appointment. To edit the text of the appointment, click in the field and type.

You may click the Alarm checkbox to activate an alarm for that appointment and select an option
from the Alarm drop-down box. “5 Min” will appear as the default next to the checkbox, indicating
that the alarm will go off 5 minutes before the appointment. This indicator can be clicked to cycle
through 8 settings: 5 Min, 10 Min, 15 Min, 20 Min, 25 Min, 30 Min, 1 Day, and 2 Days. When an
alarm has been set, an alarm icon will appear next to the appointment. The Alarm checkbox can
be toggled both in the Edit Appointment window and in the Appointments window itself.

When an alarm goes off, TeacherWorks Plus™ displays a Reminder dialog box containing the
time of the appointment and the appointment text. The dialog box contains a Remind again
button, which allows you to set a new reminder time, and a Don’t warn again button.

When you are finished editing an appointment, click the OK button. This saves the changes you
made to the appointment. Clicking the Cancel button will cancel any changes you made while in
the Edit Appointment dialog box and return you to the Appointments window. To delete an

appointment, click it to trigger the Edit Appointment dialog box and then click the Delete button.

The Appointments window displays left and right arrows at all times, used for moving forward or
backward one day at a time to show appointments on other days. You can print the contents of
the Appointments window by clicking the PRINT button on the upper right corner of the
Appointments title bar. The contents of the Appointments window cannot be dragged into the
Lesson Plan or copied into the clipboard.

To-Do List

The To-Do List is a checklist of tasks to be done. A new To-Do List contains 7 blank items that
can be edited by clicking anywhere within the item. This will bring up the Add To-Do Item dialog
box, which functions in much the same way as the Appointments window described above. To
add a new To-Do List item, click the NEW button in the upper left corner of the To-Do List
window. Each task has a checkbox and a date associated with it. The To-Do List is not date-
specific but is attached to a Lesson Plan. (Each Lesson Plan has its own To-Do List.) You can
check off or uncheck any item at any time.

The list items can be edited. In either Edit or Create mode, you can change the date of the item
and the item’s text. You also have access to DELETE, CANCEL, and OK buttons that function
the same way as the buttons in the Appointments window.

The To-Do List shows a scroll bar when there are more items than will fit in its window. It
accommodates 2 rows of text in each line as in the Appointments window.

When a new Lesson Plan is created, its To-Do List defaults to 7 blank tasks.

The contents of the To-Do List cannot be dragged into the Lesson Plan or copied into the
clipboard.
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You can print the To-Do List by clicking the PRINT button in the upper right corner of the To-Do
List window.

My Resources

The My Resources area in the Personal Assistant is a “mirror” of the My Resources section
available under the Teacher Resources tab. All items contained in My Resources under Teacher
Resources are also available within the Personal Assistant. Double-clicking an item under My
Resources will open that item using its associated default program. You can add a resource by
clicking on the Add a Resource icon in the upper left corner of the My Resources area.

My Web Links

The My Web Links area in the Personal Assistant is a “mirror” of the My Web Links section
available under the Internet tab. All items contained in the My Web Links under Internet are also
available within the Personal Assistant. Double-clicking an item under My Web Links will open
that item using the default Web browser on your computer. You can add a Web link by clicking on
the Add Web Link icon in the upper left corner of the My Web Links area.

My Notes

My Notes are individual notes that you can create, copy, paste, or drag into a Lesson Plan.
Clicking the Add Note button in the upper-left corner of the My Notes area in the Personal
Assistant will bring up the Add Note dialog box. This dialog box allows you to enter a new note
and assign your new note a name. The My Notes area of the Personal Assistant will store any
notes that you have created on your hard drive. Individual Daily Notes created using the Add A
Daily Note menu item will also be stored in the My Notes area, allowing you to drag them into
other areas of the Lesson Plan. You can delete notes from the My Notes page at any time by
simply selecting and deleting them.

Using Internet

Components

The Internet work window displays two main areas: Program Web Links and My Web Links. The
header bar contains the URL Go-to field and the GO button, the Download arrow, a button that

opens the Appointments window, and a button that opens the To-Do List, as well as a print
button that will print a list of your Web Links.
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MeGraw-Hill Learning Metwark
Mational Seographic

Program Web Links/My Web Links

Both Program Web Links and My Web Links contain Web links (lines that launch URLs in the
user’s default browser when double-clicked). Course Web Links contains links included with the
course or downloaded, and My Web Links contains links added by the user. You can delete My
Web Links, but the Course Web Links are permanent. An “Are you sure?” dialog box appears
when deleting Web links to avoid accidentally deleting a URL.

All Web links can be dragged into Daily Resources or copied and pasted into the Lesson Plan.
My Web Links is course-specific: When you load a different course, the links for the previous
course are replaced with the links for the new course.

Download Web Links

Clicking on the Download Web arrow will launch a Web page in the default browser that contains
downloads specific to the current course. These downloads contain additional resources, new
standards, or other additional content that will be added to (if new), or will replace (if updates),
what is already included with the course. Any additional resources will appear in the “My
Resources” area. Any additional standards will appear in the “My Correlations” area. Your
computer may need to be restarted to see the new resources or standards, depending on what
you have downloaded.

Add Web Links

Clicking on this button launches a small dialog box that allows you to enter a new Web link into
the My Web Links section. You enter the name and the URL of the new Web link. TeacherWorks
Plus™ will not perform any validation or verification on the URL and will not alert the user if the
URL is entered incorrectly or if the URL does not exist.

URL/GO

You may enter text into the URL field matching a Web address. By clicking GO, you can launch
the URL in the default browser. Again, no validation or verification of the URL will be performed. If
the URL is incorrect or does not exist, the browser simply fails to load it.

Accessing Help
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Help with all TeacherWorks Plus™ functions is conveniently available at any time by choosing
Help from the Help dropdown menu. This opens the complete TeacherWorks Plus™ User Guide
as an Acrobat Reader file. You can scroll through the guide or print it.

Exiting TeacherWorks Plus™

To close and exit the program, choose Exit from the File dropdown menu. You will be prompted
to save any unsaved work.
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