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Logging In
 � All students, teachers, and admin will use the same login page. This login 

URL will be provided to you before use.

 � When you enter that URL into your browser, you will see the screen to the 

right. Please enter your username and password exactly as it was provided 

to you, and click “Ready, Set, Learn.”

Preview Courses
 � Once logged in, click on the blue  button.

 � In the subject search box, type the subject you are looking for. 

NOTE: if looking for K–2 courseware, type in the word SPARK here. Course Codes: 300 = 3rd, 400 = 4th, 500 = 5th 

 � When you identify the course desired, click the  to the right of the course.

 � This will prompt the course design module to pop up. Click the arrows to 

expand the sections. Click on any activity name to preview.

 � It is suggested that you preview the course and note any lessons you would 

like to use with your students.

Customizing Courses (must have correct permissions)

It is suggested that teachers in the same grade level/subject area work 

together on one common custom course. This could be done by meeting on 

Zoom by nominating someone to screen share and do the actual clicks of the 

customization (see below), and having the others consult.

 � Once logged in, click on the blue  button.

 � In the subject search box, type the subject you are looking for. 

NOTE: if looking for K–2 courseware, type in the word SPARK here. 

Course Codes: 300 = 3rd, 400 = 4th, 500 = 5th 

 � When you identify the course desired, click the  to the right of the course.
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 � On the popup that appears:

 à Give the course a name. Please use a naming convention such as 

“Smith Elementary 3rd Grade Math 2020.” You should include your 

school or district, grade level, subject, and year it is being built.

 à Select the subject.

 à Choose No or Yes to allowing other teachers to edit (No is 

recommended for this project).

 à Leave Course Version at “Published.”

 à Choose No or Yes to Enabling Flex. For SPARK: choose No; for 

courses other than SPARK: choose Yes.

 à Click Copy.

 � You will then see the course layout with the ability to edit.

 à Click the pencil to the right of the unit name to edit the name.

 à Click the trash can to the right of the unit name to delete the entire unit.

 à Click the black arrow to the left of the unit name to open it and 

preview lessons.

GRADES 3-5: NON SPARK

 � Click on the black arrow to open the unit you would like to work in. 

You will see the following activities:

 à  = Reference Materials

 à  = Unit Lessons

 à  = Unit Quizzes

 à  = Unit Projects

 à  = Unit Tests (AT is an alternate test that can be used as a pretest in CRx mode)

Edit Skip Preview Delete Add
Content
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GRADES K-2: SPARK

 � Click on the black arrow to open the unit you would like to work in. You will see the following activities:

 à  = Unit Lessons

 à  = Unit Tests (AT is an alternate test that can be used as a pretest in CRx mode)

 à NOTE: Anything grayed out is going to be skipped in the student view. Click on the  to have it show. The second lesson 

(grayed out) will automatically be assigned to the student once the post-test is not passed.

ALL GRADES

Once you are finished making changes to your course, click on the  to validate your course. If you see any red alerts, address 

them and then validate again. Once validated, click on . That will publish your course to the course catalog for the district 

for all to use.

VERY IMPORTANT: Once you publish, be sure to click on the Enrollable 

button (it should be blue in the correct state).

Enrolling Students into Courses
 � Once you have published your custom course, it is time to enroll your students. Note that student logins must be preloaded by 

an admin before you can do this step.

 � Click on .

 � Click on .

 � Start to type the name of your student into the Add Student/Group search, and click on the name when it appears:

 � In the Add Courses search box, start typing the name of your course, and click on it when it appears:

Edit Skip Preview Delete Add
Content
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 � Once you have all students and courses loaded, it will look similar to the screenshot below:

Monitoring Student Progress and Grades
 � Click on .

 � Here you will see the dashboard view first:

Make sure your name is shown as the teacher.

Click Create Enrollment when finished.

Click on the Terms drop-down. If there is a 

term to choose, select it. If not, create one 

using the custom option.
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 � If you click on the  button in the step above, you can drill down into the student data:

 � When you click the reports tab and choose the Activity Reports tab, it opens up 

more reports to view.

 à Available Reports are shown below:
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Help
 � To reach our Help menu, scroll to the very bottom of the page and click on .

 � Several options are available here:

 � Click on  to access the self help area.
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