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| nstallation

Minimum System Requirements

M acintosh

System 8.6 or later, including Mac OS X Classic Mode

PowerPC 120 MHz or faster

32 MB RAM, 12 MB free

20 MB available hard drive space

Monitor display capable of 800x600 resolution and at least 256 colors
4x CD-ROM drive

Acrobat Reader 5.05 (included on CD)

PostScript Printer (optional)

Windows

Windows 95/98/2000/ME/XP, or Windows NT version 4.0 or later
Intel Pentium 166 or greater processor

32 MB RAM, 12 MB free

20 MB available hard drive space

Monitor display capable of 800x600 resolution and at |east 256 colors
4x CD-ROM drive

Acrobat Reader 5.01 (included on CD)

PostScript Printer (optional)

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

M acintosh

1.

2.
3.

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

Double-click the TeacherWorks Installer icon and follow the on-screen instructions.

When the TeacherWorks installation is complete, click Continue or Quit and follow the on-
screen instructions to install Adobe Acrobat Reader.

Note: For optimal performance, it isrecommended that you accept the default folder for
Acrobat Reader.

To open TeacherWorks, see the instructions in the Starting TeacherWorks section that
follows.
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Windows
1. Start your computer and insert the TeacherWorks 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.

3. Double-click the TeacherWorks Installer icon.

4. |ntheWelcome window, click Next.

5. Inthe Software License Agreement window, click | Agree.
6

In the Select Destination Directory window, click Next or browse to the desired directory
location.

7. Click Next in the Ready to Install window. After the files are copied, click Finish in the
Installation Complete window.

8. When TeacherWorks installation is complete, a separate installation for Adobe Acrobat
Reader begins. Follow the on-screen instructions to compl ete the installation.

Note: For optimal performance, it is recommended that you accept the default directory
location for Acrobat Reader.

9. On completing installation, you must restart your computer before using TeacherWorks.

10. To open TeacherWorks, see the instructions in the Starting TeacherWorks section that
follows.

Starting TeacherWorks

M acintosh

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

If you are not viewing or printing Black Line Masters or the Teacher Wraparound Edition,
you don’t need to have the CD in the drive.

2. Locatethe Teacher Works startup icon on your desktop and double-click it.
The TeacherWorks selection screen will appear.

Windows

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

If you are not viewing or printing Black Line Masters or the Teacher Wraparound Edition,
you don’t need to have the CD in the drive.

2. Click the Start button on the Windows taskbar. Select Programs, then Teacher Works, and
TeacherWorksagain.
The TeacherWorks selection screen will appear.

Note: The CD-ROM must be in the drive to view items in the Resource List or the Teacher
Wraparound Edition.
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TeacherWorks Selection Screen

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

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

The user also has the option of clicking the Exit button and leaving the program.

Glencoe

Teacher Works

€3 Lesson Planner
€) Teacher Resources

Q Correlations

€} Personal Assistant

€) Internet

Q Open the Teacher Wraparound Edition

EXIT
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During theinitial launch, you'll see aLogin dialog box. In this dialog box, TeacherWorks asks
for some information to store in your preferences.

Y ou can edit the preferences at any time by clicking on Propertiesin the File menu.

First Name: | |
Last Name: | |
Address: | |
ciy.| |
State: AL v |
Email: | |
Schoal: | |
Grade:| |
Class:| |
OK CANCEL
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The Parts of TeacherWorks

L eft Pane

The Left Pane of TeacherWorks contains the Mini-Calendar, the Daily Resources, and the
Resource List.

Each section initially contains Minimize - and Maximize = buttons. If one of the sectionsis
minimized or maximized, the button clicked toggles to the Share & button. Clicking on the
Shar e button changes the section back to its original size.

urtitled Ip “o| Minimize Left Pane to

reduce its original size

| hlarch 2003 April 2003 L4
S M TW T F 5 S M TwW T F 5
1 1 2 3 4 4

2 3 4 5 6 T 8 6 7 8 910 11 12

¢ S
9 10 11 12 13 14 15 123 14 15 16 17 18 13 Mini Calendar

16 17 18 19 20 21 22 20 21 22 22 24 25 26
23 24 25 26 27 28 24 27 28 20 20
20 3

Dazily Resources

— 8
2, Unit 1: A Mation of Mations, 40,000 B.C.-A D, 1200 =
Uit Introduction, SE and TWE, pp. T94-1 J

Fanfolio Project, TWE, p. Tad

Uit Tirne Line Transparency 1

*Unit Time Line Transparencies Strategies and Activities 1, pp. 1 <4— Dai |y Resources
ABC News Interactive: Historic America Electronic Field Trips Yide

Literature: Castawayws, SE and TWE, pp. 2-3

EEr Chapter 1: A Geographic Perspective on History

Chapter Inkroduction, SE and TWE, pp. 4-5 v

Resource List JEC A |

M = Teacher Edition Hat Links
M = Re=ource Hot Links 4+ Resource |_|St
B = Techhology

Amnerican Cdyssey: The United Stakes in the 20th Century
F € Unit 1: A Mation of Nations, 40,000 E.C -4 . 1800
B G2 Unit 2: Rift and Reunion, 1200-1900
F G2 Unit 3: The Roots of & kodern Mation, 1880-1920
P E& Unit 4: The Mew Ers of the Twenties, 1920-19249
F EQ Unit 5: Economic Crizis and the New Deal, 1929-1939
# G2 Unit 6: The United States Transformed, 1933-1945
B G2 Unit 7: The Postwar Ward, 1943-1963
P ER Unit 3: Towsrd Equality and Social Reform, 1954-1976 -
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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 atime. The Mini-Calendar automatically scrolls months to accommodate this
operation, if necessary. A purple shaded square designates the currently selected day. Y ou may
click on any day to make that day the focus of TeacherWorks.

/ Minimize/Maximize/Share buttons

urtitled.|p ]

4 March 20032
/ S M T W T F
2 32 494 5 6 7
910 11 12 12 14 15
16 A7 128 19 20 21 22

Selected Day of focus ———— == 25 26 27 28 29
20 21

Next Day button
Previous Day

D:I—kl'.l'.l.vl

Daily Resources

The Daily Resourcesisidentical 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.

Sometimes the Daily Resourcesis not visible at all (such as when no calendar is loaded).

D=ily Resources _
:—iSt of thle day’i | @R Chapter 10: Skills for Healthy Rielationships i\
besson plan as built S Chapter 10 Intraduction inimize/Maximize/Share buttons
yyou ——P | Chapter 10 Planning Guide, TWE, pp. 24648

hzeting Student Diversity, TWE, p. 246

Guick Write, TWE, p. 247

Technolagy Cptions, TWE, p. 247

*Parent Letters and Activities 10, p. 19

Perzonal Health Inventory, www health glencoe.com

Scroll Bar

Intemet Activities, waw hesalth glencoe com -
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Resource List

The first button at the top of the Resource List shows the color key to let you know which items
in the list represent Teacher Wraparound Edition pages or Black Line Masters.

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 al related supplementary Teacher
Classroom Resources included in each lesson or chapter list); or grouped by type, with all
Multicultural Connections activities and all Assessment activities listed together, for example.

Show/Hide Color Key
\iort By button

Resource List

Hide Color Key M = Teacher Edition Hot Links
W = Resource Hot Links
B = Technology

& Minimize/Maximize/Share buttons

EXpandlcon'traCt Glencoe Health - Sampler Edition =
Resource List ———— o e chapter 10: Skills for Healthy Relstionships
hierarchy w R Chapter 10 Introduction

Chapter 10 Flanning Guide, TWE, pp. 24648
heeting Student Diversity, TWE, p. 246
Guick YWeite, TWE, p. 247
Techhology Cptions, TWE, p. 247
*Parent Letters ahd Activities 10, p. 19
Personal Health Ihventory, www health glencoe com
Intemeat Activities, www health glencoe com
Audio Chapter Surnmaties [EnglishiSpanish) 4—— Scroll Bar
Yocabulary Puzzlebtaker
hinddogger Yideoquiz
w 55 Lesson 1: Foundations of Healthy Relationships, pp. 248
Les=an Plahs with Block Scheduling 35, p. 35
Les=zon Objectives:
1. Anhalyze how relationships with peers, family, and friend:
mentallemotionsl, and social hesalth .
2. Demonstrate strategies for cammunicating heeds, wank:
3. Identify the qualities and character traits thak pramote b
family, and friends.
P} Yocabulary Terns
wFOCUS
Gulick Start, TWE, p. 248
Intraducing Yocabulane, TWE, p. 248
Student Activity Workbook, Yocabulamye, p. 73
k TEACH
B ASSESS ¥

e Click the Sort By button to toggle between the two list views.
e Usethescroll bar to scroll through the Resource List.

e Someresourcetitles aretoo long to fit in the list box. Point your cursor over these itemsto
see their complete titles.

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

e A triangle pointing down marks an opened folder whose contents are listed under itstitle.
e Anitemwith notrianglein front of it is adiscrete item at the bottom level of the hierarchy.

e Itemsin black text can be dragged to the calendar, but they do not represent extended activity
sheets (PDF files) that can be opened or viewed and printed in Acrobat Reader.
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Y ou can select any level heading or item and drag all its contents onto a particular calendar
day. Setting up acalendar is explained in the Using the Lesson Planner section, p. 20.

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

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

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

Y ou can move resource items from one day to another day by selecting and dragging the
items.

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.

Viewing PDF Files

Resource items in blue text represent full-page activities, Black Line Masters, or
transparencies (PDF files) that can be viewed and printed in Acrobat Reader. Red text
represents pages in the Teacher Wraparound Edition. Double-click either of these item
types to open and view them. Resource items that appear in green text are Technology links
and can be accessed by double-clicking on them. The program that is associated with the
Technology link must be loaded on your computer in order to execute it.

Use the Page Down/Up keys on your keyboard or the scroll bar arrows on the screen, drag
the dider in the scroll bar, or click the navigation arrows at the top of the screen to page
through the PDF (Black Line Masters or Teacher Wraparound Edition).

Click the Print button, or choose Print from the File menu, to open the Print dialog box,
choose printing options, and print the Black Line 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. (Items
appear largest if you fit the page width to fill the whole screen, but you'll need to scroll down
to see the bottoms of pages.) Y ou 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.
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Main Work Window

The Main Work window contains the tabs and the work area. Each tab represents a different
section that appears in the work area. The sections are the following: Lesson Planner, Teacher
Resources, Correlations, Personal Assistant, and Internet.

Each section of the work areais described in detail later in this User Guide.
4 LESSOM PLANMER TEACHER RESCURCES CORRELATIONS PERSOMAL ASSISTANT INTERMET

Menus

File
The File menu contains the following selections:

New
e Thelesson plan setup screen appears.

e Setting up anew calendar is explained in detail in the Using the Lesson Planner section,
p. 20.

Open
¢ A standard File-Open dialog box appears.
e Opening afileis explained in detail in the Using the Lesson Planner section, p. 20.

Save
¢ |f thelesson planisanew, untitled plan, this functions the same as Save As, explained
below.

¢ This option saves the currently open lesson plan to its current location.
e Saving afileisexplained in detail in the Using the Lesson Planner section, p. 20.

Save As

e This option allows you to save the calendar with another file name or to another location.
(Or, it dlows you to name and save a new lesson plan for the first time.)

Revert
e Thisoption is available whenever alesson plan is open.

¢ |t alowsyou to revert to the last saved version of the lesson plan, eliminating any
changes made since the last save operation.

e An“Areyou 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.
e |Importing alesson plan is explained in detail in the Using the Lesson Planner section, p.
20.

GLENCOE TEACHERWORKS USER GUIDE 11



Export Template

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

e Exporting atemplateis explained in detail in the Using the Lesson Planner section, p. 20.

Print

e A print dialog box appears, offering nine print report options: day, week-5-day-list,
week-7-day-list, week-5-day-grid, week-7-day-grid, month-5-day-list, month-7-day-list,
month-5-day-grid, and month-7-day-grid.

e Printing is explained in detail in the Using the Lesson Planner section, p. 20.

Properties

This option brings up the same Login dialog box you see when launching TeacherWorks for
thefirst time. The CANCEL button appears when launching TeacherWorks for the first
time. The properties option enables you to change the login information without reinstalling
TeacherWorks.

First Mame: | Paul
Last Mame: | Smith
Address: | 123 Main St
City: [ Anytown
State: (AL
Zip: 12344
Email: | paul_smith@arny.com
School: | Anytowen High School
Grade: |9

Class: |Algebra

Ok CAMCEL

Exit
e Select this option to exit TeacherWorks.

e |f an unsaved lesson plan is open, you are prompted to save it first, and then it is closed.
If the lesson plan is new and untitled, you will be prompted to name the lesson plan.

GLENCOE TEACHERWORKS USER GUIDE 12



Edit
The Edit menu contains the following selections:

Cut

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

e If aday isselected but there are no selected lines, Cut is not available. (Calendar cells
themselves cannot be cut.)

e Thisoption isnot available for the Resource List, which cannot be edited.

Copy

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

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

Paste

e Thisoption pastes resource(s), note(s), or text from TeacherWorks' clipboard into a
lesson plan calendar cell.

o |t appliesto the currently selected calendar cell.

¢ 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
¢ This option removes selected resource(s), note(s), text, or no-class day(s).

o |f aday is selected but there are no selected lines, the entire day is deleted and all
subsequent days are shifted back by one.

¢ Information is not held in the TeacherWorks clipboard when del eted.

Line

e Thisoption isonly available when there is exactly one selected line.
e Itisonly available for notes, no-class days, and Web links.

¢ For notes, the option brings up the Edit Notes dialog box.

e For no-class days, it brings up the Edit No-Class Days dialog box.

e For Web links, it brings up the Edit Web Link dialog box.

GLENCOE TEACHERWORKS USER GUIDE 13



Add

The Add menu contains the following selections:

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.

e Adding aday isexplained in detail in the Using the Lesson Planner section, p. 20.

No-Class Day
e This option opens the Insert No-Class Day dialog box.

e Adding ano-classday is explained in detail in the Using the Lesson Planner section, p.
20.

Daily Note
e This option opens the Insert Notes dialog box.

¢ 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.

e 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. (Y ou can also
paste the copied text into other applications.)

¢ Daily Notes are different from My Notes. Daily Notes are notes that are contained in a
lesson plan calendar cell. My Notes are notes (accessible through the Personal Assistant
tab) that are associated with a TeacherWorks course—not a particular lesson plan file.
Once My Notes are dragged or copied into alesson 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 anotein the lesson plan calendar, an Edit Note dialog box
appears. Thisdialog box is the same as the Add Daily Notes dialog in every way, except
for the addition of aDELETE 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.

Resour ce
¢ |f the Teacher Resources work window is not active already, this menu item activatesit.

e Thisoptionisidentical to the Add Resource button in the Teacher Resources work
window.

¢ |tisnot available when there is no open TeacherWorks course.

Correlation

¢ |f the Correlations work window is not active already, this menu item activatesiit.

e Thisoptionisidentical to the Add Correlation button in the Correlations work window.
¢ |tisnot available when there is no open TeacherWorks Course.
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Web Link
¢ |f the Internet work window is not active already, this menu item activatesiit.
e Thisoptionisidentical to the Add Web Link button in the Internet work window.
¢ |tisnot available when there is no open TeacherWorks course.
View
The View Menu contains the following selections:

L esson Plan

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

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

The Search menu contains the following selections.

L esson Planner
¢ Inthediaog box that appears, enter a search string.

e Thedialog box also contains checkboxes listing specific types of lines that may be
searched: Black Line Masters, Teacher Resources, Web Links, Notes, and the Teacher
Wraparound Edition.

Search for: |

[ Search Black Line Masters [ Search Maotes
[ Search Teacher Resources [ Search Teacher
[ Searchyeh Links Wiraparound Edition

814 CAMCEL

Teacher Resources
¢ Inthediaog box that appears, enter a search string.

e Thedialog box contains two checkboxes, allowing you to limit searches to Program
Resources, which are the Ancillaries used in the course, or My Resources, which are the
files that have been added such as aword processor or a spreadsheet program, or to
search both types of resources.

e Thedialog box also contains two other checkboxes, allowing you to search either
resource file paths, which are the paths that you have set in order to get to a Resource that

GLENCOE TEACHERWORKS USER GUIDE 15



you have added. For example, if you made a path that goesto afilein afolder 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). Y ou can aso search for line text. Thiswould be the
path that you have set in order to get to a Resource that you have added, but you would
only haveto type in the text of that path or part of it. Example: (Readme.txt). Y ou can
search for both file paths and line text.

Search far:

Searchin: [ Program Resources
[ My Resources

[4] search Line Text
[ Search Paths

O CAMCEL

Correlations

¢ Inthediaog 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.

e Thedialog box contains two checkboxes, allowing you to search Correlations Line Text
(the text of al lines contained in the standards' hierarchical lists), Correlation Definitions,
or both.

e When acorrelation is selected from the Search Results window, TeacherWorks
automatically finds the corresponding standard in the Correlations work window and
selectsit, expanding parent lines as necessary.

Search far:

Searchin: [ Correlations Line Text
[ Correlation Definition

014 CAMCEL

Resource List
¢ Inthediaog box that appears, enter a search string.
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e Thedialog box allows you to choose which view of the Resource List is searched
(Contents, Types, or Themes). Only one view can be searched at atime.

¢ Only thetext of linesin the currently open Resource List will be searched.

¢ When alineis selected from the Search Results window, TeacherWorks 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 restoresiit.

Search far:

Searchin. @ Contents
2 Types
i3 Themes

014 CAMCEL

Black Line M asters

Searches the text of al Black Line Masters (PDF files) on a TeacherWorks course CD-ROM
for aword or phrase (the search text) you enter. Y ou may perform a Boolean “and” search
by entering additional search text into the “And” field.

Search far:

And

“ou can narmow your search further by typing anotherward or phrase in this
second box. TeacherWodes will then find Bladk Line hastars that contain
bath wwards ar phrazses specified.

Search far:

014 CAMCEL

Double-clicking a PDF in the Search Results window opens that PDF in Acrobat Reader to
the page where the search text was found.

Teacher Assets
¢ Inthediaog box that appears, enter a search string.

e Thedialog box contains checkboxes, allowing you to search all sections of
TeacherWorks.
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¢ When alineis selected from the Search Results window, TeacherWorks automatically
finds the corresponding standard in the corresponding section and selects it, expanding
parent lines as necessary. If the result is a Black Line Master, double-clicking the line
opens the PDF in Acrobat Reader.

¢ When alineis selected from the Search Results window that is contained in the Resource
List, TeacherWorks automatically finds the corresponding standard in the corresponding
section and selectsit, expanding parent lines as necessary.

e For exampleif you searched the Program Assets for Resource List and you typed the
string Building Geography, the search would then find the corresponding lines in the
Resource List that contained Building Geography and when you clicked on the search
result it would go to the place in the Resource List where the text was contained showing
the expanded fields or showing the expanded parent lines such as Additional Resources
and then the Black line master Building Geography Skillsin that drop down.

e An example of searching the Program Assets for Program Resources would be to typein
the string: Building Geography, the search would bring up Building Geography Skills —
Teacher Edition. Theresult isaBlack Line Master, double-clicking the line opens the
PDF in Acrobat Reader.

e Searching in the Program Assets with Black Line Masters checked and the search string
of Building Geography Skillswould bring up alisting of several occurrences of Building
Geography Skills. Depending on which black line was selected by double-clicking, it
would open the ancillary PDF in Acrobat Reader and go to the page it found containing
the text Building Geography Skills.

e 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 and you could then double-
click on that link and you would automatically launch that website page.

e 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 and when you click on them
you will go to the Correlation that corresponds to that text or number.

e 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 aDELETE 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 form the Lesson Plan.

e When searching Teacher Assetsfor 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 Assetsin 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 al 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 lesson are
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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.

e When searching Teacher assets for My Web Linksin My Assets, you would enter the text
string of the Web Link you are looking for such as Y ahoo and the search results would
bring up any links that contained the text Y ahoo and you could then double-click on that
link and you would automatically launch that website page.

e When searching My Notesin 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.

Search for:
Program Assets My Assets
[ Program Resources [4] My Resources
[] Black Line Masters [] Daily Lessan Plan
[ Resource List [ My Carrelations
[ Program Correlations [ My wWeh Links
[ Program wWeb Links [ My Motes
[ Motes

O CAMCEL

Search

All search results are displayed in acommon Search Results window that is external to the
TeacherWorks 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.

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

e Resource List searching is one exception; this search automatically selectsthe linein the
Resource List, expanding parent lines as necessary.

e Black Line Masters searching is another exception; clicking these lines has no effect at all
since the items are contained on the course CD-ROM. Double-clicking linesin the Black
Line Masters Search Results window opens or launches the item in the typical fashion, if
applicable.
The Search Results window displays the items found. For example, the search results will
display:
¢ theresource list entry that corresponds to the PDF page
¢ each instance where the search string occurs within the PDF (this can be on more than
one page)
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o the"closest” resource list entry. For instance, if the search string occurs on an answer key
page, the last resource list entry appears. The page number may not be listed in the
Resource List entry being shown.

To access the search item, double-click on the text within the Search Results window.

Launch

The Launch menu contains afixed list of external applications that the user can choose to install
along with TeacherWorks. Selecting an application from the menu causes TeacherWorks to
locate and launch the application. An alert box appearsif the application cannot be found.

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

Shortcut Buttons

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

Open File Print Paste Add No-Class Day(s)

N °\ st

New Lesson Plan —> ﬁ| ﬁ-| = H =B
/] T

Save Lesson Plan Copy d Day(s) Search

B &) 7 e v
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Using the L esson 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. Y ou can aso begin a
new calendar by selecting New from the File pull-down menu.

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

2. Click abutton to select the length of your class periods. If Block Scheduling is selected and
you then have TeacherWorks automatically distribute the curriculum over the calendar year,
two days worth of lesson plans will be assigned to each class day.

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

4. Review thelist 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.

Calendar Start Date: | REaEIe I

Length of Class Period: @ Standard: (40-50 minutes)
(2 Block (90 minutes)

Fecurring Mo Class Days ekl

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

Mark these days from (4102003 to |4r9iz004

Mark these standard holidays as Mo Class Days:

[ Mewears Day [ cColumbus Day
[ Martin Luther King Jr. [] weterans Day
[ Presidents' Day [ Thanksoiving
[ Mermarial Day [] Thanksoiving Friday
[ Independence Day [ Christmas Eve
[] Labor Day [ Christrmas Day

Wiould ywou like to set other Mo Class Days now?

W Yes (3 Mo, Il 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 pull-down 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 alimited range of dates, beginning on the date you currently
have highlighted and ending on any date you specify.

Rl 41 02003 2 Daily 2 Wieekly @ Manthly

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

@ Day | 1| ofevery | 1) monthis)

2 The | first v | day v| ofevery | 1| monthis)

Fanoge of Recurrence

@ Endafter 365 occurences
Start 411052003

(2 End by | 45902004

Insert + Add Another INSERT 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 pull-down menus.

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.

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

To delete arecurring no-class day, click the Delete All Occurrences button in the window.
To delete asingle no-class day, select it on the calendar and choose Delete from the Edit
pull-down menu.

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.

To mark asingle no-class day, smply 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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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.

Single Day Monthly 5-day Monthly 7-day Next/Previous Open To-Do
View button View button View button Date arrows List button

LRI

BB e 69 m ey O

/EE\ T

Weekly 5-day = Weekly 7-day Date Selections — Open Day'’s
View button View button (Drop-Down lists Appointments
available in button

month view only)

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.

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

« Point your cursor over any incomplete line of text to see the part that doesn't fit in the box.
e When ascroll bar appears on a date, this means you can scroll to see additional lines of text.

o Todisplay adifferent month, select it from the pull-down menu to the right of the month
name. Y ou can also page through months one at atime using the right and |eft arrows at the
right end of the toolbar.

o Todisplay adifferent year, click the down arrow to the right of the year and select a year
from the pull-down menu.

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

o Usetheright and left arrows beside the “Week Of” date to move through the weeks. Or you
can type in adate and press the Enter key to display that week.
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Inserting and Deleting Days

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

o Toinsert days, select adate on the calendar and then choose Day from the Add pull-down
menu.

Ingert | 1| Dawls)

INSERT CAMCEL

e Inthetext 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.

To delete aday, select it on the calendar and choose Delete from the Edit pull-down menu. If any
lines of text appearing on the date are highlighted, first deselect them by holding down the Cirl
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 pull-down menu can be used to copy, paste, and
cut (delete) any content placed on the calendar.

e Toseectanitemintheday’slesson plan, click onit.

e Toselect agroup 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 not necessarily in sequence, 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 aday's assignment onto another date, select the items and click the Copy
button or choose Copy from the Edit pull-down menu. Then select the date to copy the items
onto and click the Paste button.

o Todeeteany item, select it and click the Cut button or press Delete.

GLENCOE TEACHERWORKS USER GUIDE 24



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.

3 4M0i2003 3 Daily 2 Wieakly @ Monthly

To set a new recurrence pattern far this Mate, select Daily,
Weekly, ar Manthly and enter the new dates.

® Day | 1 ofevery | 1| monthis)

{23 The first v || day v!| ofevery | 1| monthis)

Fanoge of Recurrence

i@ Endafter | 365 occurences
Start (401002003

3 End by | 45952004

Mote ﬂ

FRIMNT INSERT CAMCEL

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.

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

» Typeyour note in the text entry box.

e Click INSERT. Thefirst line of your note will appear on the dates you specified. Y ou can
double-click the burgundy text to expand it and see the entire note.

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

o To delete repeated notes, click the Delete All Occur rences button in the Edit Notes window.
To delete asingle note, select it on the calendar and choose Delete from the Edit pull-down
menul.
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¢ 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 Notesin the Notes text field
underneath the Daily Resource List.

Saving Your Work

Y ou 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 pull-down 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, gotothedrive and folder location where you want your calendar to be saved. On a
Mac, go to the volume and folder location where you want your calendar to be saved. Type
in aname for thefile.

e Click Save. The caendar, along with any TeacherWorks 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.

Printing Your Calendar

Any view of the calendar can be printed. Keep in mind that a printout of the month or week grid
shows only the amount of text currently visible on the screen. If you need to scroll down or point
the cursor at a calendar item to see additional text, this hidden text will not show in a printout of
the month or week grid.

The list option, however, will print acomplete list of all the items placed on the calendar for all
the days you specify. Thelist option is available in Week or Month. For example, if you click on
the Week radia button you will get adrop down arrow that allows you to access a 5-day or 7-
day list. Y ou can select one of those options and then give arange that you would like printed.

e To print acalendar, choose Print from the File menu. Y ou can select the calendar view you
want to print, along with the range of dates.

3 Day Calendar
contents will
@ YWeek 7-Day Grid |« print as
| displayed an
2 Manth SCreen.
Range
From the week of  |EEaRXEETI to the week of (41072003

PRIMNT CAMCEL

e Select acalendar view and date range to print.
e Clickthe PRINT button.
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Opening an Existing Calendar File

To open aprevioudly saved calendar file, first open TeacherWorks and select L esson Planner.
Then choose Open from the File pull-down menu.

« Inthedirectory location or folder where the file was saved, select the file you want to open.
e Click Open. Select thefile from the list of available lesson plans.

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 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 thisinformation again. By choosing Save As, they can name and save their modified
calendar for their own future use.

e Open TeacherWorks and select Lesson Planner. From the File pull-down menu, choose New.

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

e Click Apply.

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

e When you have completed setting up all the shared information in your template, instead of
saving your calendar, go to the File pull-down menu and select Export Template. This allows
you to save your work as atemplate, in alocation accessible to others. Click OK inthe
Export Template window.

This feature saves a read-only Lessaon Plan that other teachers
can copy and modify. Clicking Ok will open Save As foryou to
select a location and file name far your template.

Ok CANMCEL

o Browseto specify a network or other location for saving your template. Or, you can saveit in
the default location. To do this, ssmply add your own file name for this template where the
blinking cursor appears. Click Save.

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

o To open atemplate after it has been created and saved, choose Open from the File pull-down
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.
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I mporting and Reusing a Previous Calendar

Y ou 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
offers flexible options for reusing as much as you like from a previous calendar and making any
maodifications you want. To access this option, follow these steps.

e Open TeacherWorks, choose Lesson Planner, and then select New from the File pull-down
menul.

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

e Click Apply.

o If you haven't marked your No-Class Days yet, choose No-Class Day from the Add pull-
down menu and mark them now. These days will be skipped when lesson plans are copied
from your previous lesson plan.

e Saveyour lesson plan. Y ou 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 pull-down menu.

Enter the location ofthe saved Lessan Plan that vou would
like to irmpart into the currently open Lessan Flan.

Path: | CAiProgram FilestTeachetorksiLesson Flans BROWSE

Import from [mmiddisey | to mmfddiasey | ofthe saved Lesson Plan.

Begin imparting on this date in the carrently open Lessan Plan: (41052003

0] 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.

« Inthe“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.

o 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.

e When you save your new lesson plan, you will be asked to give it anew name if you haven't
already saved your work.
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Using Teacher Resour ces

Components

The Teacher Resources work window is divided into two areas: Program Resources and My
Resources. The tool bar contains five buttons: Add a Resour ce, Download a Resour ce, a button
that opens the Appointments window, and a button that opens the To-Do List. The Print button
will print the name of the resource you have added to My Resources.

Add a Resource Download a
button Resource
l button \
o Open To-Do
£ —
z e El List button

Program Resources ] My Resources PRINT

Matth Carolina Economics Laborakories

Maotth Carolina Focus on American Histary Print
Maotth Carolina Free Enterprise Activities Open. Day’s

North Caroline Locsl Govarmment Appointments

Morth Carolina bath Practice for Econamics button

Matth Carolina Reproducible Lessaon Plans

Maorth Carolina Unit 9 Resources : The "Tarheel State”
Cgtline bap Resource Book

Ferformance Assessment Activities and Rubrics
Primary Source Readings

Gizzes and Tests

Fieading and Study Skills Foldables

Fieading Ez=entials ahd Study Guide

Program Resources

The Program Resources area shows resources that are included as supported components of the
TeacherWorks course, such as links to additional multimedia programs (such as other Glencoe
technology products), word processing documents, PDF files, and other resources specific to the
current course that the user has downloaded. Executable files that open other programs work
differently from other files; executables are visible only if the application required to view the
fileisinstalled on your hard drive. Every time you start TeacherWorks, the program checks to
seeif these executable files exist on your system.

For al other files, the program keeps references about where the files are located on the hard
drive. When you double-click any resource, TeacherWorks will launch that resource with its
associated program (if necessary).
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My Resources/Add a Resource

My Resources contains resources that you have added anywhere on your hard drive. My
Resources are course-specific, so each course will have its own set of independent resources.

Clicking on Add a Resour ce 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 Tolink to the resource again, repeat the steps outlined above, click on the Add menu and

select Resource.

e Next click on Browse. Then select the file name and click OK.
Thefile that you find is not copied into any of TeacherWorks' subdirectories. Instead, only the
path to the file 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 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 Download a Resour ce opens up a Web site in the user’ s default browser that
contains downl oads specific to the current course. These downloads contain additional resources
that will be added to those already installed 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
“Areyou 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 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. Thetool bar consists of a Correlations Selection drop-down list, an Add
Correlations button, an Edit Correlations button, a Download Cor relations button, a button
that opens the A ppointments window, and a button that opens the To-Do List.

Correlations Selection Add Correlations Edit Correlations Download
Drop-Down List button button Correlatlons button
: Eki Open To-Do
Frogram Correlations Z &...} let button
Program Correlations Teacher Edition Page Referen
w Natiohal Standards for Civics and Govarmment 4-25, 118-1332, 216-2332, 2803032, 304321, 534-&%
v Standard 1 BYE-7F01, T02-7 19
14 Open Day/s
1B Appointments
1 button
10
b Stapdard 2
b Stapdard 3
B Stapdard 4
b Stardard 5

» Yaluntary Natiohal Content Standards in Economics

B Marth Caroline Grade 10 Civics and Economics Compet Stmdent Mdidon Faps Refsrsnss

4-25, 118-133, 216233, 280-303, 304-321, 634655,
£75-701, 702719

Definition of Gorrelation

What is civie life? What is politics? What is gowetmment? Why are gowvemment and palitics necessan? What
putposes should govermment sere?

Program Correlations

Each course comes with its own set of correlations. By default, these course correlations are
displayed whenever you go to the correlations tab. The drop-down list displays Program
Correlationsin reference to these. A list of correlation titlesis displayed in the Program areg;
clicking one of these will bring up the corresponding definition in the Definition of Correlation
area and 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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Add/Edit Correlations

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

The Add Correlations button brings up adialog box.

Text:

Fages:

Student
Fages:

Definition: ﬂ

[ |

ADD CAMCEL

The dialog box allows you to enter your own custom standards. For ease of use, TeacherWorks
allows you to enter information in an outline-type structure by using the tab key to indicate sub-
entries. Inserting atab at the beginning of alinein the Text box will indent the line two spaces
when viewed. TeacherWorks 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.

By selecting an existing 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 installed
with the course and standards that have been downloaded cannot be edited. The Edit Correlation
dialog box contains one additional button, DEL ETE, allowing you to delete the standard that is
open for editing.

Download Correlations

Clicking the Download Correlations button launches a Web page in the default browser
containing new standards installers for the currently open course. After theinstaller is
downloaded and executed, TeacherWorks must be restarted in order for the new correlationsto
appear. Once TeacherWorks is launched again, the new correlations will be available in the
Correlations drop-down list.
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Using the Per sonal 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 areain the Personal Assistant: My Resources, My Web Links, and My Notes.

_ Next Day Print My
Previous Day Print the day’s button Resources
button \ appointments \ ¢ Add a Resource button ¢

4 Appointments PRINT +@/ My Resources PRINT
Thursd ay, April 10, 2003 Alarm
SO0am . =
Mtath Departient heetin
Q00am T partment ety . Add a Web
Link button Print My
T000am . Web Links
TT0emm .. l
Lunch with b, Kaplan L
Mogn -Hfen wih b B S L
man M My Web Links PRINT
TO0prn . Algebra Wadd Web site
ZO0pm
b
Print the
NEW To-Do List PRINT ———— . )
To-Do list Print My
Crone Task Drescription [rate Due Notes
Iﬂ Grade Period 2 Homework Assighments 4103
|_-| Fop quiz ah usefulness of maps 4M000%
E My Notes FRINT
Add a new E} hapter 2 Motes
item in the
to-do list
Add a Note
button
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Appointments

The Appointments window shows the list of appointments for the currently selected day. The
day 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. Y ou can have as many or as few appointments as
you'd like. Appointment descriptions can be as long as two lines of text.

To add or edit an appointment, click within the space of any appointment in the Appointments
calendar. Thiswill bring up the Edit Appointment dialog box. This dialog box contains drop-
down 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.

Y ou 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 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 whilein
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.

When an alarm goes off, TeacherWorks 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 aDon’t warn again button.

The Appointments window displays left and right arrows at all times, used for moving forward
or backward one day at atime to show appointments on other days. Y ou 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.
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To-Do List

The To-Do List isachecklist of tasks to be done. A new To-Do List contains 7 blank items that
can be edited by clicking anywhere within the item. Thiswill bring up the Add To-Do Item
dialog box, which functions in much the same way as the A ppointments window, described
above. To add anew 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 alesson plan. (Each lesson plan hasits 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’ stext. Y ou also have accessto DELETE, CANCEL, and OK buttons that function
the same way as the buttons in the A ppoi ntments 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.

Y ou 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 areain the Personal Assistant isa“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. Y ou can add a resource by
clicking on the Add a Resour ce icon in the upper left corner of the My Resources area.

My Web Links

The My Web Links areain the Personal Assistant isa“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. Y ou 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 alesson plan.
Clicking the Add a Note button in the upper-right corner of the Personal Assistant will bring up
the Add a Note dialog box with OK and CANCEL buttons that allow you to enter the text and
title for anew note. 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 at will. Y ou can delete notes from the My Notes page at any time by simply
selecting and deleting them.
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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, along with the Add Web Links
button, the Download Web Links button, a button that opens the Appointments window, and a
button that opensthe To-Do List, aswell as a print button that will print alist of your Web

Links.

Download Web

URL Go-to field Add Web Links button Go button Links button
L é,, i EH Open To-Do
| \4 | & _AE List button
Program Wehb Links Mo | My Weh Links PRINT
StrestLaw Civics 2003
The Stock Market Gamne
TIME Open Day’s
Appointments Print
button

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 installed with the
course or downloaded, and My Web Links contains links added by the user. Y ou 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 Linksis course-specific: When you load a different course, the links for the previous course
are replaced with the links for the new course.
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Download Web Links

Clicking on Download Web Linkswill open a Web page in the default browser containing new
Web link installers for the currently open course. The installers, when downloaded and executed,
will add links to the My Web Links page. Y our computer may need to be restarted to see the
links, depending on the resource that you have downloaded.

Add Web Links

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

URL/GO

Y ou 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 isincorrect or does not exist, the browser ssmply failsto load it.

Accessing Help

Help with al TeacherWorks functionsis conveniently available at any time by choosing Help
from the Help pull-down menu. This opens the complete TeacherWorks User Guide as an
Acrobat Reader file. Y ou can scroll through the guide or print it.

Exiting TeacherWorks

To close and exit the program, choose Exit from the File pull-down menu. Y ou will be prompted
to save any unsaved work.
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