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Courses	
  (cont’d)	
  
•  Now	
  I	
  can	
  create	
  my	
  new	
  course	
  (or	
  class	
  sec6on)	
  










Courses	(cont’d)	

•

 

Now	I	can	create	my	new	course	(or	class	sec on)	
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Finishing	
  up	
  the	
  course	
  
•  Add	
  addi2onal	
  informa2on	
  if	
  you	
  want,	
  not	
  necessary	
  	
  



Once	
  you’re	
  
finished,	
  hit	
  
submit,	
  
then	
  return	
  
to	
  complete	
  
the	
  course!	
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Fill	
  in	
  your	
  course	
  informa0on!	
  
For	
  the	
  name,	
  do	
  whatever	
  works	
  for	
  you,	
  whatever	
  you	
  call	
  that	
  
class.	
  Add	
  informa0on	
  that	
  you	
  think	
  is	
  relevant,	
  such	
  as	
  their	
  
grade,	
  if	
  it’s	
  honors	
  or	
  not.	
  	
  



Any	
  0me	
  you	
  make	
  changes	
  to	
  
anything	
  in	
  this	
  system,	
  make	
  sure	
  
to	
  hit	
  “Submit”,	
  to	
  make	
  sure	
  they	
  
save!	
  










Fill	in	your	course	informa on!	

For	the	name,	do	whatever	works	for	you,	whatever	you	call	that	

class.	Add	informaon	that	you	think	is	relevant,	such	as	their	

grade,	if	it’s	honors	or	not.		

Any	me	you	make	changes	to	

anything	in	this	system,	make	sure	

to	hit	“Submit”,	to	make	sure	they	

save!	
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Finishing	
  up	
  the	
  course	
  
•  Add	
  addi2onal	
  informa2on	
  if	
  you	
  want,	
  not	
  necessary	
  	
  



Once	
  you’re	
  
finished,	
  hit	
  
submit,	
  
then	
  return	
  
to	
  complete	
  
the	
  course!	
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Add	
  students	
  



•  You	
  can	
  add	
  your	
  students	
  a	
  couple	
  of	
  ways	
  
– Either	
  by	
  entering	
  them	
  individually	
  
– Uploading	
  from	
  an	
  Excel	
  list	
  
– Uploading	
  from	
  a	
  word	
  file	
  










Add	students	

•

 

You	can	add	your	students	a	couple	of	ways	

–

 

Either	by	entering	them	individually	

–

 

Uploading	from	an	Excel	list	

–

 

Uploading	from	a	word	file	
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Add	
  them	
  individually	
  



•  If	
  you	
  have	
  a	
  small	
  class,	
  this	
  might	
  be	
  the	
  
best	
  way	
  to	
  do	
  this.	
  	
  



•  Fill	
  in	
  the	
  respec<ve	
  spots,	
  along	
  with	
  ini<als	
  if	
  
you	
  can.	
  Every	
  <me	
  you	
  enter	
  a	
  student,	
  save	
  
changes	
  will	
  save	
  the	
  student,	
  and	
  add	
  a	
  new	
  
line.	
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Or,	
  you	
  can	
  paste	
  a	
  list	
  that	
  already	
  
exists	
  in	
  an	
  Excel	
  or	
  Word	
  file	
  



•  Click	
  on	
  “Paste	
  List”	
  
•  The	
  format	
  will	
  have	
  
	
  to	
  be	
  Last,	
  First	
  name	
  










Or,	you	can	paste	a	list	that	already	

exists	in	an	Excel	or	Word	file	

•

 

Click	on	“Paste	List”	

•

 

The	format	will	have	

	to	be	Last,	First	name	
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Here’s	
  how	
  to	
  prep	
  your	
  excel	
  list	
  of	
  
students	
  to	
  save	
  in	
  the	
  system	
  



•  You’ll	
  probably	
  want	
  to	
  open	
  a	
  brand	
  new	
  excel	
  file	
  
•  Copy	
  the	
  column	
  of	
  students’	
  last	
  names	
  in	
  to	
  column	
  A	
  of	
  your	
  new	
  file	
  
•  Copy	
  students’	
  first	
  names	
  in	
  to	
  column	
  B	
  of	
  your	
  new	
  file	
  	
  
•  So	
  it	
  should	
  look	
  like	
  this	
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Save	
  the	
  file	
  as	
  a	
  .csv	
  (comma	
  
separated	
  values)	
  file	
  format	
  










Save	the	file	as	a	.csv	(comma	

separated	values)	file	format	
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Use	
  Notepad	
  or	
  Text	
  Edit	
  so0ware	
  to	
  
open	
  your	
  list	
  



•  Notepad	
  is	
  a	
  program	
  for	
  PC	
  users,	
  Text	
  Edit	
  is	
  a	
  similar	
  Mac	
  program.	
  	
  
•  Open	
  the	
  program	
  first.	
  I	
  have	
  a	
  Mac,	
  so	
  I’ll	
  use	
  Text	
  Edit.	
  	
  
•  Then	
  open	
  your	
  file	
  through	
  the	
  program	
  










Use	Notepad	or	Text	Edit	so ware	to	

open	your	list	

•

 

Notepad	is	a	program	for	PC	users,	Text	Edit	is	a	similar	Mac	program.		

•

 

Open	the	program	first.	I	have	a	Mac,	so	I’ll	use	Text	Edit.		

•

 

Then	open	your	file	through	the	program	
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Copy	
  and	
  paste	
  your	
  list	
  in	
  to	
  the	
  
system!	
  	
  










Copy	and	paste	your	list	in	to	the	

system!		
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Hit	
  submit	
  and…magic!	
  	
  
Your	
  students	
  are	
  automa4cally	
  	
  



parsed	
  in	
  to	
  the	
  database!	
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Edi$ng	
  students	
  



•  If	
  you	
  find	
  you	
  made	
  a	
  mistake,	
  want	
  to	
  add	
  
student	
  ini$als,	
  or	
  add	
  more	
  students,	
  you	
  can	
  
do	
  that.	
  Just	
  make	
  sure	
  to	
  hit	
  submit!	
  



•  You	
  can	
  add	
  as	
  many	
  classes	
  as	
  you	
  want.	
  	
  
•  Let’s	
  move	
  on	
  to	
  assigning	
  a	
  test	
  to	
  a	
  class!	
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Assigning	
  an	
  exam	
  



•  Go	
  My	
  Courses	
  &	
  Students	
  page	
  
•  Choose	
  “Give	
  Exams”	
  



•  ALWAYS	
  give	
  an	
  exam	
  from	
  the	
  Carbon	
  TIME	
  
strand	
  










Assigning	an	exam	

•

 

Go	My	Courses	&	Students	page	

•

 

Choose	“Give	Exams”	

•

 

ALWAYS	give	an	exam	from	the	Carbon	TIME	

strand	
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Assigning	
  an	
  exam	
  cont’d	
  
•  You’ll	
  always	
  administer	
  the	
  pre/post	
  test	
  respec9vely,	
  as	
  well	
  as	
  the	
  



par9cular	
  test	
  (whether	
  full,	
  unit	
  test,	
  etc.)	
  
•  Names	
  of	
  the	
  test	
  will	
  be	
  (Carbon	
  TIME	
  Full	
  Test,	
  Systems	
  and	
  Scale	
  Unit	
  



Test,	
  Animals	
  Unit	
  Test,	
  Plant	
  Unit	
  Test	
  etc.)	
  
•  If	
  you	
  are	
  EVER	
  confused	
  about	
  which	
  exam	
  to	
  assign,	
  please	
  ask	
  me!	
  
•  Assign	
  an	
  easy	
  passcode	
  for	
  your	
  students,	
  I	
  usually	
  do	
  1234.	
  Here’s	
  what	
  



it	
  will	
  look	
  like	
  below.	
  	
  Submit	
  to	
  save!	
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Ac#ve	
  Exams	
  
•  Keep	
  in	
  mind,	
  only	
  one	
  exam	
  can	
  be	
  ac#ve	
  at	
  a	
  #me.	
  	
  
•  If	
  your	
  students	
  will	
  be	
  taking	
  a	
  pre-­‐test	
  and	
  then	
  
later	
  a	
  post-­‐test,	
  you	
  will	
  need	
  to	
  Save	
  &	
  End	
  your	
  
previous	
  assessment	
  event	
  session	
  and	
  create	
  a	
  
new	
  assessment	
  event	
  every	
  >me	
  you	
  switch	
  
between	
  pre-­‐tests	
  and	
  post-­‐tests,	
  or	
  a?er	
  you	
  
complete	
  a	
  teaching	
  unit.	
  



•  So	
  once	
  all	
  your	
  students	
  are	
  done,	
  save	
  &	
  end	
  











image22.emf



Instruc(ons	
  for	
  Students	
  to	
  take	
  
online	
  exams	
  



•  FULL	
  PRE/POST	
  &	
  UNIT	
  TESTS:	
  
•  Students	
  go	
  to	
  h7p://ibis-­‐live.nrel.colostate.edu/MSP/home.php	
  
•  Click	
  “Take	
  Tests”	
  on	
  the	
  leE	
  side	
  of	
  the	
  screen	
  
•  Select	
  the	
  choices	
  in	
  the	
  dropdown	
  menu	
  that	
  applies	
  to	
  you.	
  	
  



–  State:	
  <Your	
  State>	
  
–  Strand=Carbon	
  TIME	
  
–  School=<Your	
  School>	
  
–  Teacher=<Your	
  Name>	
  
–  Class/course:	
  <Respec(ve	
  Course>	
  
–  Your	
  Name:	
  <Student	
  name>	
  
–  Grade	
  Level:	
  <Student’s	
  grade>	
  
–  Passcode:	
  <Teacher	
  assigned	
  passcode>	
  
	
  



•  Click	
  “Start	
  Exam”	
  
	
  
•  If	
  you	
  students	
  need	
  to	
  quit	
  an	
  exam,	
  and	
  return	
  to	
  finish	
  it	
  later,	
  all	
  they	
  need	
  to	
  



do	
  is	
  follow	
  steps	
  1-­‐3,	
  and	
  the	
  click	
  “Finish	
  Your	
  Previous	
  Exam”	
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Alterna(ve	
  to	
  online	
  tes(ng:	
  	
  
Administering	
  Tests	
  on	
  paper	
  



FULL	
  PRE/POST:	
  
You	
  can	
  administer	
  the	
  test	
  on	
  paper,	
  which	
  you	
  can	
  find	
  on	
  our	
  website	
  here	
  
	
  h=p://edr1.educ.msu.edu/environmentallit/publicsite/html/CarbonTIME_PaperTests.html	
  
Download	
  the	
  PDFs	
  for	
  all	
  three	
  forms	
  of	
  the	
  full	
  test,	
  and	
  randomly	
  distribute	
  all	
  forms	
  to	
  your	
  classes.	
  	
  	
  
2)	
  UNIT	
  TESTS:	
  
The	
  first	
  Ac(vity	
  in	
  the	
  first	
  Lesson	
  of	
  each	
  Unit	
  will	
  have	
  the	
  paper	
  Unit	
  Pretest	
  in	
  the	
  resource	
  carousel,	
  and	
  
listed	
  in	
  the	
  Prepara(ons	
  tab.	
  
The	
  last	
  Ac(vity	
  of	
  the	
  last	
  Lesson	
  of	
  each	
  Unit	
  will	
  have	
  the	
  paper	
  Unit	
  Pos=est	
  in	
  the	
  resource	
  carousel,	
  and	
  
listed	
  in	
  the	
  Prepara(ons	
  tab.	
  
3)	
  INFORMATION	
  ABOUT	
  MAILING:	
  
MSU	
  will	
  cover	
  all	
  costs	
  of	
  shipping.	
  You	
  can	
  direct	
  bill	
  through	
  FedEx	
  (which	
  is	
  the	
  preferred	
  method).	
  	
  
	
  FedEx	
  Account	
  Number:	
  0489-­‐0097-­‐6	
  
Internal	
  Billing	
  Reference:	
  RC062349	
  
Ship	
  to:	
  
Staci	
  Sharp	
  
Michigan	
  State	
  University	
  
620	
  Farm	
  Lane,	
  Room	
  210	
  
East	
  Lansing,	
  MI	
  48824	
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Working	
  with	
  the	
  tes.ng	
  system	
  



For	
  the	
  Carbon	
  TIME	
  Cohort	
  3	
  
teachers	
  



By	
  Staci	
  Sharp	
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Go	
  to	
  the	
  website	
  to	
  log	
  in	
  
h.p://ibis-­‐live.nrel.colostate.edu/MSP/home.php	
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Did	
  you	
  forget?	
  	
  



•  If	
  you	
  forgot	
  your	
  login	
  or	
  password,	
  no	
  
worries.	
  There	
  are	
  solu9ons	
  for	
  that!	
  










Did	you	forget?		

•

 

If	you	forgot	your	login	or	password,	no	

worries.	There	are	solu ons	for	that!	
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Se#ng	
  up	
  your	
  courses!	
  



•  Under	
  the	
  “Teacher	
  Resources”	
  heading,	
  click	
  
on	
  “My	
  Courses	
  &	
  Students”	
  










Se ng	up	your	courses!	

•

 

Under	the	“Teacher	Resources”	heading,	click	

on	“My	Courses	&	Students”	


image5.emf



Courses	
  (cont’d)	
  
•  You	
  should	
  see	
  your	
  school	
  listed,	
  with	
  a	
  Courses	
  bu8on	
  available.	
  If	
  you	
  



don’t,	
  please	
  contact	
  me	
  immediately.	
  	
  
•  In	
  this	
  case,	
  I’m	
  a	
  teacher	
  at	
  MSU,	
  so	
  that’s	
  where	
  I’ll	
  go.	
  Click	
  on	
  the	
  



Courses	
  bu8on.	
  	
  










Courses	(cont’d)	

•

 

You	should	see	your	school	listed,	with	a	Courses	bu on	available.	If	you	

don’t,	please	contact	me	immediately.		

•

 

In	this	case,	I’m	a	teacher	at	MSU,	so	that’s	where	I’ll	go.	Click	on	the	

Courses	bu on.		



Working with the testing system

For the Carbon TIME Cohort 3
teachers

By staci sharp

Go to the website to log in
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