[bookmark: _GoBack][image: ]
[image: ]
[image: ]

[image: ]
[image: ]
[image: ]
[image: ]
[image: ]



[image: ]

[image: ]

[image: ]
[image: ]
[image: ]

[image: ]

[image: ]

[image: ]

[image: ]

[image: ]
[image: ]
[image: ]

[image: ]
[image: ]
[image: ]
image6.emf
Courses (cont’d)

* Now | can create my new course (or class section)

My course section(s) at Michigan State University

Listed below are all the course sections associated with you. Because we track detailed information about different periods, you must
have a unique course section for each instance of a class. For example, | teach 'Introduction to Biology', to period 1 and period 3 this
fall. | will have a course section for each, and a new course section for each next fall (ie Intro Bio P1 Fall 2010, Intro Bio P3 Fall 2010,
and next semester Intro Bio P1 Fall 2011, Intro Bio P3 Fall 2011).

Active Course Sections

Course Section Name Start Date Acti
Chew Course) A










Courses	(cont’d)	

•

 

Now	I	can	create	my	new	course	(or	class	sec on)	
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Finishing up the course

* Add additional information if you want, not necessary

Editing information

Information

Information applies to: Course
Type: | Number of students D)
The number of students enrolled in this course

Change Date:

Value: 25|
Submit
Editing information
’
Once you’'re —
ﬁ n iShed, hlt Information applies to: Course
. Type: Period 3]
su b m It' The time of day this course is taught.
then return Change Date: April 18th, 2013
| Value: 9:00
to complete —_—

the course!

Return
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Fill in your course information!

For the name, do whatever works for you, whatever you call that
class. Add information that you think is relevant, such as their
grade, if it’s honors or not.

New course section

Course Section Information

Unique ID: 0

Name: Period 2

Description: Biology, 9th grade honors

School: Michigan State University ﬂ
Start Date: 4/26/13

End Date: 6/30/13

Is this class actively being Yes T]
taught right now? =

Any time you make changes to ~Jmi
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 additional information if you want, not necessary

Editing information

Information

Information applies to: Course
Type: | Number of students D)
The number of students enrolled in this course

Change Date:

Value: 25|
Submit
Editing information
’
Once you’'re —
ﬁ n iShed, hlt Information applies to: Course
. Type: Period 3]
su b m It' The time of day this course is taught.
then return Change Date: April 18th, 2013
| Value: 9:00
to complete —_—

the course!

Return
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Add students 3

988 Period 2 2013-04-26 (" Delete ) ( Edit Course ) ( Edit Students ) { Give Exams )

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

Students in Period 2
(Course ID =988)

Listed below are all the students associated with this course.
NOTE: Filling in a student's initials or a short identifier is OPTIONAL, but is REQUIRED if the student has taken, or will be taking a paper test.

Last Name First Name Initial Identifier Errors Options

*new

Save Changes ) (Paste List )









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 respective spots, along with initials if
you can. Every time you enter a student, save
changes will save the student, and add a new
line.

Last Name First Name Initials/Student Identifier Errors Options

nnnnnnnn

eeeeeeeeeeeee
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Or, you can paste a list that already
exists in an Excel or Word file

NS T Ml 1 ORIEEEIY T LA AT IR A 1T M

e Click on “Paste List” L

* The format will have
to be Last, First name

FAUU DLUUTHILD W Irolivu &

(" save Changes ) ( Paste List )

Paste your student list into the box below, you can follow severval different formats as shown below:

LastName, FirstName
Rigby, Jonny
Smith, Sunny

OR

LastName, FirstName, Initials/Personal Identifier
Rigby, Jonny, RJ

Smith, Sunny, SM(456)

NOTE: Filling in a student's initials or a short identifier is OPTIONAL, but is REQUIRED if the student has taken, or will be taking a
paper test.

Also, if you plan to import a student list from Microsoft Excel you will need to first save it as a CSV (Comma delimited) file , open it in
Notepad, and then cut and paste that list into the space below:

Names










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

W\JO\U‘&WN)—‘\

ol bt |t | et | et
N w| v = o|®

[
(%)

-
n

A
Adams
Briggs
Brown
Eagle
Farmer
Monroe
Phillips
Rivers
Smith
Sommers
Track
Williams
Young

B
Katie
Thomas
Peter
Charles
Patty
Anne
Laura
Zack
Sarah
Lisa
Brendan
Danielle
Marcus
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Save the file as a .csv (comma
separated values) file format

m

Save As:  Period 2 Students| E]
{ (< »]) (22 = @) (&= Desktop ¥ @
5 V¥ DEVICES 2013_4_.. lication.txt m L
I Staci Sharp's iMac m 2013_4_...lication.txt 3
£ iDisk 2013_4_...lication.txt
--_4 Macintosh HD 2013_4_...edback.txt
CarbonTIME logo.jpg
SHARED Confirmation.pdf 3
PLACES 4| @ cmiMe M
. - ¥ |[.] Desktop 1
Forma v Excel Workbook (.xIsx)
Description | ) i . |
The XML-based format thal Excel 97-2004 Workbook (.xIs) VBA or Excel 4.0

macro sheets.
Excel Template (.xItx)

Excel 97-2004 Template (.xIt)

L 1 W
eamm Comma Separated Values (.csv)

Web Page (.htm)

Y\ PDF
(_ Options... ) [ Comp: lended

@ Hide extension \_N_ Excel Binary Workbook (.xIsb) ncel )
Excel Macro-Enabled Workbook (.xIsm)

Cural Marra Cnnhlad Tamnlata § viems)










Save	the	file	as	a	.csv	(comma	

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

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

o TextEdit
@00

—

Edit Format Window Help
New 8N | Workbor
Open... #0
Open Recent >
Close ®’W
Save S
Save As... 0 8S
Save As PDF...

Save All

Revert to Saved

Show Properties X 3P
Page Setup... 8P
Print... 8P

OO Open

(< ») (22 = m) (& Desktop BIC
DEVICES iNanve — Dafe Modified v
JE staci Sharp’s iMac || D REMOdi 2 StUGents 10:27 A m
£ iDisk | [%) Screen shot 2013-04-23 at 10.23.13AM  10:23 AM

= Macintosh HD Workbook3 (Autosaved) 10:23 AM

[¥] Screen shot 2013-04-23 at 10.19.08 AM  10:19 AM

SHARED [¥) Screen shot 2013-04-23 at 10.15.56 AM  10:16 AM
& educ-srvfps... & [¥ Screen shot 2013-04-22 at 3.25.36 PM  Yesterday
PLACES » (] Put Online Yesterday
Desktop [¥) Screen shot 2013-04-22 at 2.52.07 PM  Yesterday

& Dmpbo'x [¥ Screen shot 2013-04-22 at 2.50.44 PM  Yesterday
#\ Applications : Screen shot 2013-04-22 at 2.48.14 PM  Yesterday

Plain Text Encoding: | Automatic s ]

[_lIgnore rich text commands

-
Ne———










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!

e 0o | ‘| Period 2 Students
Adams ,Katie
Briggs,Thomas

Brown,Pe  Search in Spotlight

Eagle,Ck T (e P Add students to Period 2
Farmer ,F g Paste your student list into the box below, you can follow severval different formats as shown below:
Monhroe ¢ )
. . . LastName, FirstName
Phillips Look Up in Dictionary REEVEa
Rivers ,2 Smith, Sunny
Smith,5¢  Cut o8
Sommers, co LastName, FirstName, Initials/Personal Identifier
Track ,Br py Rigby, Jonny, RJ
’ P Smith, Sunny, SM(456)
Willims Paste
NOTE: Filling in a student's initials or a short identifier is OPTIONAL, but is REQUIRED if the student has taken, or v
Young sM‘ F t ’ paper test.
on
Also, if you plan to import a student list from Microsoft Excel you will need to first save it as a CSV (Comma delimited)
Cimallivam mnd Fonmnimane [N Notepad, and then cut and paste that list into the space below:

Names

Adams, Katie
Briggs,Thomas
Brown,Peter
Eagle,Charles
Farmer,Patty
Monroe,Anne
Phillips,Laura
Rivers,Zack
Smith,Sarah










Copy	and	paste	your	list	in	to	the	

system!		
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Hit submit and...magic!
Your students are automatically
parsed in to the database!

Listed below are all the students associated with this course.
NOTE: Filling in a student's initials or a short identifier is OPTIONAL, but is REQUIRED if the student has taken, or will be taking a paper test.

Last Name First Name iti Identifier Errors Options

Adams Katie Remove Delete

Briggs Thomas Remove Delete

Brown Peter Remove Delete

Eagle Charles Remove Delete

Farmer Patty Remove Delete

Monroe Anne Remove Delete

Phillips Laura Remove Delete

Rivers Zack Remove Delete

Smith Sarah Remove Delete

Sommers Lisa Remove Delete

Track Brendan Remove Delete

Williams Danielle Remove Delete

Young Marcus Remove Delete

Save Changes ) ( Paste List )

Return
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Editing students

* If you find you made a mistake, want to add
student initials, 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!










image19.emf
Assigning an exam

Teacher Resources

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

988 Period 2 2013-04-26 (_Delete ) ( Edit Course ) ( Edit Students ) ( Give Exams )

*

My Students' Answers

 ALWAYS give an exam from the Carbon TIME

strand
Exam Strand Exam Name Pre/Post Passcode Actions
MSP Carbon (Give Exam )
MSP Biodiversity ("Give Exam )
MSP Water ("Give Exam )
Administration ("Give Exam )
Carbon TIME _ (‘Give Exam )

——
Water Tools Give Exam









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 respectively, as well as the
particular 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, | usually do 1234. Here’s what
it will look like below. Submit to save!

Update Carbon TIME exam for 'Period 2'
Update Exam Information

Exam Strand: Carbon TIME
Pre, post, or regular test: | Post-test

B[E

Exam name: Carbon TIME Full Test

Create passcode
(required):

1234
("Submit )

Return
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Active Exams

* Keep in mind, only one exam can be active at a time.

* 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 time you switch
between pre-tests and post-tests, or after you
complete a teaching unit.

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

Exam Strand Exam Name Pre/Post Passcode Actions
MSP Carbon (Give Exam )
MSP Biodiversity (Give Exam )
MSP Water (Give Exam )
Administration (_Give Exam )
Carbon TIME Carbon TIME Full Test Posttest 1234 ((save & End Session ) ((Edit )

Water Tools Give Exam
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Instructions for Students to take
online exams

*  FULL PRE/POST & UNIT TESTS:
* Students go to http://ibis-live.nrel.colostate.edu/MSP/home.php
* Click “Take Tests” on the left 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: <Respective 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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Alternative to online testing:
Administering Tests on paper

FULL PRE/POST:
You can administer the test on paper, which you can find on our website here
http://edrl.educ.msu.edu/environmentallit/publicsite/htm|/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 Activity in the first Lesson of each Unit will have the paper Unit Pretest in the resource carousel, and
listed in the Preparations tab.

The last Activity of the last Lesson of each Unit will have the paper Unit Posttest in the resource carousel, and
listed in the Preparations 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 testing system

For the Carbon TIME Cohort 3
teachers

By Staci Sharp
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Go to the website to log in

http://ibis-live.nrel.colostate.edu/MSP/home.php

science *

partnership *

Home
Definitions

Welcome to the MSP web site

Roles
Help Page
The MSP project is a blueprint for a program of research and development for a K-12

rgg;’“"me cumculum focusing on envu'onmental smence literacy - the capacity to understand and
in evidence-based 1s of the effects of human actions on
environmental systems. High school graduates who are literate |r| the envlronmental
Testing sciences should be able to engage in two ices that are | for
_— responsible citizenship. They should be able to understand and evaluate expert's
Take Tests arguments about environmental issues, and they should be able to decide on policies and
Register personal actions that are consistent with their environmental values.

Participation in the MSP project has increased dramatlully throughout the past couple of
years. Since 2009, a total of 25935 users from over 155 ir i have regi ip: in the MSP project.
Furthermore, the number of exams taken has increased exponentially as shown in the chart below

To Register: click on the 'Register’ link on the left column menu. You can also
take an exam immediately if another MSP user has established an

Exams Given Per Year
assessment for you to take. If you are a MSP researcher or teacher, you can

request i by ing us with your usemame, affiliation 20k
and a brief explanation for your request. Click on the 'Contact Us' link at the “
bottom of this page. E
ol
2 10k
£
E
5
z
Ok —

2009 2010 2011

2012
Highcharts.com

Home | About Us | Contact Us
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Did you forget?

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

Login Information

Login:

Password:

I = \,

New User? Register now!

W oot your Login?
Forgot your password? —










Did	you	forget?		

•

 

If	you	forgot	your	login	or	password,	no	

worries.	There	are	solu ons	for	that!	
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Setting up your courses!

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

Home
Definitions
Roles Welcome to the MSP web site
Help Page
The MSP project is
rggsﬁme curriculum focusing
participate in evid
environmental syste
Testing science§ shou!q be
responsible citizens
Take Tests arguments about en
personal actions tha
Teacher Resources Participation in the I

My Courses & Students years. Since 20089, a total of 25935 users from over 155 educa
My Students’ Answers Furthermore, the number of exams taken has increased expone

- . "o “ " AR | a [









Se ng	up	your	courses!	

•

 

Under	the	“Teacher	Resources”	heading,	click	

on	“My	Courses	&	Students”	
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Courses (cont’d)

* You should see your school listed, with a Courses button available. If you
don’t, please contact me immediately.

* Inthis case, I'm a teacher at MSU, so that’s where I'll go. Click on the
Courses button.

Home
Definitions
Roles
Help Page

My Profile
Logout

Testing
Take Tests

Teacher Resources

My Courses & Students
My Students’ Answers

My schools

You are a teacher at the schools listed below.

SchoolName Options
Kellogg Biological Station
Michigan State University -









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

Mg sl colsesN? e




