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5
L.l Introduction

This user manual explains in detail the procedures and methods involved in the use of a
Teacher Premiere Account on http://www.homework-online.com. Billing and account
cancellation procedures are also explained. Please read this manual thoroughly before
contacting support with problems or questions about the use of your account.

5
L.I Account Overview

Some features of your Homework Online account will be present throughout your
navigation of the site:

®2aHomework Online

September 7th, 2002

(@ HOME = YOUR ACCOUNT

Main ' Schedule 7
Eclt Brofle | Bl Teacher Account Area
> Edit Scheduld

Edit Acount Tvpe

Logowt | Your Class Schedule:
CLARKSTON HIGH SCHODL
Period Class Name .
1 Physics 11 GOTO G A55 PAgE @\
2 Physics 11 GOTO QASS PAGE @
3 Physics 11 GOTO QASS PARE @

v Figure 1

NAVIGATION BAR

The navigation bar shows you where you are at in the site hierarchy. For example, this
page shows us that we have come from the main Homework Online page and are now
in “Your Account”. If you click through to a class it would display “HOME > YOUR
ACCOUNT > CLASS PAGE”", showing your path of navigation through the site. The
pages shown in the navigation bar are links, allowing you to quickly jump from page
within your account.

P ACCOUNT MENU

The Account Menu shows you links to pages that you can jump to from a particular
page. The Account Menu is different depending on the page that you are on. However,
some links will always be present. “Logout” will always immediately log you out of your
account. Many menus have the link “Back to Schedule”. This link will take you back to
the page shown above which is your Main Account Area, explained in the next section of
this manual.

HELP QUESTION MARK ¢

Anytime you see a purple circle with a question mark, click it to get help on that page.
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L.l Main Teacher Account Area Page

The main Teacher Account area is where you view your class schedule, edit your
schedule, update your contact information, and change your password/user name. It is
the first page of your account you see when you log in (unless you are on a trial period,
or you are logging in for the first time). A typical Main Teacher Account page is shown in
Figure 1 above.

If you are logging in for the first time, you will be asked to setup your class schedule, and
possibly even be asked to find your school in the database.

“GOTO CLASS PAGE” LINK

This link appears next to each class on your schedule. Click this link to access the
information for a particular class. The class page is where you are able to post your
homework assignments, resources, files, class forum, grades, etc.

PERIOD COLUMN

The @Period® column displays the period of the class that you entered when you added it
to your schedule. It will display 2N/A° if you did not enter a period for that class
(elementary school teachers would probably not enter a period, and instead simply enter
subjects for the class names).

LINKS ON THE MENU:

The pages these links take you to are described in detail in the next section.

MAIN SCHEDULE

By clicking the main schedule link from anywhere in your main account area, you
will be returned to your schedule page shown in Figure 1.

EDIT PROFILE

This link will go to the profile page where you can edit your contact information
(name, email address, etc) and your user name and password.

EDIT SCHEDULE

This link takes you to the edit schedule page where you can add and remove
classes from your schedule. You can also edit classes on your schedule (change
their name and period as well as disabling or enabling the class’s forum,
gradebook, or restricted access status.)

EDIT ACCOUNT TYPE

If you wish to downgrade your account to a Free Account, this link will get you to
the page where you can do this.
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L.l Edit Profile Page

This page allows you to edit your contact information as well as your password and user
name. Click the 2edit” link next to the appropriate field to make a change or correction. If
you need to change the school you teach at you will have to contact support.

If you have not entered your class schedule, this page will ask you to add a class to your
schedule. Please read “Adding a Class” in this manual to learn about that process.

L.l Edit Schedule Page

This page allows you to edit your class schedule. You can add classes, remove classes
and edit class information from this page. Periods will be listed as @N/A° if you did not
enter one for that class. To understand what the 2Restricted Access®, 2Forum Enabled®,
and the @Gradebook Enabled® columns are all about, please read the section on 2Adding
A Class®.

ADDING A CLASS

To add a class to your schedule click the 2Add A Class® link on the bottom of the page.
The following page is displayed:

| Your Schedule - Add A Class:

Period: @ I

*Class Name: I

Restrict Access To Class: @ [
Enable Class Forum: @ -
Enable Gradehook: @ -

Add Class |

Figure 2

If the class or subject you are adding does not have a period, then leave it blank.
The class name is required and should be something like 28Physics 11° or (more
appropriately for elementary school teachers) 2Reading®.

RESTRICT ACCESS TO CLASS:

By restricting access to this class, the information you post for this class
(assignments, files, links, etc) will only be accessible by the students of the class.
If a class is not restricted, anybody on the Internet (feasibly) could create a
student account and view this class® information. By Restricting Access to this
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class nobody can access it without a PIN Code that you give them. These PIN
Codes are easy to give to your students and are managed from the 2Student List®
page for this class. To get to the 8Student List® page you will have to go to your
aMain Schedule®, and then click 2GOTO CLASS PAGE?® for this class, then use
the menu to get to 3Student List®. To read more about PIN Codes, and how they
are setup and used, please read the appropriate section in this manual.

ENABLE CLASS FORUM:

Enabling the class forum for this class does just that. If you decide that you no
longer want your class forum for this class, you can come back to the 2Edit
Schedule® page, and click the 2edit® link for this class. Simply unclick the
checkbox for the 2Enable Class Forum?® link and press 2Apply®, this will effectively
turn off the class forum for this class.

ENABLE GRADEBOOK:

If you want to post student grades for this class, enable the gradebook. You can
always disable the gradebook at a later time by going to 2Edit Schedule®, editing
this class and disabling it. The gradebook is a handy tool that allows you to post
your gradebook online. It is secure in that only the right student will be able to
see only their grades. You can even give a parent access to their student’s
grades if you like. To read more about using the gradebook, please read the
proper section in this manual.

EDITING A CLASS

To edit a class from the 2Edit Schedule® page, click the 2edit® link next to class you wish
to edit. This will bring up a page that is identical to Figure 2, except the information for
the class will be already filled in. Just make your changes and press 2Apply®. If you
disable your gradebook or your class forum, all of the grades or messages on the forum
still exist on the server; they are just inaccessible by you or your students. If you re-
enable your gradebook or your forum, all of the data will become accessible again.
Nothing will be lost.

REMOVING A CLASS

Removing a class will entirely delete all of the information associated with that class from
the server. All grades, assignments, files, links, class forum messages, etc. will be lost.

L.l Edit Account Type Page

This page allows you to change your account type. If your school pays for your account
via our bulk pricing rate schedule, then you cannot change your account type. If,

however, you are paying for the account yourself or are on your 15-day free trial period,
you are able to downgrade your account to a Teacher Free Account from this screen. If
you do this, you will lose a lot of functionality that you currently enjoy with your Premiere
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account. Not only that, but all of your information for your classes will be lost except the
most recent assignment you have posted.

As you agreed to in the Terms And Conditions Of Use you accepted when you signed
up, you will not be reimbursed for a partial month if you downgrade your account.

If you have any billing concerns before or after your account downgrade, please contact
billing.
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L.l Class Page Area

A Class Page exists for every class on your schedule. To get to a class page for a class,
go to your Main Account Area, and click on 2GOTO CLASS PAGE? for a particular class.
The Class Page Area is where you post all of your assignments and information for a
particular class. If you teach more than one section of the same class throughout the
day, Homework Online makes it easy to copy assignments, files, and data between
classes to make updating information easier for you.

BaHomework Online

September 7th, 2002
HOME > ¥YOUR ACCOUNT > CLASS PAGE

Class P, A . .

ikt Byl Ciass Page: Physics Ii, period 1

Resources

Class Farum . ) . . '

Gradebiook Thiz iz the main class page for Physics II period 1. On the left are links that allow to you access and

Student List Lpdate infarmation for this dass period. For more information about the links that appear on the
meriu to the left, please read below, To get back to your main dass schedule, please dick "Back to

Schedule” from the menu on the left.
Back to Schedule

Logout

Figure 3

LINKS ON THE MENU:

The pages these links take you to are described in detail in the next section.
CLASS PAGE
This link gets you to the main class page for this class, shown in Figure 3.
ASSIGNMENTS

This link gets you to the page where you post and archive homework
assignments for this class.

RESOURCES

This link gets you to the resources page where you post files and website links
that are of general interest and benefit to the students of this class.

CLASS FORUM

This link gets you to the class forum (message board) if it is enabled for this
class. You have the ability to moderate all messages on the class forum.

GRADEBOOK
This link gets you to your online gradebook if it is enabled for this class. This is

where you post all of your grades for you students. The gradebook automatically
calculates students’ grades-to-date in the class.
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STUDENT LIST

This link gets you to the page where you manage the students that have access
to the gradebook and your class information. This is where you manage and
setup PIN Codes for your students. Please read the 2Student List® section of the
manual to find out more about PIN Codes and how/why they are used and setup.

Assignments Page

This is where you post all of your assignments for your students to download. If you do
not have any assignments posted, the only thing you are able to do is post an
assignment. Please read “Adding An Assignment® for information about that process.

Figure 4

9 EXPANSION / COLLAPSE ARROWS

Use these arrows to expand or collapse the information listed below the heading. For
example, clicking the arrow next to 2August, 2002° will show us the weeks in August that
have assignments posted during them. Clicking the arrow next to @September, 2002° will
hide the information listed for September. The same is true about the arrows next to the
week headings. By default, the assignments page will always be showing the current or
most recent week of posted assignments.

LISTING OF POSTED ASSIGNMENTS <

The assignments you post are automatically filed in this menu system by Month and
Week. The most recently posted assignments always appear at the top of the list. In this
list, there are two assignments posted for this week, 2Book Work pg 20° and 2Reading®.
These are two separate assignments. This page only displays the name of the
assignment. To view the contents of the assignment, click on the words of an
assignment. For example, to view the 2Reading® assignment, click on the words
aReading®.
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@ IconN

This icon means that this assignment has at least one website link attached to it.
(associated with it). To view the website, click on the assignment name and it will
appear along with the other contents of the assignment.

= IcoN

This icon means that this assignment has at least one file attached to it.
(associated with it). To view/download the file, click on the assignment name and
it will appear along with the other contents of the assignment.

“EDIT” LINK

Clicking this link will take you to a page where you can edit the contents of the
assignment. You can edit the assignment itself, it's post date, due date. You can
detach and attach files and web links to the assignment and alter the description
of attached files and websites. To learn more about editing assignments, please
read the appropriate section in this manual.

“COPY” LINK

This link will take you to a screen where you can copy the assignment to another
class on your schedule.

“REMOVE” LINK
This will remove the assignment and its file/website attachments from the server.
You will not be presented a @warning® or @ast chance® page. Clicking this link
deletes the assignment.
EXPAND ALL / COLLAPSE ALL LINKS
These links expand or collapse the listing or your assignments. It is helpful to view all of
your posted assignment listings at once, or hide them all. Collapse All will collapse your
listings back down to the current week or the most recent week that assignments were
posted.
REMOVE ALL ASSIGNMENTS
This link will take you to a warning page. If you follow through with the request to remove
all assignments, you will lose all of the assignments for this class. They will be
irretrievably lost.

CopPY ALL ASSIGNMENTS TO ANOTHER CLASS

This link will take you to a page where you can copy the entire list of assignments to
another class.
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ADDING AN ASSIGNMENT

To post an assignment, click the 2Add an Assignment® link. This will bring up the
following page (the attachments portion of this page is explained separately, Figure 5
only depicts the actual Assignment part of the page. If you want to attach files or URL
web links to an assignment, do that before you press 2Post Assignment®):

Figure 5
ASSIGNED ON

When your assignments are listed on the Assignments page, they are ordered
from the most recently assigned assignment to the most distantly assigned. This
field determines the order that this assignment will appear in the list. Also — the
existence of this field allows you to pre- or post-date assignments. Some
teachers like to post assignments for a week in advance. This field makes it easy
for students to know what day this particular assignment is assigned on.

DUE ON

This field is not required. If this assignment does not have a specific due date,
leave it blank.
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ASSIGNMENT NAME

This is the text that will appear in the list of assignments on the Assignments
page.

ASSIGNMENT

The actual assignment. It cannot be left blank. HTML tags are allowed if you
would like to use them.

CopPY ASSIGNMENT TOo OTHER CLASSES

If you have other classes on your schedule that should have this assignment as
well, select the appropriate classes from the list by checking their box. When
press @Post Assignment?, this assignment will be copied to those other classes.

ATTACHING FILES TO AN ASSIGNMENT

To attach files to an assignment that you are adding, fill in all of the assignment fields
shown in Figure 5. Before you press 2Post Assignment®, scroll down to the Attach File(s)
area, shown below. Follow the steps outlined, and when you are done attaching files
(and web links, if you like), then press the @Post Assignment® button.

Figure 6
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Say you have a file called @8Heat_Charts.jpg® on your hard drive that you would like to
attach to (post with) this assignment. Take the following steps to attach the assignment:

STEP1

Click the 2Browse® button next to the #Path of File to Attach® field. A normal file-
browsing window will appear. Navigate to the file that you want to attach, select it
and click @open® (or the appropriate button). The file-browsing window should
disappear and the path of the file should appear in the field.

STEP 2

Enter in the 2itle® that you wish to give this file. This can be the name of the file,
or a short description. In our example we might enter 2Heat Charts®. This field is
required.

STEP 3

Enter a description of the file if you like. This may be an instruction for you
students on what to do with the file, or how it pertains to the assignment you are
attaching it to.

STEP 4

Click the text link @Attach This File® that appears just underneath the 2File
Description® field. Another window will pop up. The file is actually being sent to
the server at this time. Do not close the pop-up window until it prompts you to do
so. This step may take several minutes depending on the size of the file you are
attaching and the speed of your Internet connection. If you close the window
early, your file will not be attached properly. NOTE: Individual files must be less
than 2 Megabytes large to be attached successfully.

After the pop-window prompts you to close it, the file name of the attached file
should appear under @Currently Attached Files®. Continue attaching files as
necessary. You can attach up to five files to one assignment. If you are done
attaching files and web links, you can now press the @Post Assignment® button on
this page.

IF YOU NEED TO CORRECT AN ATTACHED FILE’'S INFORMATION:

Click on the file names in the box under 2Currently Attached Files®. As you click
the names, their information will appear in the fields above (file title, description,
etc). If you have made a mistake in the title or description of a particular file, just
click it's name under @Currently Attached Files®, and alter the title or description
as necessary. Your changes are remembered as you type them. You do not
have click @Attach This File® again or take any other action for the changes to
take effect.
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REMOVING AN ATTACHED FILE:

Click on the file names in the box under 2Currently Attached Files®. Click #8Un-
attach Selected File®. Another pop-window will appear and will eventually tell you
that it is OK to close. After you close the window, the file should be removed from
your list of @Currently Attached Files®.

ATTACHING WEBSITE URL LINKS TO AN ASSIGNMENT

To attach website URL links to an assignment that you are adding, fill in all of the
website fields shown in Figure 5. Then attach any necessary files to the assignment.
Then proceed with attaching website URL links. Remember: attach your files and
website links before you press the “Post Assignment® button.

Figure 7

To attach a website link to this assignment take the following steps. If at anytime you
want to clear out the information you have entered for a particular website link, click the
aClear Form® link.
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STEP 1

Enter the URL of the website link under @2URL of Website to Attach®. NOTE: the
URL must start with http://

STEP 2

Enter in the 2itle® that you wish to give this website. This can be the name of the
website itself, or a short description. Fore example, 2Yahoo's Homepage®.

STEP 3

Enter a description of the website if you like. This may be an instruction for you
students on what to do with the website, or how it pertains to the assignment you
are attaching it to.

STEP 4

Click the text link @Attach This Website® that appears just underneath the
aWebsite Description® field. Another window will pop up. Do not close the pop-up
window until it prompts you to do so.

After you close the pop-up window, the name of the attached website should
appear under 2Currently Attached Websites®. Continue attaching websites as
necessary. You can attach up to five websites to one assignment. If you are done
attaching files and web links, you can now press the 2Post Assignment® button on
this page.

IF YOu NEED To CORRECT AN ATTACHED WEBSITE’'S INFORMATION:

Click on the website names in the box under Currently Attached Websites®. As
you click the names, their information will appear in the fields above (name,
description, etc). If you have made a mistake in the name or description of a
particular website, just click it's name under Currently Attached Websites®, and
alter the name or description as necessary. Your changes are remembered as
you type them. You do not have click 2Attach This Website® again or take any
other action for the changes to take effect.

REMOVING AN ATTACHED WEBSITE:

Click on the website name in the box under 2Currently Attached Files®. Click 28Un-
attach Selected Website®. Another pop-window will appear and will eventually tell
you that it is OK to close. After you close the window, the website should be
removed from your list of @Currently Attached Websites®.

After you are finished attaching files and websites, scroll back up the page and press the
aPost Assignment® button.
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EDITING AN ASSIGNMENT ONCE IT IS POSTED

From the Assignments Page, click the 2edit® link for a particular assignment. A page will
be displayed that is similar to the page you viewed when you added the assignment.
Make any necessary changes to the information that will appear in the fields shown in
Figure 5. To edit or remove files or website attachments, please follow the same
instructions found in this manual for doing so listed under 2Adding An Assignment®.

REMOVING AN ASSIGNMENT ONCE IT IS POSTED

From the Assignments Page, click the @remove® link for a particular assignment. It will be
immediately removed from the server (along with its file and website attachments if any
existed).

CoOPYING AN ASSIGNMENT TO ANOTHER CLASS ONCE IT IS POSTED

From the Assignments Page, click the @copy® link for a particular assignment. If you have
other classes on your schedule, will be able to select the classes you wish to copy the
assignment to. Follow the on-screen instructions.

Resources Page

The Class Resources Page is where you can upload files and web site URL links that
are of general interest to your class (your syllabus, school homepage, etc). You are able
to categorize these files and links so they are easier to find and manage. The default
category that is created with your account is called @General Resources®, but you can
change this name or delete the category completely. You have a total of 5 Megabytes of
file space on your account. Files you upload to your Resources page and files that you
attach to your assignments count towards this allotment.
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O
O

Figure 8

- EXPANSION / COLLAPSE ARROWS

Use these arrows to expand or collapse the information listed below the heading. For
example, clicking the arrow next to 2General Resources® will show us the resources
posted under this category. Clicking the arrow next to 2Pictures® will hide the resources
posted in the 2Pictures® category.

LISTING OF POSTED RESOURCES <«

The resources you post are filed under categories of your creation. Here we can see that
the @Pictures® category has two resources posted under it, a file called 4trigger® and the
website link @Homework Online®. It is from this screen that you manage, edit and post
resources and categories.

EXPAND ALL / COLLAPSE ALL LINKS

These links expand or collapse the listing of your resources. Collapse All will collapse
your listings back down to just the categories.

REMOVE ALL RESOURCES
This link will take you to a warning page. If you follow through with the request to remove

all resources, you will lose all of the resources for this class. They will be irretrievably
lost.
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CopPy ALL RESOURCES To ANOTHER CLASS

This link will take you to a screen where you can copy all of your resources (and their
categories) to another class.

ADDING A NEw CATEGORY

To add a new category to your resource list, click the 2Add A Category® link from the
Resources page. A page will appear that has one field on it. Enter the name of your new
category and press the appropriate button. It will then be added to your Resources page.
Note: You cannot have two categories of the same name.

REMOVING A CATEGORY (AND ITS CONTENTS)

To remove a category from your resources page, click the @remove?® link to the far right of
the category heading. This will remove the category from your Resources page. It will
also remove all of the resources listed under that category.

EDIT A CATEGORY'S NAME

To change a category’s name, click the 2edit® link to the far right of the category heading.
You will be taken to a page where you can change the name of the category. Press the
appropriate button to update your changes. Note: You cannot have two categories of the
same name.

ADDING (POSTING) A FILE
Posting a file to your Class Resources page is very similar to attaching a file to an

assignment, but the steps are slightly different. From your Resources page click 2Add A
File®. The page shown in Figure 9 will appear. Follow the steps below.

Figure 9
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STEP 1

Click the 2Browse® button next to the @Path of File to Post° field. A normal file-
browsing window will appear. Navigate to the file that you want to attach, select it
and click @open® (or the appropriate button). The file-browsing window should
disappear and the path of the file should appear in the field.

STEP 2

From the drop-down box, select the category under which you would like to place
this file. If none of the categories are suitable, you can add a category from this
page. To do so, click the 28Add A Category® link. A pop-up window will open. In
the appropriate field, enter the name of the category you would like to add, press
the proper button as instructed in that window. The window should close and the
new category will now be selected for you in the drop down box.

STEP 3

Enter in the 2itle® that you wish to give this file. This can be the name of the file,
or a short description of the file you are posting.

STEP 4

Enter a description of the file if you like. This may be an instruction for you
students on what to do with the file, or how it pertains to the class.

STEPS

If you have other classes on your schedule, you can post this file to their
Resources pages by selecting them from the list. If you do not have other classes
on your schedule, no classes will be shown for you to select from.

STEP 6

Press the @Post File® button. The page will not switch immediately; the file is
actually being sent to the server at this time. Do not abort this process or your file
will not post properly. This step may take several minutes depending on the size
of the file you are attaching and the speed of your Internet connection. NOTE:
Individual files must be less than 2 Megabytes large to be attached successfully.

After a few moments, you will be taken to a confirmation page.
ADDING (POSTING) A WEBSITE
Posting a website to your Class Resources page is very similar to attaching a websites

to an assignment, but the steps are slightly different. From your Resources page click
aAdd A Website®. The page shown in Figure 10 will appear. Follow the steps below.
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Figure 10
STEP 1
Enter the URL of the website you wish to post. It must begin with http://
STEP 2
From the drop-down box, select the category under which you would like to place
this website. If none of the categories are suitable, you can add a category from
this page. To do so, click the 28Add A Category® link. A pop-up window will open.
In the appropriate field, enter the name of the category you would like to add,

press the proper button as instructed in that window. The window should close
and the new category will now be selected for you in the drop down box.

STEP 3

Enter in the &itle® that you wish to give this website. This can be the name of
website file, or a short description.

STEP 4

Enter a description of the website if you like. This may be an instruction for you
students on what to do with the website, or how it pertains to the class.

STEP 5
If you have other classes on your schedule, you can post this website to their

Resources pages by selecting them from the list. If you do not have other classes
on your schedule, no classes will be shown for you to select from.
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STEP 6
Press the 2Post Website® button.
After a few moments, you will be taken to a confirmation page.
EDITING A FILE OR WEBSITE THAT HAS BEEN POSTED ON THE RESOURCES PAGE

Find the resource you wish to edit from the list of resources on your Resources Page.
Click the 2edit® link to the right of the resource listing. You will be taken to a screen
similar to Figure 9 or Figure 10 (depending on if the resource you are editing is a file or
a website). Make any changes to the information and press 2Apply Changes®.

REMOVING A FILE OR WEBSITE THAT HAS BEEN POSTED ON THE RESOURCES PAGE

Find the resource you wish to edit from the list of resources on your Resources Page.
Click the 2remove?® ° link to the far right of the resource listing. The file or website will be
removed from your resources page.

CoPYING A FILE OR WEBSITE TO OTHER CLASSES

Find the resource you wish to edit from the list of resources on your Resources Page.
Click the acopy?® link to the far right of the resource listing. If you have other classes on
your schedule that this resource does not appear on, they will be presented in a list.
Select the checkbox of the classes you wish to copy the resource to and press 2Copy°.

Class Forum Page

The class forum is online message board that students and parents you have signed up
for your class can use to communicate with one another. As a teacher, you are allowed
not only to post messages on the class forum, but to remove them as well. The
messages are displayed in a @Thread® format, where if somebody posts a message it is
not indented. If somebody posts a reply to that message, the reply is indented slightly
from the left margin of the page. This allows a particular track of conversation to be
followed easily. Figure 11 shows the Class Forum page, illustrating this. The class
forum is enabled/disabled on a per-class basis from your Main Account Area. To
enable/disable your forum for this class go to your Main Account Area and click 2Edit
Schedule® from the menu. NOTE: If you do not have any messages on your class forum
the only thing you can do is Post A New message. Please see the appropriate section of
this manual for information about that process.
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Figure 11

9 MESSAGE LISTING

This is a listing of one message posted on the Class Forum. It shows you the subject of
the message (®Welcome to the Class?), the date/time it was posted (32002-09-10°
17:12:40. The format is YYYY-MM-DD, the time is EST), and who it was posted by (28Jon
Doe®). To view the message itself, click on the subject.

REPLIES TO A MESSAGE ¢

Replies to a message are always indented, as these two messages are. Messages are
always listed from the most recently posted to the most distant.

REMOVE ALL MESSAGES

Removing all messages will delete all of the messages posted on your class forum.
REMOVING A SINGLE MESSAGE OR 2 THREAD® OF MESSAGES

You can remove messages by clicking the dremove® link to the far left of the message.
NOTE: By removing a message you will also remove all of the replies to that message.
By removing the message “Welcome to the Class® from Figure 11 the two messages
that are replies to this message will also be removed.

POSTING A MESSAGE ON THE FORUM

To post a message on the forum, click the 2Post A Message® link. The message post
page will appear. Fill in the information and click 2Post Message®. If you decide to

aDisplay this email with my message®, everyone with access to your class forum will be
able to view your email address when they view your message.
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POSTING A REPLY TO A MESSAGE ON THE FORUM

To post a reply to a message, click on that message to view it. Then click the 2Post A
Reply® link. You will be taken to the 3post a message® page, but it will post as a reply to
the message you viewed.

Gradebook Page

The online gradebook allows you to post your students’ grades on the server for them to
download and view. (Grades are kept secure via the PIN Coding system described in the
aStudent List Page® section of this manual). The gradebook allows two flexible methods
of calculating student grades that should suffice in most situations. If your gradebook is
already setup you can skip the section below about gradebook setup.

USING THE GRADEBOOK FOR THE FIRST TIME

If you have not setup your gradebook, the first time you visit the Gradebook Page via the
menu on the left, you will be prompted to setup your gradebook. There are 3 or 4 pages
involved with setting up your gradebook (depending your grading method) and are
described below. To begin, click the link that prompts you to setup your gradebook.

STEP 1. CHOOSING YOUR GRADING METHOD

The first page prompts you to select a method (or style) of grading that matches the one
you use in class to calculate students’ final grades. Currently, Homework Online
supports two methods.

METHOD 1: WEIGHTS ARE ASSIGNED TO ASSIGNMENTS/ASSIGNMENT TYPES

This method should be used if you assign weights to assignment or groups of
assignments. For example, if all of the Quizzes you give account for 15% of a
student’s grade, @Test 1° accounts for 20%, 2Project 1° accounts for 20%,
homework assignments account for 10%, the Final Exam accounts for 25% and
participation accounts for 10%, this is the grading method that you should use.
For a detailed example of an actual grade calculation using this method, please
see Appendix A in this manual.

METHOD 2: TOTAL PTS EARNED FOR THE SEMESTER / TOTAL PTS POSSIBLE

If you do not assign percentage weights to assignments or assignment types, this
is probably the method you should use. Student’s cumulative grade is calculated
by taking the total points they've earned this semester divided by the total points
possible.

Select the desired method via the radio button selection field to the left of each field and
continue setup.
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STEP 2: SETUP YOUR GRADING SCALE

You must enter your grading scale so that the gradebook can map percentages to letter
grades. This page presents you with the letter grades available in the Homework Online
gradebook. Fill in the @_ower Bound® and @8Upper Bound® percentages for each letter
grade. A default scale is entered for you. Make any changes necessary. If you do not
use certain grades in your scale, leave the upper and lower bounds for that grade blank.
For example, if you do not use A+'s, leave the percentages blank for that grade.

Things to keep in mind:

You must represent every percentage from 0% - 100% in your scale

Upper and Lower Bounds are inclusive (ex: B = 83% - 88% would mean that a
score of 83% through 88.9999% would get a letter grade of B)

Letter grades cannot overlap their upper and lower bounds

STEP 3: SETUP WEIGHTS FOR ASSIGNMENTS

If you are using grading Method 2, this step does not apply and you will not be shown
this step — skip to STEP 4. If, however, you are using Method 1, please read on:

You must setup your assignment types and weights so that student grades are
calculated properly when you begin using your gradebook. For every type of
assignment, enter the information required and press 2Add Weight®. Continue doing this
until you have added all of your assignment types. As you add types/weights, they will
appear in the box that says 2Current Assignment Types/Weights®. If you make mistakes,
click aremove® next to a particular type/weight and reenter it.

When you are done adding assignment types/weights click 2Continue Setup >>°
Things to keep in mind:

Your total weights must add up to 100% or you will not be able to continue.
Each 34° listing on your syllabus should be another Assignment/Weight entry.

STEP 4. CopY GRADEBOOK SETUP TO ANOTHER CLASS

If you have other classes on your schedule, you will be given the chance to copy this
gradebook configuration to other classes on your schedule. Check the boxes for the
classes you wish to copy the setup to and continue on. If you do not have any other

classes on your schedule, you are done with setup.

ENTERING STUDENTS INTO YOUR GRADEBOOK
To enter students into your gradebook, you will have to add them to this class by using

the left menu and clicking on 2Student List®. To learn about the Student List page, please
see the appropriate section of this manual.
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USING YOUR GRADEBOOK

After you have entered students into your gradebook via the 2Student List® page, your
gradebook page will be blank if you have not yet entered any assignments into your
gradebook. NOTE: the assignments entered in your gradebook are separate from the
assignments you entered in the “Assignments® page.

ADDING AN ASSIGNMENT

Click on the @Add An Assignment® link from your Gradebook Page. Fill in the information
appropriately:

ASSIGNMENT WAS DUE ON

The date the assignment was due.

ASSIGNMENT NAME

This is how the assignment will appear in the gradebook. Should be short.
ASSIGNMENT TYPE

If you are using grading Method 2, this field is not displayed. If you use method
one, you must select what type of assignment this is so that it will be weighted
appropriately in the grade calculation.

TOTAL POINTS POSSIBLE

Enter the total points this assignment was worth. If you use a 4 point scale, just
enter 4.0

ASSIGNMENT DESCRIPTION

(optional) A short description of what this assignment was.

CoPY ASSIGNMENT TO ANOTHER CLASS

(optional) This is only displayed if you have another class on your schedule that

has the same gradebook configuration as this class. By checking the boxes for

particular classes, this assignment will be copied to those class's gradebooks.
Continue on and you will be asked if you would like to enter your student's grades for the
assignment. If you choose to do this, please click the appropriate link and read the
appropriate section of the manual (3diting Student's Grades for an Assignment®).

THE GRADEBOOK PAGE

After you have entered some assignments and some students, your gradebook page will
look similar to the gradebook below:
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Figure 12

» GRADEBOOK HEADINGS

The assignments you add to your gradebook are listed across the top in abbreviated
form. The last column of every page of your gradebook always displays 2Grade to Date®
which is the students' calculated grade in the class. If you have a lot of students in your
gradebook these headings are repeated as you scroll down for your viewing ease. Listed
just underneath the assignment names are links that allow you to change information
related to that assignment. Clicking the assignment name itself will take you to a detailed

report of that assignment. These links are described in detail later in this section of the
manual.

—9 PAGE NAVIGATION

The gradebook only displays 7 assignments per page. If you enter a lot of assignments,

you may have quite a few pages listed here. By default, the gradebook displays the last
page when you first visit it.

Rows oF STUDENTS' GRADES <«
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By clicking on the student name, you will be taken to a page that displays only that
student's grades. Other information listed here includes the points the student received
on the assignment over the total points possible, the percentage they got on the
assignment (calculated by the gradebook) and the letter grade that was mapped to the
percentage. The last column is always the student's grade-to-date (calculated grade in
the class).

A grade of @N/A° means that you did not enter a grade for that student for this
assignment. Grades of @N/A° are not equivalent to a grade of 30%?°. Rather, 2N/A° means
that the grade does not affect the grade-to-date. It is essentially dropped from that
student's gradebook entry as though the assignment was not assigned to that student.

ENTERING OR EDITING GRADES GIVEN TO STUDENTS

For a particular assignment, click on 2edit grades® underneath that assignment's
aGradebook Heading® from the Gradebook page. You will be taken to a page where you
are able to enter the total points every student in your class received on the assignment.
Another field called @Comments® can also be filled in and allows you to write a short,
specific note to individual students about the grade they received on an assignment. If
you leave a student's points blank, it will appear as 8N/A° in the gradebook which means
it will not affect the student's grade-to-date. Essentially, that grade would be dropped
from the student's records. (if you drop the lowest quiz or something of the sort, just find
the quiz that the student did the worst on and erase the points that they received on it).
Press @Apply Changes® when you are done editing.

REMOVING AN ASSIGNMENT FROM THE GRADEBOOK

For a particular assignment, click on remove® underneath that assignment's 2Gradebook
Heading® from the Gradebook page. This will remove the assignment (and all of the
student's grades given for that assignment) from the gradebook.

COPYING AN ASSIGNMENT TO ANOTHER CLASS’S GRADEBOOK

If you have another class on your schedule that has the same gradebook configuration
as this class, the link 2copy® will appear underneath every assignment's @Gradebook
Heading® on the Gradebook Page. Clicking this link will take you to a page where you
can copy this assignment (but the student's grades associated with it) to another class's
gradebook.

DOWNLOADING AND PRINTING STUDENT PROGRESS REPORTS

You can download student progress reports in Adobe Acrobat format. This requires that
you have Adobe Acrobat Reader (free software) installed on your computer. Most web
browsers already have this software installed, but if you do not, please download it at
http://www.adobe.com/ To download only a particular student's progress report, from the
gradebook page, click that student's name. You will see a link that says 2Download
Progress Report as Acrobat PDF°. Clicking this link will open the progress report in
another browser window where you can save it to disk or print it out. You download all of
your student's progress reports (one per page) from the main gradebook page and
clicking the appropriate link.
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You can also download your whole gradebook in 2spreadsheet® style as an Acrobat file
by clicking the appropriate link from the main gradebook page.

RESETTING THE GRADEBOOK

You can reset your gradebook (wipe all information, grades, grading scales, assignment
types/weights and other configuration options, except student names) by clicking the
aReset Gradebook® link that appears at the bottom of the main gradebook page.
WARNING: this will wipe all information from the gradebook.

CHANGING YOUR GRADEBOOK’S CONFIGURATION

From the main gradebook page click 2Gradebook Configuration®. This will take you a
page that shows you your grading Method, assignment types/weights (if you use Method
1), and grading scale. Please follow the instructions on that page for updating these
configurations. Click the 3edit° link(s) next to the items you would like to change.

Student List Page

To get to the student list page for a particular class, use the menu to left. This page is
where you enter the list of students who are enrolled in your class. If you have restricted
access to your class, only the students listed here will be allowed to put your class on
their homework-online account schedule. If you would like to use your gradebook, these
are the students who will appear in the gradebook.

ADDING STUDENTS TO THE LIST

If you do not have any students entered yet, this only option you have from the Student
List page. Click the 2Add Students® link. A page appears that allows you to enter a
student's name, and assign them a PIN Code. If you leave the PIN Code blank,
Homework Online will assign that student a random PIN Code. If you decide to manually
assign the PIN Codes, you are not allowed to have multiple students with the same PIN
Code. If you have a lot of students you would like to enter in one sitting, fill in a student's
info and click 2Add Another>>° when you are done adding students, click 2Done®.

WHAT ARE PIN CoDES? WHY DO STUDENTS NEED THEM?

PIN Codes are unigue passwords that identify each student in your class. PIN Codes are
necessary for keeping your class and your grades secure. When a student tries to sign
up an account with Homework Online to check their grades from your gradebook, they
are only allowed to view their grades. Before they are allowed to view their grades, they
must enter their PIN Code. Because nobody else knows their PIN Code, only they can
view their own grades. Because each student has a unique PIN Code, you must give
these codes to your students. Remember: If Jane finds out Jonny's PIN Code, Jane will
be able to use his code to view his grades. Thus, when you distribute these PIN Codes
in class, make sure that the students know they are to be kept secret.
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After entering all of the students in your class, go to the Student List page and click the
aView in Printer Friendly Format® link. This will present you with a page of students and
their PIN Codes that you can then print out in a neat way. Cut this up and give each
student their unique PIN Code.

PARENTS, GRADES AND PIN CODES

The neat thing about Homework Online is that you can also allow your students' parents
to view their child's grades. To do this, simply give the parent their child's PIN Code.
They will then be able to use it just like their child did after they create an account with
the site.

JOHNNY FOUND OoUT JANE’'S PIN CODE AND IS VIEWING HER GRADES ONLINE

If there is suspicion that a student's PIN Code has been compromised all you have to do
is change the compromised student's PIN Code and give it to the right student. Now,
only this PIN Code is good for that student's grades and anyone else who may have
been using the old PIN Code to view that person's grades will be locked out.

EDITING A STUDENT’'S INFO OR PIN CODE

Go to the main Student List page. Click the 2edit® link for a particular student. You can
update their name, or their PIN Code. REMEMBER: If you change the PIN Code in any
way the new PIN Code that is assigned to the student will be the only PIN Code that
allows the student to access your class/grade information. They old PIN Code is erased
and the student will be locked out from their account until you give them their new PIN
Code.

REMOVING STUDENTS FROM THE CLASS

Go to the main Student List page. Click the &remove® link for a particular student. They
(and their grades if you have a gradebook setup) will be removed from your class.

ONCE | GIVE STUDENTS/PARENTS THEIR PIN CODES, WHAT DO THEY DO WITH THEM?

Your students/parents must then go to http://www.homework-online.com/signup.asp and
create accounts. When they sign up and add your class to their schedule they will be
asked for their PIN Code before they are allowed to view their grades. If you have
restricted access to the class, they will have to enter the PIN Code before they are even
able to view your assignments are participate in the class forum if you have enabled
that.
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Appendix A: How the Gradebook Calculates a Grade

A #METHOD 1° CALCULATION: FINAL GRADES ARE CALCULATED BASED ON
ASSIGNMENT TYPES/WEIGHTS

If your syllabus/gradebook setup looks something like this:

Quizzes 15% of a student's grade
Test 1 20%
Project 1 20%
Homework 10%
Final Exam  25%
Participation 10%

Here is how the gradebook would calculate a student's grade in the theoretical
setup listed above:

Let's say that it is not too far into the year and the Final Exam, and participation
grade has not yet been administered. All other assignments have been given are
entered into the online gradebook. With a set of example assignments, here is
how this student's grade is calculated.

Quizzes (15%)
Quiz 1, student got 16 points out of 20 = 80%

Quiz 2, 20/20 = 100%
Quiz 3, 15/20 = 75%

Sum of earned percentages = 255%

Sum of possible percentages = 300%

Student's performance on quizzes = 255/300 = 85%

Scaling (weighting) factor for quizzes = 15/100 = .15
Student's weighted quiz performance = .15 x 85% = 12.75%

Test 1 (20%)

Test 1, 55/89 = 61.797% (internal precision during grade calculation is very large)

Sum of earned percentages = 61.797%

Sum of possible percentages = 100%

Student's performance on Test 1 = 61.797/100 = 61.797%

Scaling (weighting) factor for Test 1 = 20/100 = .20

Student's weighted Test 1performance = .20 x 61.797% = 12.3594%

Project 1 (20%)
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Proj 1, 17.5/20 = 87.5%

Sum of earned percentages = 87.5%

Sum of possible percentages = 100%

Student's performance on Test 1 = 87.5/100 = 87.5%

Scaling (weighting) factor for Test 1 = 20/100 = .20

Student's weighted Test 1performance = .20 x 87.5% = 17.5%

Homework (10%)

HW 1, 5/5 = 100%

HW 2, 9/10 = 90%

HW 3, 2/10 = 20%

HW 4, N/A (special circumstance — no grade given. In this case it is not factored
in to the grade... you can do this if you want to drop a student's lowest grade in
a particular type of assignment. If its your policy to drop the lowest homework
grade, then find the lowest homework for all students and erase their given
points on that assignment, it will then appear as 28N/A° in the gradebook and will
not be factored into the grade calculation, watch:)

Sum of earned percentages = 210%

Sum of possible percentages = 300%

Student's performance on Homework = 210/300 = 70%
Scaling (weighting) factor for Homework = 10/100 = .10
Student's weighted Homework performance = .10 x 70% = 7%

Participation (10%)

Participation = N/A (no grade given yet)

Final Exam (25%)

Final Exam = N/A (no grade given yet)

To find this student's final grade here is what Homework Online does:

Sum of Student's earned points for each type of assignment: 12.75% +
12.3594% + 17.5% + 7% = 49.6094%

Sum of assignment type's weights that count toward the grade (because the final
exam and participation grades are not yet in the gradebook, they will not be

factored into the final grade calculation:) 15% + 20% + 20% + 10% = 65%

Scaling factor for student's final grade is 100/65 = 1.538461
Student’s final grade = 1.538461 x 49.6094% = 76.322%

A #METHOD 2° CALCULATION: FINAL GRADES ARE CALCULATED BASED ON
TOTAL POINTS EARNED / TOTAL POINTS POSSIBLE

Method 2 simply adds up the points that the student has earned to date, and
divides by the possible amount of points the student could have earned.
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Appendix B: Billing and Account Cancellation

BILLING

If you are paying for your account on a credit card (NOTE: we do not accept
VISA), you will be asked to pay at the end of your free trial period. We do no ask
for your credit card information before your trial is over. We outsource our credit
card billing to a third-party company, iBill.com. iBill is an independent billing
agent for Homework Online, Inc. When you are asked to pay, you will be
redirected to their secure site. Please follow the on screen instructions. After your
transaction is approved, print out the APROVAL page. You must log back in to
Homework Online via the login screen that is provided for you. If you do not do
this, Homework Online will not have knowledge of your payment.

For your convenience, your credit card will automatically be billed every 30 days.
Your credit card statement will read IBL*IBILLCS.COM
CANCELING YOUR ACCOUNT

If you cancel your account but the month's billing cycle is not yet over, you will
not be reimbursed for a partial month of use.

To cancel your account, please contact billing@homework-online.com in your
email, include your name, user name, and the transaction numbers that you
wrote down and saved when you first paid for your account.

To view the details of your credit card transactions online, please visit
http://www.ibillcs.com you will need to log in with your transaction numbers that
you were wrote down or printed out when you first paid for your account. You can
also cancel your account via the iBill site, but we prefer you contact us first.
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