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How toCreate a Course

1 Go tohttp://bvsd.truenorthlogic.com
1 Log in withyour district username and password (firstname.lastnaane district password)

\V Boulder Valley School District
Excellence and Equity

Login

Welcome to MyPassport!

T The homepage will display once you’ ve
T Click on the “Administration” tab on t

|l ogged
he top

\\% Boulder Valley School District

Excellence and Equity

A Courses  MyEvaluations  StaffEvaluations  Resourds  Administration

=

£

Welcome My Announcements

Welcome to MyPassport
MyPassport is BVSD's online evaluation and professional learning system.

Help: Click on the Resources tab or go to http://www.bvsdpl.org

0 GROw,

My Surveys

TNL Training Survey

Recommended Training

Q ¢ Required Training
® [ ] You currently have no Required cour



http://bvsd.truenorthlogic.com/

T Click on “Course Admini

strati

Onn

\\? Boulder Valley School District

Excellence and Equity

) Courses My Evaluations Staff Evaluations Resources Administration

~ Administration

i3

Applications
Q Course Administration

& CreditRequests
€ Reporting
@& Ad-Hoc Reporting

T Click on “Create

New Learni

ng

Opportunity?”

\\'ﬁ Boulder Valley School District

Excellence and Equity

a® Courses My Evaluations Staff Evaluations Resaurces Administration
=

Learning Opportunity Admini...  Search Learning Opportunities
E Home

Search Criteria
Verify Certificate
Course Title: Contains
Create New Learning Opportunity Description: Contains

T

9 Click on instructor led course

\\? Boulder Valley School District

Excellence and Equity

" Courses My Evaluations Staff Evaluations Resources Administration

[
What type of course do you want to create?

= *0S ®

‘= -

Self-Paced Learning Opportunity

Instructor Led Course




1 Create a course
1 Note that required fields ar@entified by an asterisg)

Z - ‘Create Instructor Led Course

=] Details

Instructions

Course # (Will be auto generated.)

* Course Title:

* Course Description:

* Site/Department: | Language Arts & Literacy v

* Contact Person: ‘

* Contact Phone: ‘

* Contact Email: ‘

Course Provider: Default Provider v

schoology Template: ‘ -

Instructional Seat Time

(]

* Credit Types:




Course Survey: Mone r

Allow participant to enroll in multiple
sections of same course:

Archive: O

T Once all course fields are complete, click

Create Instructor Led Course

1 Once the course is created, you can selectdberse settings
9 Course settings help highlight courses in the catalogue or restrict users from finding courses
1 Two settingsare required: Competenciegubrics)and Subjects
Settings
Availability Set Locations
Colorado
Statel
Required Demographics Set Required

- No Targets Set -

Recommended Demographics Set Recommendead

- Mo Targets Set-

Restricted Demographics Set Restricted

- No Demegraphics Set -

Competencies Align Rubrics |
- Not Set -
Subjects Align Subjects |

1 Couse settings: CompetencieREQUIRED*

1 To dign the course with BVSD Evaluattifiectiveness Standards, click Align Rubrics under the
Competencies setting

Competencies Align Rubrics

0y



1 Selectstandards in the drolown (e.g. teachers)
9 This helps employees search for courses based on their goals
M Clickon Go

urse Alignment

Align Element(s)
Available Competencies: Summative Evaluation APT Supervisor v

Summative Evaluation APT Supervisor
Summative Evaluation Audiologist

Summative Evaluation Classified/APT
Summative Evaluation Instructional Specialists

Current Subcategories Summative Evaluation Occupational Therapists

Mo Subcategories selected. Summative Evaluation Physical Therapists
Summative Evaluation Principal
Current Questions Summative Evaluation School Counselor
Summative Evaluation Social Worker Psych

No questions selected.

_— dneg guage Pathologists
Summative Evaluation Teacher

Alignment

Align Element(s)

Available Competencies: ‘ Summative Evaluation Teacher v

Select all elements that apply

Click Align to lEments

Repeat process with other standards as needed (e.g., counselors, classified)
Click Done

=A =4 =4 =4

Align Elements

Select All STANDARD |: TEACHERS DEMONSTRATE MASTERY AND PEDAGOGICAL EXPERTISE IN THE CONTENT T

A. ALIGNMENT - Teachers provide instruction that is aligned with Colorado Academic Standard

B. LITERACY - Teachers demonstrate knowledge of student literacy development in reading, wri

C. NUMERACY - Teachers demonstrate knowledge of mathematics and understand how to pror
probability) as appropriate to content and level.

D. CONTENT - Teachers demonstrate knowledge of the content, central concepts, tools of inqui

E. CONNECTEDNESS - Teachers develop lessons that reflect the interconnectedness of content

F. RELEVANCE - Teachers make instruction and content relevant to students and take actions to

pelectjpll STANDARD II: TEACHERS ESTABLSIH A SAFE, INCLUSIVE AND RESPECTFUL LEARNING ENVIRONMENT

A. LEARNING ENVIRONMENT - Teachers foster a predictable learning environment in the classro

B. COMMUNITY - Teachers demonstrate a commitment to and respect for diversity, while worki




Align to Elements

Manage Course Alignment

Align Element(s)

Available Competencies: ‘ Summative Evaluation Teacher v

\B‘

1 Couse settings: SubjectREQUIRED*
9 To align the course with a subiject, click Align Subjects

Subjects Align Subjects

- Not Set -

1 Select all subjects/categories that apply
1 Thishelps employees search for courses
9 Click Save

Subject Alignment for Learning Opportunity: LA, Secondary ELA Cohor]

Subjects

Administrators

Advanced Academic Services (TAG)

Assessment

Community Liaisons

Community School Program

CTE

' District PD

Diversity/Equity

Early Childhoed Education

Environmental Services, Operations, and Security

Family Partnerships

B =




1 Create a section for the course
1 Scroll down below the course and settings area
1 Click New Section

@~ Manage Instructor Led Course
Settings
() Details Availability Set Locations
Instructions Instructions Colorado
High School
Course #: 10081 Statel
Course Title: LA, secondary ELA Cohort R T R b Eafferaited]
Links - No Targets Set -
This workshop is designed to allow teachers to explore the three different but distinct pathways of study for common core Recommended Demographics Set Recommended
proficiency in practice. What that means is that teachers will became familiar with what practice in each of the three
Course Description: pathways looks like and how to plan for effective instruction within all three for All students including ELD. In this - No Targets Set -
workshop ELA and ELD have joined farces in order ta create a more in-depth and through study of Cammon Core practice
and standards in order to support teachers through this change. Restricted Demographics Set Restricted
Site/Department: Language Arts & Literacy - No Demographics Set -
Contact Person: Annie Kilgour Competencies Align Rubrics
-Not Set -
Contact Phane; 5934
Subject: Align Subject:
Contact Email: annie.kilgour@bvsd.org ubjects ign Subjects
District PD
Course Provider: Default Provider Language Arts

Sections

Section Title Section # Date Time Seats Wait List Status

No sections have been created.

1 Create asection
1 Note that required field are identified by an asterigk)

Create Section

Course Title: LA, Secondary ELA Cohort

Section #; (Will be auto generated.)

*Section Title: ‘ |

Location/Room Number:

Street Address:

City:




Instructor(s): - Mot Set -

Attendance: OnceaDay ¥

*Start Time: - ‘F|:|- "’| | "’|
“End Time: - '|:|- '|| "’|
“Section Start Date: HH reset
*Section End Date: HH reset
Presentation Format: Elended r

“Maximum Mumber of Participants:
(Numbers only)

Allow Waitlist: O

Maximum waitlist size:

Hours Credits

(] Instructional Seat Time I:l -
*Credit Types:

(] BVSD Salary Credit

*End of Registration Date: [#H | 09/01/2016
Waitlist cutoff Date: i) - reset




Release Section Now: O

Or Release Section At: | '|:|- '|| '|0ﬂﬁ

*Substitute: E

Account Code Information

*Contact Name for Account Code/Attendance: | ‘

*Contact Email for Account Code/Attendance:

*Phone Number for Account Code/Attendance:

*Fund: (Must be exactly 2 decimal digits.)

*Location:
(Must be exactly 3 decimal digits.)

*Program:
{Must be exactly 4 decimal digits.)

Project:
(Optional - If used must be 6 digits long. If your accounting unit has only |:|

4 digits, then add 2 zeros to the end.)

Activity:
(Optional - Grants Use Only. If used this should be in the form:
"GLXXXX.XX" )

Account Category:
(Optional - Grants Use Only. If used this should be 2 letters followed by 3
numbers with no space. )

Notes:
(Limited to 1024 characters)

I Once all section fieldsaceo mp| et e, <c¢cl i ck “Create”




9 The section details will appear
9 Scroll down
9 Click on Instructors

Manage Section
Course Title: LA, Secondary ELA Cohort
Section #: 10087
Section Title: LA: Secondary ELA Cohort 2015-16
Location/Room Number: PDC, Ed Center
Street Address: 6500 Arapahoe Rd
City: Boulder

State: co

Zip: 20303

Manage Instructors:

Manage Class Times: Class Times

Instructors

Course: Manage Course

Manage Roster: View Roster

1 Enter the name of the instructor you want to a@ldportant: you must add an instructor in order for
them to use the mobile apfiake attendance
1 Click FindUser

Manage Instructors

dd Instructor Search

Enter first and last name of person you wish to add as an Instructor.

First Name: Annie

Last Name: Kilgour

T Click the box to the | eft of the person
1 Repeat as needed to add multiple instructors

S n

Add Instructor Search
’ select All {on this page]

Check to Add Name SchoolDistrict Staff Position

ANNIE KILGOUR HUMAN RESOURCES, Ed Center Admin/Prof-Tech

| Add User(s)  Cancel

am

11%

a)



9 Click Done

nstructors for section: Copy of: LA: Secondary ELA Cohort 2015-16

Name School/District
— m—
ANNIE KILGOUR HUMAN RESOURCES, Ed Center 2]

—

The section details appear again

Scroll down

Select Class Times

Class times are required to take attendance atténdance is required for all professional learning
opportunities

= =4 =4 =4

Manage Section
Course Title: LA, Secondary ELA Cohort
Section #: 10087
Section Title: LA: Secondary ELA Cohort 2015-16
Location/Roem Number: PDC, Ed Center
Street Address: 6500 Arapahoe Rd

City: Boulder

State: co

Manage Instructors: Instructors

Manage Class Times: Class Times

Manage Roster: View Roster

1 Click Add New Day

Section Time Details

‘ Use aRecurring Date:

Date Show Conflicts Start Time EndTime Has Attendance

Alter the Class Times for this section. No Changes will be saved to the system until you click the "Save Changes” button.

No Class Times Defined. -NyA- -N/A- -NA- -N/A- N/A-

Backtoscion ] save chngs




The date and time entered on the section fields will appear

If you need to add additional dates and times, click the Add New Day button
Enter the date and times

Repeat as needed

= =4 =4 =4

Section Time Details

Add New Day

Alter the Class Times for this section. No Changes will be saved to the system until you click the "Save Changes” button.

Use a Recurring Date: M

Remove All
Remove

sackToecion || sevecromes

Date Show Conflicts Start Time End Time Has Attendance

05/17/2016 4 w30 v[ilPM v 6 v |00 v PM ¥ Ne

1 If you have recurring dates, select from the Recurring Dates-doom

Section Time Details

Add New Day

Alter the Class Times for this section. No Changes will be saved to the system until you click the "Save Changes" button.

Date Show Conflicts StartTime Has Attendance

05/17/2016 4 v i 30 v|s|PM ¥ 6 v|:oov|i|pM v No
Every Friday

BackToSection [J] SaveChanges [ Cancel

1 Click Save Changes

Section Time Details

Add New Day

‘ Use a Recurring Date: v

Alter the Class Times for this section. No Changes will be saved to the system until you click the "Save Changes” button.

Date Show Conflicts Has Attendance

05/17/2016 4 v|:[30 v PM v 6 v|:]oov|:lpm v No

Back To Section Cancel

1 The section details appear again
1 Scroll down
9 Click done

Manage Section

Course Title: LA, Secondary ELA Cohort

Section #:

Section Title:

Location/Room Number:

Street Address:

10087

LA: Secondary ELA Cohort 2015-16

PDC, Ed Center

6500 Arapahoe Rd




