CYPHER

& Learning

CYPHER for academia
Guide for teachers

* Classes by style

February 2023




Table of contents

Table of contents
Introduction
Navigating the platform
Icons and navigation
Left bar
Top right bar
Right bar
News feed
Help Center
Profile
Example of a class
Class dashboard
Main left navigation
Left bar
News feed
Right bar
Lessons
Content pages
Assignments
Creating a class
Configuring a class
Tabs
Enrollment
Lessons
Completion
Adding lessons
Adding sections
Setting competencies for a lesson
Enrolling students
Classes tab
People picker
Email invitations
Adding assignments
Grading assignments
Grading from the assignment page
Grading from the gradebook
Mastery and competencies
Using automation in a class
Adding rules

O N N Oy WD

A DA W W W WWWWNDNDNDNDNDNDNDNNDNDN-=2 =2 22 A
W W OO W OO0 N OO W WWNDNOOOWOD U WONN-—- = 0OV



Adding class completion rules 44

Adding rules for lessons 44
Using gamification 45

Configuring gamification in a class 45
Taking attendance 47
Importing/Exporting class content 49
Creating learning paths 50
Communicating with users 53
Notifications 56
Summary 57

Introduction

CYPHER Learning is leading the necessary disruption of learning platforms to unleash human potential
with modern learning.

CYPHER exists to ignite lifelong passions through personalized, engaging, and limitless learning
experiences for all. We give teachers and professors more time to teach, build human connection into
everything we do, and deliver tailored learning experiences that are meaningful and measurable.

Just the way modern learners expect.

The CYPHER platform is easy-to-use, beautifully designed, and infused with Al-powered technology.
Every aspect beams thoughtful innovation and engineering that puts people first. Millions of users
experience their “just in time, just for me, just the way | want it” approach in 50+ languages with the

CYPHER award-winning platform.

We want you to get the best results when using our site, especially when you are just starting out. That
is why we created seven getting started guides for the main types of CYPHER users:

Getting started guide for Teachers (this guide) explains topics such as: creating a class, using
competencies and grading assignments.

Getting started guide for Administrators explains topics such as: navigating in CYPHER, configuring
features, customizing the platform and managing users.

Getting started guide for Students explains topics such as: enrolling in classes, submitting
assignments and communicating with teachers.

Getting started guide for Parents explains topics such as: accessing the parent account, accessing
children's information, and how to navigate the platform.
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Getting started guide for Teaching Assistants explains topics such as: managing classes, grading
assignments and viewing attendance.

Getting started guide for Monitors explains topics such as: creating your monitor account, enrolling
into classes and creating groups.

Getting started guide for Mentors explains topics such as: creating your mentor account, enrolling into
classes, creating groups, and how to navigate the platform.

This guide covers the most common steps teachers go through when they start using CYPHER. Please
consult the table of contents if you want to find a specific topic. If you have any additional questions or
want to explore more of the platform’s features, please browse the Help Center or visit our support
forum.

Navigating the platform

The teacher dashboard is the first page you see when you log in to your account. Here you can find an
overview of the most important site information. On their dashboards, teachers can also see their
calendar, to-do list, announcements, and more.
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Icons and navigation

You will see various icons in the platform that are used for adding, editing, deleting, and other actions.
Here is an overview of the most important icons:

+ Add conlent such as courses, rules, or portal pages,
— Remave iterms fram your platform,

Edit a page or an item,

Configure different areas of the platfarm,

Delete items.

Access your messages through the message’s icon in the top right bar.

DB & &N

Motifications allow you to keep up with different changes in the system.

The trash icon opens a popup with all your deleted content.

g &

Your shopping cart containg your ordered items

This icon provides access to the CYPHER Help Center.

Use the search icon to find specific content on your site.

0
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Left bar

The left bar displays tabs that allow you to quickly navigate to the main areas of the site,

such as Home, Classes, Groups, Catalog, Users, Resources, and Reports.

The left bar allows you access to these tabs no matter where you are in the site.
pop-up window will appear with the most important options for that area.
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Top right bar

.

The top right bar displays icons which you can click to access your messages, notifications, calendar,

trash can, help center, search, and profile.

Right bar

30 1 N
e & EE Q Karen Richards (§) v

In the right bar you can find your to-do list, announcements, upcoming events and a list of any minimized
windows. To see more details, just click on an item.
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News feed

.

The Home page news feed aggregates news items from your classes, groups, friends and school. Product
News announcements usually contain updates from the CYPHER team and your site administrator. By
default, a news feed only shows the latest news and you can scroll down the page for more items.

d O Karen Richards () ~

University of Arts

A e e

5 News
]
£ =+ Fost
@ James Stovens » Advances Photooraphy
1
Barhs We have to cancel the next meeting. Soe you on the lact Menday of the woek!
- Have a goad wee'd
Like
LaroLg
v

” Diermian Rlyne - Hellaf
Thank you for the ussful infaormstion

< Rsaly

Here ara thig week's posts on the NED blog.

J Pillars of persenalizen instruction; interactiviy, Texibility, and sutherticity

Copyright © 2023 CYPHER Learning®. All rights reserved.

1 Comment

4 Jun 2020 ¥
S M T WT F 8
311 2 3 4 5 &

T OB 9 WM 1213
1415 16 17 18 19 20
2 - o3 oMo ox
2 29 €)1 2 3
ik

Site-wide game >
| ]

bl L]
23 ot 3

Notifications
& 3 fnend regquasts

Announcemenls
W We have

cancel the na



.

Help Center

We provide extensive support at every step of our collaboration. To access the Help Center, click the icon
at the top right bar.

A pop-up box will open with different options. Use the searchable online help to browse different help
topics. If you are on a certain page and need guidance, a help for the current page option will also appear.
Here you can also find access to our Support forum and Product news, where we frequently post updates
on new features.

Help center ®

Quervew  Cener e S TS B

,? Online help Student help desk
H Browse the online help ¢ search for specific Q If you're & student, post your nelp desk
topics. guestions here.
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Product news
Tue plate whers we announce new EETIEES

How-to videos il Getting started guides
Wideos that provide step-by-step guicance. Guidas that you can downloac and print

B e

Suggestions Roadmap
Let us know how we can Improve our

netdlict Tae features that have been scheduled
- prod

You can find the topics that are most relevant to you in the searchable online help. Most of them have
detailed instructions with screenshots. The Help Center is a pop-up so you can browse through the topics
without leaving your current page.

Help center x

verview  General  Teachers  Sludents
= Introduction B Adaptive learning
An overview for teachers. Adaptive lsaming.
& Attendance ® Badges
Take and track altendance Award badges
B Certificates v Class completion * Class templates
award certificates of completion Class completion Create class templates for reuse
B8 Classes Bl Compliance iii Configure
Create and manage classes Compliance programs Configure a class
& Coteachers @ Drip content < Export
Add co-teachers 10 2 class Urnlack content on a timad schedule Exportaclzes
¥ Game ® Grade calculation B Gradebook
Use gamification to add fun Fow graces ars caloulatad Use the gradehook
th. Grading scale B H5P < Import
Set the optional grade map H5P Impert a class 2
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Profile

Your profile page shows your basic information, account details, photos, and more. The information that
is visible depends on your account type and the portal's security settings.

To start setting up your profile, go to the top right bar and click on the profile button. Then, click on the Edit
button.
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Go to the Settings tab in the left bar to choose different options related to your profile, such displaying
your online status for students or allowing users to request to chat with you.
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Example of a class

Before we show you how to create your own class, we would like you to become familiar with how a
CYPHER class might look. We will show you how to navigate in a class, explore the main tabs, view
lessons and assignments, and more.

The default landing page of a class is its Lessons area. Here, you can see many aspects of your class,
including the lessons, a left bar with tabs that give you direct access to its most important areas. The right
side provides access to a quick class Administration, activity display, to-do list, announcements and even
games leaderboards, if gamification is enabled.
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Next, we will go over each section.

Class dashboard

The class Dashboard provides teachers with a set of widgets that offer a more detailed overview of the
class. The widgets include information about the number of students, mastery, grades, custom reports,
and more.
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Main left navigation

.

When you are in a class, the main left bar is minimized. You can navigate in any area of the site by simply
hovering over the icon from the top left.

How to use your DSLR

Lessans

Lessons

Lessons and sections can be completed in any order
a .
e
P\i ,
|
I ¥

‘L._.Al k

Left bar

The class left bar allows you to navigate in different areas of a class such as: the
admin area, start, assignments, calendar, the gradebook, and more.

Here is more information about the left bar tabs:

Admin - configure the class, copy the class, import/export content;

Start - from here, you can access the Dashboard, Lessons, News, Calendar, and
more;

Assignments - shows the class assignments;

Gradebook - displays all the grades;

Media - shows Kaltura resources;

Mastery - track class competencies;

Resources - the area where you can store resources that are independent of any
lesson;

Students - lists all the students that are in the class;

Teachers - lists all the teachers that are in the class;

Teaching assistants - lists all the teaching assistants that are in the class;
Parents - lists all the parents that can see the class;

Games - if the class has a game this is the area where you can see an overview;
Automation - see a list of rules based on automation that you have set for your
class;

Attendance - track student attendance;

Seating chart - allows teachers to organize how students are seated in class;
Forums - forums for discussions between class members;

Chat - users can exchange text messages in real time;

Wiki - a collection of pages that more than one person can edit;

Copyright © 2023 CYPHER Learning®. All rights reserved.
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Blogs - students and teachers can share their online journals;

Purchases - if you have e-commerce enabled, this tab offers a list of all the purchases of a class;
Syllabus - the syllabus area allows you to create an overview page of the class;

Reviews - allows you to see students’ ratings and reviews of classes they are enrolled in.

You can configure the class to enable or disable most of these tabs and depending on how your site
administrator has set up your platform.

News feed

To access the class news feed, go to Start then click the News tab. The news feed shows class
announcements, posts from teachers and students, new assignments, lessons, events, and more.
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You can edit and delete any news item, including posts and comments by students.
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Right bar

In the right bar, you can find the Admin control panel that allows you to quickly publish the class and find
the class access code. Here is also the activity display, to-do list, announcements, and a game
leaderboard if you have enabled games for the class. To view more details, click on an item.
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Trish Stane

Awarded 50 peints in Particip...

ITish Stane

Completed lesson Overview ...

*

Trish Stane
Viewed assignment What do.

|

Admin e

Style: instructor
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Catalog: page
configure

mE
L&

Published

unpublish

j o]

No access code required

B

Enroliment: open

close

Unlocked
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[
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Creator
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Lessons

If you go to Start and click on the lessons tab, you will see all the lessons in the class. You can reorder
lessons using drag and drop.
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Depending on your preferences, you can also switch to the List view option from the top right. This view
shows all the sections for all lessons:
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A'lesson is usually comprised of content sections and assignments. If the path feature is enabled, you
can also add as sections goals which can be other classes and certificates. You can see the sections of
lessons by going to the Sections tab.

How to use your DSLR

v Excanc s

How to photograph still objects (B ] cooten 3

Lesson overview

» =

Content pages

A content page is created by using our built-in HTML editor and can contain any kind of media, including
audio, video, Office documents and Google Docs. You can create rich, engaging lessons with little
technical knowledge. Here is how a content page might look:
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Sections have a Completion tab, where you can add completion actions that should be performed when a
student completes the section.

How to use your DSLR
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Each page has its own Resources area, where you can upload learning resources such as files, pages, or
add existing ones from your personal, organizational, or school library.
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Assignments

To see a list of the assignments for a class, go to the Assignments tab. An assignment can be connected
to a lesson or a standalone task.

=  How touse your DSLR W BB Q KaenRichas (8) v
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You can create 16 different types of assignments:

e Quiz - a set of questions that students can answer online;

e Essay - students can submit their response using the HTML editor, and include an unlimited number

of attachments;

e Offline - a traditional assignment such as a paper-based test or reading a book. There is no online
submission for this kind of assignment, and the teacher is expected to enter the grades for each
student based on the results of the offline work;

Survey - choose between multiple choice and freeform questions;

Discussion - students earn points by participating in a single thread of discussion that is started by
the teacher,;

Debate - students add arguments for or against a proposition that is supplied by the teacher,
Team - allows groups of students to work on joint submissions. The teacher organizes the students
into teams, each of which get their own private group;

Dropbox - students upload one or more files as their submission;

SCORM - captures the results of a SCORM item;

Attendance - awards points based on a student's attendance record;

Turnitin - add assignments that can have an originality check through our Turnitin integration,
Custom LTI assignments - integrates 3rd party LTI assignments;

Google Assignments - if the integration is configured, you can add Google Assignments;

H5P Assignments - if the H5P content standard is enabled you can add H5P assignments.
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To see the details for an assignment, click on its name. Here is how an assignment in a lesson looks:
Depending on the type of assignment, you can find some or all of the following tabs:

How to use your DSLR CA BB Qe @ v

Shutter speed and aperture o
Io ASSignment + B
samen .
P Instructions Assignment
B [ Immerteve Rusder B Type Quiz
Asugrmen a Maxscore
50
Schedule
i >
- s GvenFent
Grading
ruderm ® Due 4 Submited
;5
Farver

Options

Assignment - shows the most important information about the assignment, such as its grading
status, submissions and instructions;

Questions - displays the questions of an assignment if it's a quiz or survey, and the number of points
that are allocated to each of them;

Grades - shows a list of student grades for the assignment, submissions for each student;

To grade - indicates the assignments that need to be graded;

Not submitted - indicates the assignments that haven't been submitted yet;

Analytics - displays the grade distribution amongst students;

Grading scale - here you can see the grading scale associated with the assignment;

Rubric - view the rubric associated with an assignment;

Competencies - see the competencies that are assessed by the assignment;

Completion - if the class is self-paced, you can add rules that are performed when the assignment is
completed;

Score rules - add rules and actions for when learners achieve a specified score;

Personalize - you can personalize an assignment to only show it to certain students or hide it from
certain students;

Tags - you can tag an assignment and then use the tags as optional requirements for lesson
completion;

Proctor - this feature allows you to restrict students’ access to the assignment based on access
codes, start date, and IP address.

We will go into more details about adding assignments later in this guide. Now that you know how a
complete class looks in CYPHER, you are ready to start creating your own.

The next sections of the guide will show you how to create a class, configure it, add lessons and
assignments, grade assignments, enroll students, and more.
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Creating a class

To create a class, hover over the Classes tab from the left bar and choose Add.

Add class b 4

¢a Class

Add a class
#* Class template

Add a class template

.T Path
Also supports class goals and certificate goals

®* Path template

Add a path template

il Existing
Add a copy of an existing class or class template

Class - create a new class;

Class template - you can create class templates and use them to create classes faster;

Path - paths are a special kind of classes that can have class and certificate goals as sections;
Path templates - you can create path templates and use them to create paths faster;

Existing — you can add a copy of an existing class or class template.

Here are some notes when creating a class:

Overview
Name
Style Start Subject
Instructor v Irﬂ.pril 232020 B ‘ ‘ At %

End
[ April 30 2020 B

Blended
Self paced
Micro class

w
5,)
=
f

* Optional

Access code - if you enable the access code option when creating a class, the access code (for
self-enrollment) is displayed on the class landing page, in the right bar under “Admin’;

Style - you can choose from four different styles:

Instructor - learning takes place in a traditional classroom environment. This is the most common
choice for schools that are using online learning in combination with their regular school setting;
Blended - learning takes place in a classroom environment, but some of the modules are self-paced,
often with gateway assignments that only allow students to proceed once they've achieved a certain
score;
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e Self-paced - all lessons are self-paced, and students can take the class anytime, anywhere. There is
no class schedule, no dates for particular lessons, no "giving" or "due date" for assignments, and no
grading periods;

e Micro class - a very lightweight class that provides access to lessons/sections and no other tabs. In
all other aspects, it is the same as conventional classes;

e Duration - you can select the dates between which the class will be held, or if your class is
self-paced, you can specify a duration without setting fixed dates;

e Subject - choose the subject of the class from the list provided.

For more advanced options, visit the Options tab.

Qverview  Options

Language: ‘ English (US) v Time zone: ‘ (GMT-08:00) Pacific™ =
Course: * ‘ | Section:* ‘ ‘
Period: * ‘ Term: * ‘ ‘
Semester: * ‘ | Credits:* ‘ ‘
Organization ‘ University of Arts v Grading scale ‘ Standard regular gra: ¥

* Qptional

Here you can set up your class language, time zone, the semester that the class is held in, the number of
credits for the class, organization and associate the class with a Grading scale.

Once you've added a class, you are taken to its default landing page, which is its Lessons area.

Light in photography LK E B Q e @)
Lessons  Mews Activity
Karen Richards

Lessons Mo Analytics;| o Add " Croated iacs LIGNT in phetcg..

Your class s ready for contant!

Add lessans by clicking Add &t the top of this page Within each lesson ace sections such as pages
or assignments.

- Nolpublished
ik

code: TRHA-KHUJ

Q Ace

Invite sTuderits to enrall thamselves using the access code REERRRRIEN] o enrall them by visring =

the Students area and slicking Add rall
~  Lniocked
LI,
-
an

For a social experiense, post regular updates and encourage discussions in the News area
# Tag b
Announcements
v None

° Te: configure your class fealures, visil the Adminy Configure sies

Today
+ Class slarts

Copyright © 2023 CYPHER Learning®. All rights reserved. 21



.

Configuring a class

As a teacher, you have many options for configuring your class, from choosing which tabs are displayed in
the left bar, to setting what happens when a student completes the class.

Go to Admin and select Basics in the left bar.

How to use your DSLR X BB Q KeenRionans (@) -
S0 Configure Dasics  Tat Schedule  Enrolme essons  Assignment ompletion Path  Catalog  C-cor o2 Compliance: : 82 Cetslogpage
Overview
-2
Adrmin Name: How to use your DSLR
i Short description: Yau're a szasoned photographer with a passion for improving your ceaft. Let's take you to the next level.
- Long description: «
= & Edil | [ Changs pactue
i Settings
alesviar
Hame
Tile golor

nstructor

Feb 17,2020 . Dec 31, 2020

il At
esOlCes English [US)
Time 2ane Pacific Time {LUS & Canada)
a 5 |
Sludents Location

Next, we will go over the most important configuration options.

Tabs

You can select the tabs that you and your students can see in the class left bar, such as news, lessons,
calendar and collaboration tools. By default, only the most common features are enabled, less common
features such as wikis and chat are disabled.

How to use your DSLR
Configure .o Tas
Tabs

Click 10 enabie/dizable a 1ah, drag to reorder tabs
MName

Admin

Slarl
Assignments
Calendar
Gragenook
Mastery
Media
Resources
Students

hedia
Parents

S RDSISR S (IRHE S 'S

Teachers
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Enrollment

This area allows you to select enrollment options. For example, you can choose if you want students to be
able to enroll or unenroll themselves from the class. You can also set up rules that should be performed
when students are enrolled or unenrolled, such as sending an automatic message to them.

Lessons

In this tab, you can configure your lessons and sections. You enable drip content, which allows you to
schedule student access to lessons rather than have them all available at once.

How to use your DSLR G4 BN B Q ks (g) v
N R}
"' Configure Lessons
5 Current lesson
Acrmin Feature
B
B
L]
it o
the
S ayout
”
]
Al o
. o
Completion

Add actions that should be performed when a class is completed, such as awarding a certificate, badges,
sending custom messages to students or enrolling them in another class.

How to use your DSLR KB W B Q ke Ricnsds (g v

Conﬁgure abs  Hohe T szzsigments — Complation Fat

& Completion requirements
Brmin Thie el i serrsiered cornploetsd when all it soguined lessons are canpleted.

= Uizsble | 4 Ad requirment

Sequencing

At

: lessons 1o De completss in arder

Require sections 1o e completsd inarder

Auto-completion

Feature
2 plete a page seciian when §: is vaited,
ik Ay okele a pag: 1 n i
_ et sempletion
i
R
r Completion actions
Tkt A artivnes i thial showss be porloremod whion ez cluss s somplkzaed, such ws gwanding oo Uhcuts
5 2 Arlion Sdil  Rermow
T B nward necti # -
-
“ B Sendthe Tl » -

Copyright © 2023 CYPHER Learning®. All rights reserved. 23



.

Adding lessons

To add a lesson, go to Start/Lessons then choose Add. Enter its title, an optional date, a description, then
click Save.

How to use your DSLR
M Uosiboard Lessons hews  Wecome Activity
Sally Johnson
A iz = L By
a Lessons the Frsipic - = Cammented o a nas feed
B Lessons and sections can ba completed in ary order ) Sekctal | Curenl | @ Delte | o
7 o T
S1art nen Stamg
. Commentsd on a news feed
1%
o
31,2020
i
2. Understanding light in
photography @ Mosccess code required
M ! : I
< i o Enrchimant: apen
HTl close
L 5 - Unlocked
L
E F 5 BGciibw

& Lrestor

Once you've added a lesson, you can use the edit icon to change settings or description and the picture
icon to change the picture. You can then add a section to your lesson, which can either be a content
section or assignment.

Add section x

Content
B Fage & SCORM
Entar your own content, such as text, images and video Content from a SCORM package
Assignment
B our # Essay
Take an online guiz Respond 1o & question with some text and aptional attachrmens
Offline f Survey
An offline assignment sich as taking a test or reading 2 book Takz an online survey
® Discussion o Debate
Discuss a topic and eam poinis for participation Debate a proposition and eam points for participation
i Team & Turnitin
(Group STUoents N1 Teams and grace Therr combinad &fforts Createa Tumibn assignment
W SCORM B Dropbox
Take 5 SCORM quiz Subrnit one ar mare files
M H5P W Unicheck
HEP assigniment Unicheck assignment
your DSLR <+, Virtual Microscope
Iyrds.comy Wirtual Microscope

1arl Builder i Li
Smart Builder Add a copy of one or more of your existing assignments
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Adding sections

To add a section to a lesson, click on the Sections tab, then select the kind of section you want to add (see
the picture above). For example, add a content Page, enter a title and click Save. Then you can click Edit
and create the content using the HTML editor.

G aE W B Q ko () v

Here you will have many options for editing your content page. You can use the picture icon to upload
pictures, add text, upload any kind of file, including video and audio. Additionally, you can record video or
audio content directly from your browser. Here is how your created page might look:

ﬂl‘ -i' B W B Q KoenRchoeds 'i b

Introduction
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To add resources to a content page, click its Resources tab, then select the type of resource that you want
to add.

How to use your DSLR LN E T B Q KewsiRichars (1) ~
s Introduction o =D
Sl  [ntroduction to the class
” Lontar ResOUrces  LCOmpie o
A
-
= Resources
Stat
I here are na rescUrces in this area. Click or the kind of rescurce to ade.
ACTETIRS & e
o & Tl Troem your cormuten such es & doourmenl o video
Cileritar B Page

Hlain taxt ar H 1L

A Tuol
A provizionad ol provider

o
% link to g resourc= on the web

W roloet
& fulder thal csn Fold resources
Wi Libmry
Hescurces froma lorary or your favortes

For example, to add a file from your computer, click File, select the file you want to upload, a description
and the library that this resource will be a part of.

Add File x

File name: Refector.docx [change]

Name: ‘ How to use reflectors |

Description: * Resource

Subject: * Art v

Library: () Personal (e) Organization () School () District

Students: |  Allow students to access?

* Optional Save
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Setting competencies for a lesson

If your class is associated with competencies, you can set them for a lesson. Go to the lesson, then click
its Competencies tab, select the related competencies then click Save.

How to use your DSLR

‘Aﬂ &z M W B Q KsenRichards [:i_:' ~
Introduction

Conine

Lesson overview

Competencies

Media

Resources

& Edit | = Clesr

To reorder lessons or sections in a lesson, you can use drag and drop. To delete items, select them, then
click Delete.

How to use your DSLR

F —
e & O Q, Karen Richards () ~

* How to photograph still objects (o]
Ll Lesson overview
."w::ﬂn Sections @ Competencies | cked  [B0S Joles + ndd | # Eon | [E Powre | @ Delete lesson
S:“ Sections
0 Da=iee | €| )
CESIEIETE Section Hicka
S % Slll ife pholography % @
= ," Essay on sull lifz pnotography B i
Gratenock

i S0l life (not recuired) W
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Enrolling students

To begin enrolling students in a class, go to the Students tab in the class left bar.

How to use your DSLR A E W OB Q Kaenrcheus (g v
’ \
t '_1" ! Students Acvegm omplated  Unenrolied mpliance vited  Waith FCnived B |+ an
o Active
fgmin Q| B Message B Grades | & Pesswords | 4 Awsd = Unenicll = Transfer | O Desclvate o Compiete | B Export cerificstes
“T MName = Progress.  Scores Grage Due  Awards Notes  Portfolio  Mastery E:?liz: : Mare
- o e » 0 L 8 o
I::ﬁ;w a“ Darniar Bly » o Uf - = °
{radenook . Banielle i b ] [ +] ;; 2 1 L+
2 @ resion > 0 . aud
* Q - @ © L = °
. I 6 s ow a1 o
l-‘-‘;l- Q = 3 o 1; [ [+ ]
o 2 o0 I = o
N o > 0 % o o ==
s Q : ] [ ] 2 5 1 - [
. [ E Y 0 @ e 2
i Q 3 & - 2 1 9 =0

Then click Add in the top right and select one of the following choices:

Enroll students b4

Here are the ways to enroll students:
# Classes tab
Students can hover over the Classes tab, click Catalog, then select the class and click Enrall.
i People picker
Enrall students using the people picker

Email invitations
Send invitations by email.

Classes tab

If you give students a class access code, they can use it to enroll in a class themselves. Alternatively, if
you have enabled the class catalog, they can hover over the Classes tab, click Catalog, then enroll from
there.

Copyright © 2023 CYPHER Learning®. All rights reserved. 28



.

People picker

You can enroll students using the people picker, which allows you to filter people by name, account type,
groups, organizations and classes. Select the students you want to add and click the middle arrow to
move them in the column on the right, then click Add.

Select users x

| Name | Student ¥

All classes v

All groups v All organizatior * | | Allyears -

| | Matches D Selectad <
[l ° Mihai, Livia ] 0 Duvan, Tom

v o Philips, Jeremy

v 0 Rea, Jonathan

] o Stevens, James

Email invitations

Select the approximate number of invitations to send, then enter the email addresses and names of the
students to add them to your class.

How to use your DSLR GW E W B Q KarenRichards ()
Be* Enter invitation information X Canos
Opticnal fields are indicatec with a *
.ﬂi #  Emal First nams* Last name*
MI:I" jemesdillon_46@yanoo.cor James Dillan
it 2 clakj@gmailcom Clark Johnsen
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An email is sent to each user. The email includes the invitation message and a clickable link. When the
person clicks the link, they are sent to your site and asked to click an “Accept” option. When they click
Accept, they are logged in to the system and taken to their home page.

&% B W B Q KarenRichards '_!I ~

Students scive complesad Unerrofies Corrpliance Invieed B Waitlist Archive

Invited
¥
Admin B Ressnd | @ Cancsl
=-:-| MName Email Sent Lirk Accepred
0 Jarnes Dillon jamesdillon_4&@yshoo co Apr 20, 220 am R
n Clark Johnson clarkj@ygmail.com Apr 29, 220 am B
1]
dehook

Adding assignments

An assignment is a task that a student has to complete in order to earn points. These points add up
towards a final grade based on the selected weighting scheme.

There are two ways of adding assignments: you can add an assignment directly from the lesson page or
from the Assignments tab of the class. From a lesson page, click Add Section, then select an assignment
from out list of 16 different types:

Add section

Content
B o @ SCOR

Enfer youl S coment. such ag vl images and vwies Cariert from a SCORM sackage

Assignment
B # Exsay
Ta4= a0 onine qua Respond 10 B QUESTRON With S0me text and 0ptonal arschments
o B Surv
Anoiffng assgrement such is 18l50g @ e o e ding & book Take an onling survy
. " ol [
4 Erscuss a mplc and earm points Tor particinstion Cebatz a proposition and sarn paints for partiopation
&
Group Sfudenis inlo teams and grade ther combined offorts Create s Turndin assgnment
B Cropt
Sunmt ane of mone fies
@ Unichack

Unicheck assgrement

=%

virtusl Microscope

W L

Add a ooy of one of mone of your exESing ssigrments
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From the Assignments tab of your class, click Add Assignment from the top right.

How to use your DSLR S mom Q Karen ichards (§) ~
As signments AR Tograde  Gien  Analytcs + Add
o All o Ustlatest st
HE <+ Gue | € Ungive | @ Eon | @ Delse
>
o 3 vdan %of Ta grade/
Siare Assignment e AR e e
‘Wnich'lens do you prefe? thy Dec 20 4
s '1* Ty thergha i 406 pr ./ oo g
‘Wnet does auo made hlpwith* e % W Dec 30 P .
® ® i gt T ¥ W m tdow
Calendar
Dec 30 : :
- ik N i 5 a
0o Dec 20 i
s v 100 £ 4 0
th, =
WMastory ?r;cnja ) 100 5 5

(=7 Add Essay assignment
Overvisw  Dptions
Title
Essay
BN hiex score Category 1 Lesson
100 None Eil Nong

Riga. omempEs Al e Grading Due Grading scale
v MNormsl | Jun 302020 11:59 pm B Detault

LI AR = 7 I Y s x x L &~ Q0
B Farsgaphe Ackowlightten = 1Zpie IS Al - ED — QBB Q&
w

wirite an eszay of 1500 words

Here are some notes on the assignment settings:
e Max score - the maximum score that a student can obtain;
e Points - if you selected “weight by points”, then these are the points that the assignment is worth;
e Category - the category of the assignment. You can see the available categories via
Admin/Configure/Assignments;
e Grading - here are the options:
o Normal - the assignment grade, counts towards the final grade;
o Extra credit - a bonus towards the final grade;
o Ignore - does not contribute to the final grade;
o Not graded - the assignment is not graded and does not contribute to the final grade;
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How to use your DSLR

.

Max attempts - the maximum number of attempts for submitting an assignment;

Allow late - allows students to submit the assignment after the due date has passed;
Lesson - indicates the lesson associated with the assignment, if any;

Allow students to comment — students can comment on the submissions of other students;
Gateway - an optional minimum percentage that must be achieved to pass the assignment;
Instructions - instructions on how to perform the assignment.

ii 4 B W B Q KarenRicherds ['i'l‘ ~

Assignments

Calendar

Gradebook

Shutter speed test

Submission |

Submission

here are tne [atest answers:

Question 1

i Muftiple choice (one answer): How fast your shutter captures the shargness of theimage

Response: Aperture, f-stops, timer mode
Correct answer: Aperture, shutter speed, IS0
Score (@ outof 1 X

Teacher comment (optional)

Question 2

i€ Mufticle choice (one answer). When you shoot using the lowest number possible for your aperture,

whatis it calied?

Response: Shooting "fast”
Correct answer: Shooting “stow”
Score (0 outof 10 X

Teacher comment (optional]

Grading assighments

There are three ways to grade an assignment:

e

-‘@J { | Phil Jackson v

Submittad; Jul 31, 2:43
Completion requirement. 80%  Max. stiempts. Unlimited
Timed: X

am Timataken m, 72 Aftampis 0

Allow late submiss

Comments

43am 312008

B/ UYULLSFOREER

Post

e Automatically - quiz assignments are automatically graded if they do not contain freeform
questions; survey assignments and attendance assignments are always automatically graded,
e From the assignment page - online assignments that are not graded

automatically are best viewed and graded from the assignment page; ¢ Apr 2020 >

e From the gradebook - offline assignments are not submitted online, so S MTWTF S
the most common way to enter their grades is via the gradebook. w2 & o

5 & 7 & & MmN

.. . 12 13 14 15 16 17 18

Note that when you visit your teacher dashboard or a class landing page, W Om B ;!B
assignments that need grading will appear in the to-do list. You can click on % 27 2 )0 1 2
an item in the list to see more details and to go to the grading page. Wssh— -
To-da +

& g 1ent
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Grading from the assignment page

If you go to an assignment page and there are submissions that need to be graded, they will be indicated
under Grading.

=

How to use your DSLR A E M B Q KerenRickans

o ~ Expand all
’ . Shutter speed and aperture
ntrsduction

1 Essay on shutter speed
Assignment  Grades  To grade ot subrmitte nelytics . Grading scale. Rubric. Competencies  Completio i * fod i Delste
= —_—
= Instructions Assignment edit
ih. #

speed Of Exposure ime is the length of time when the film r Al
i carmens s exposed o ligr 0 when & carmer. hutler is open when eking a snotograph. The amount of light & Grading: Cxtra credit

e Lhe filrmy or irmags sensor i propo 0 Lhe exposure tme. :
A that < Lhe filrry o irmage sensor is propo 0 lhe exposure tim &= Catsgory: Homework
- \rite an essay of max 1000 words on shutter spead,
A A
= Schedule ungive
= &
2 ~ Given: May 29
T
Lo Grading
= (7
= G Gamesa selings
[ ] G. Hows 1o use 2 reflector
el gt Options adit
- o Library: Personal
Mros e attemnats: 2
Erlir

o 2 Final 1es1 &0 ate submissions: X

Or you can visit the To grade tab.

& B W OB Q keenRicha

* . Shutter speed and aperture
= .

Essay on shutter speed

&

u Tograde @

ﬁ —

[T To grade

ih. Studant Show/Grade Submitted Score Grade Teacher commant
© e s W2 i s

il
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To grade a submission, click on the Edit icon. A new window will show you the student’s submission.

=  How to use your DSLR CXE R B Q snrows @ v
211 WYY
ARERY Shutter speed test o =
SUDMISSION
G
e Submission
7 Here ase the latest answers g $ =l < by

= > 0 9
] Question 1 g #

=

W

'S Comments
B/IVIADME KN
L]

a

ng the lowest number possible for your apertuse.

On the right side, you can see assignment information such as the date of submission and number of
attempts. Click on edit to override the default maximum number of attempts. Here you can also find the
threaded comment section should you wish to leave a comment for your student. Threaded comments
allow teachers and students to maintain a threaded dialog for every submission;

e The History tab shows you a complete history of the submission;

e The Competencies tab allows you to see the competencies that the assignment is associated with;
e Use the arrows to navigate from one student’s submission to another.
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Grading from the gradebook

Another way of grading assignments is from the gradebook, which is particularly useful when you have
offline assignments such as a traditional paper-based test. To see the gradebook, either click Gradebook
from the class left bar or from the assignment page.

How to use your DSLR Gk E W B Q KarenRichards () v

Shutter speed and aperture
Shutter speed test

Assignment  Cusstions Srades ot subrmitted alytics Grading scale  Competencies  Cormipletior Scoerules  Shown  Procten | + Add [ Celste
Adrmin bt
7 Instructions :
St 2 Assignment adit
The quiz-is not timed, so you can pause it and resume &t any time. -] Type: Quiz

If you cancs! the quiz, your answers sre discardad 2nd they are not counted as a submission.

o Max score 9
& Fdit | > Takequiz &

Grading Nomnal

28 Category: Quiz

Schedule ungive
B Due Dec3d, 400 pm

v Given Feb 6

Grading

S Dus 2 Suomitied: 13

B Greded 161,12

Depending on how many students and assignments there are, scroll bars that let you scroll through the
grades list will appear.

How to use your DSLR Q& ET W B Q <R (f) v

Gradebook Jumnp te k| | OB |ED

Assignments by descending due ~  Sucents by lastiname ~ Al categones
D Irsompken: A Abzont X Ewcusad

Assigarmnerts o R alag
Categuary  Farlidpation Tt =
D Lo Do 3
ShirenE QoA X g tlpomn
€3 Lenoid Nia e & 5% - - 2 a0 5 gl o
J o o
© =oit Harslan 1 B A 50 l 3 il &0 & 5
1 % n 1 b n o ¥ A
5 ; o
3 3| 5 - u u
- » [+] 1] ®
. F C - 4 100 a0 £ =)
a
o Vi
281 z|48s. D A ] '
i o (] &
i) F u &
| 5| oz . A x = # x i
b S i - P ¢ - [ir] 5% A w0 ] o 75
ot
3 1 L 0 lop as g1 102
i - %
2 22| 6% =;n 7 &n a P o
o I
3 3| F o G ¢ a0 o
A% & 50 - 45 al 50 0] * & as
o
& 0 54 7 3T £
2 g E 3 5
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Each assignment is listed at the top of the gradebook, with an icon to indicate its type, a link to the
assignment and the number of points associated with the assignment.

To edit a gradebook cell, click on it and then enter the number of points, a percentage (a number followed
by %), a letter grade, a blank (to clear the grade), and select from exceptions such as Excused, Missing,
Absent, or Incomplete.

How to use your DSLR

. Gradebook Jump to v+ i@ o
ASSIQNMENS by 0SSCENDNG JUE ~  SIU0ENIS Dy IBSTname ~ Al categonss w
O Missng D reerplae A dmsar X Bicuses

AsLpnmst g
5 Campgory  Parmoipanon Test . Tes Homesork Test Parnopsson
Due Dec 30 Dec 30 Do 3 Dee 30 Dec 30 Dec 30 Dee 3 Dec 30
Students 00 A X o Sec 2 Whp D@ WO o W0 o W0 P WO o4 W0 s 00
€0 forcid Batn 1204 % O 2 100 o © P ] e ©
O o 1 1 % A 0 4 (D w ® e ® w ® %
W & tsmant 1 s C z 1 .. g © B
3 0 ova 1 1.3 sy D | o © 0 § 0 0 o
@ son e T tialiay o | F 0 'l [_[’] al 50 BG 40
. =] _ =
Prui o 2:3. 7|2 4% D [ 1 55 F 3 ] ]
o i -] e a
™ (2= I 1 5 9 A & i1 L &l Fd - 53
= e v 2z W B g a 62 £ = o - 75
& -
. N " Q@ = "
& Tracy Mut LRE T a4 50 100 s 1 L 100 P
2 " /1 2 2 #% e 50 75 0 5 9 100 72
s @ Fea 14 03 3 WN - o P " s 0 o O
€ Marmn Popps : 2 % A L1 s 0 & wo ¥ i B

If you double click on a cell, a pop-up window will appear with an extra option for leaving a comment.

James Hopper | Essay on camera settings
Score 100 7100
Comments

Sutrression 142 115 pe ag 1, 300

B 7 UL FFOEEHELSN
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To configure the settings for the gradebook display, click the Configure icon in the top right. You can then
select options such as what combination of points, percent and grade to be displayed in each cell.

Configure ®
Large value incell Soore r
small value in call: Mone Lt
Left valug in summary: | Parcent " |
Right value in summary | Grade 'J
Dispiay category ||

Display due dale W]

Default 1o full window mode? L]

Condensed moda? |

Display M, |, AB, and X counts?

Show all supmission icons |

Enable grade map dropdown m

Disable alert when the entered

score excesds maximum? [

The gradebook has a full-screen mode and configurable display options, including ordering of students

and assignments. It also has pop-up analytics for the whole class, for individual assignments or for
individual students.

Analytics x

j»

20 ® 038 @B @ DeF Mot greded yet

shdenis

Grade distribution

Mot graded yer 1% (& Assignmanits) \

D+ F: 35% (164 Assignments) "

100 B 555 {254 Assigrrnents)

d

B G- 9% (42 Assignmants)
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To export the gradebook, click the Export icon in the top right. Then select if you want to export an XLS or
CSV file. If you choose a CSV file, select the fields to export, then press 'Export'. This creates a
comma-separated-value (CSV) file that you can import into other systems.

How to use your DSLR
Export

Select the items for export:

o]
Admin Class information (one line per class)

-« v Class ID

v Class name
Semester
Course code
Section code
B v Teacher name

Calendar

Assignments

Grade information (one line per student)

¥ Class ID

¥ Class name

v Student ID

¥ Student first name

¥ Student last name

¥ Overall percent

v Overall grade

¥ Overall average paints

¥ Overall weighted score
Points for each assignment
Score for each assignment

Mastery and competencies

You can track your students’ progress and understanding of the class material through competencies.
Competencies are associated with lessons, including content pages and assignments. To associate a
class with competencies, visit the Mastery tab and click Add competencies.

Sport Photography GHE M B Q Karenfichas (L) ~

R Mastery Competancing A cempenoes

Competencies

Your class is ready for competencies!

II. o Click Azd to creste 8 set of competencies or reuse one from our library,
—
8 o =
7 —
° Allgn lessons and assignments with the competencies hat ey feach and assess.
Piagrery —_—
] —
=2
= ° Click Coverage to seo haw well your class covers s compeiencies
=
||
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You can add your own or use pre-existing competencies from a library.

Add competencies

Select 3n option
* Mew
Add new competencics

i Litrary
Uza compatencies from a ibrary or vaur favontes

Then fill in the required information and you are ready to start adding competencies using a form or by
importing them from a file:

Add competencies x

Name: | Sport photography

Description: Sport photography competencies

Subject: | Art v

Organization: | University of Arts

State*; | California v

Country*: | United States ¥

Library: () Personal () Organization (®) School () District

* Optional

For example, this is how the competencies for a class might look:

How to use your DSLR

- Mastery Stutlents - Competencies  Doverage  Rules  Optians + Ado compatencias |
& Competencies
hadrnin Narmz Rermove
T Digital Photograshy =
Start
o
B Digital Photography
i *+ rclude | = Ignore
! Coimpelency Lessons  Assignments  Coversge  Included
Int &l Photagraphy
l
1 6 7 [ v
il
6 -
atagiaptic knowledigs 3 4 - v
4 & ®
- -
-
ST o
3.1, Understand basic compesitional elsments 3 3 [ ] v
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Once the list of competencies is prepared, you can tag lessons with the competencies that they should be
teaching and assignments with the competencies that they should be assessing:

E ]

How to use your DSLR & @ W Q #aren Richards IIE}:

~ Expand all

& Introduction continue
1. Innroducon

o =

Lesson overview
Seclions  Setcompelencies: Completion  Shown  Unlotked  Tags  Notes
&
o Set competencies
“ Select the competencies 2nd click Save.
* Digital Photography
i 1. Introduction to Digital Photography
-

v

2
s o
o ¢ 2.Making & photoshoot
. 22 How to choose your subject
an

3. Composition basics
¥ S
L
[

(28

How to use your DSLR L E T W Q Karen Richards -i:if!
N R
53 Mastery Students  Competsncies  Coverage  Rules
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In the Mastery grid you can see the students’ progress through each competency and identify the ones
that are doing well or the ones that are struggling.

How to use your DSLR A E T B Q kaenkcnes (§) ~
I
; - ] Mastery Students Competencies Coverage Rules Qptions Jump to... P n. ::
o Studerits by lasiname « lasleny hieshosd 3 messcremants of 8 leasl 0% Caleulaion Decaying svarags
G Competencies ik it
2 4 Coda 1 1 12 iz 9 22 3 ER| 32
I | 3N BN BN NN BN BN BN BN BN
6 st amoid ' ' S
i 0> D ‘R T e T e -
s
o - - B R *‘ ‘= .
*13 s 3
o [ B R Rl Rl B R ‘D '
Qe : D D G S . LI
. i 3 5 K] 5 5 2 2
Q sevzonpni ;| (D G E o = = =
Qwensy : EN D D GHDC GHS CEED @ ‘mE =
e W B A B B B - =
O : S - - -
. 7 7 3 *z

Q 4 4dd | gf Subscribe | 4 Al subjscss

W Certificate

th. Grading scale B H5P resource
10 5 1 item
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Using automation in a class

Automation helps teachers save time and makes classes more enjoyable for students. The automation
feature allows you to define actions that occur under certain conditions. You can set up rules that are
performed when students do certain tasks. For example, you can send a custom message when learners
enroll in a class or award certificates when they finish it.

Here is a list of rules that you can add:

Adding rules

Rules can be added to various areas such as classes, lessons and different sections of a lesson.

Add action X

Access Awards Membership

¥ Hide assignment

Hide an assignment from the user
& Hide lesson

Hide a lesson from the user
@ Lock lesson

Lock a lesson
& Show assignment

Show an assignment to the user
¥ Show lesson
Show a lesson to the user
Unlock lesson
Unlock a lesson

B
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Adding class completion rules

You can add actions that should be performed when the class is completed by going to the class
Admin/Configure page and the Completion tab. Here is where you would normally choose the “Award
certificate” option.

How to use your DSLR LA EWHE Q.
- Confieure  isses tane schedile (rooimest  |essans  assnments  Gomplenon  sem Gl | commens  Comphance "
o Completion requirements
Aty
*‘
=am
Sequencing
Fest e
= -
Caknda R ang to be completes in order

ks ane 1o he ramnpletss in arer

Auto-completion

lestus

cally complete 2 page section when it 15 visited.

Recoirz video completion

Completion actions

Add acticrs here that should be performed wihen the class is compisted, such 25 gwarding 3 certificate

Arten Agded BT Rerngye
B Awar certifirats Gertficars nf complenon (B 3 F -
4 B Send the ‘class completion” eannss message [Pomon) Aug 22,3014 ' oy
Tesmtrrs = =

-
i + tad

Adding rules for lessons

To add rules for a specific lesson, click on a lesson and go to its Completion tab. The process is similar for
content pages.

How to use your DSLR Gk 3 W B Q A

P o Introduction : )
0

Lesson overview

= Sections: Comoetencies: Completion B Shown Unlocked  Tags  Nomes
x S : -
N Completion requirements
hee lesson o5 consiceres completed when &l 13 required secticns are completed
Hnments + Acd rsquirsment
i
Calencar Class completion
] o Reguiie i lesson 1o be sompleted for class completion
ih. Completion actions
i Add actions here that should be perfarmed whers the lessed 5 completed.
s Aciion Ackled Edit Ramowe
W Award 25 points far game Faricipstion Jan 17, 2018 & o
s - & Unlock lesson How ta phomograph still objects NEL TR ] & -
a
L + pod
a
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Using gamification

Gamification is based on our automation feature and allows you to create site-wide and class-wide games
where students can earn points and badges by doing certain tasks such as completing assignments.
They can also advance through levels and see leaderboards with rankings.

Configuring gamification in a class

Visit the Games tab and click Add to add a new game to your class.

L

Analog Photography LK E W B Q K Ricads (1) v

Games + M

This area is ready for games!

BT ‘
omg — .

; I Click Adc Lo reals a garme, then add levels and conliges i
HRRTEITS n — a

= I

=
- a—
° Add nules that award poinis and bedges based an sudent activil o5,
- pp—

Analog Photography MEEWN Q K Aickands ()~

g Class game & femes |1 eaderboard
fidd 1o game descnptan here

#ocdn = Dees

Levels

Trers ars i levels set for ts game

+ fad

Badges

There na bacges set for this game.

Points

Thizreno poinls =el for this garme,

Leaderboard settings

[Ipsioe: valig
Enabile '
SO T Atldents Lol

Include eomaleted students

Supoor 1eams’?

(=l
4

Size
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After adding the levels and points for each one, you can begin adding rules for lessons, sections, and
assignments that award points and badges.

Award badge
Gamie

Range

Sile-wide garme

Typa: Drepdown 80 Hopup

Message: ® Cannad Custom Maone

Subjent

You wiere awarded nadge @badge_name

Content:

Congratulations, you were awarded badge @badge_namel
Ihadge_picturs

@Erwhy

T see your ewerds, click @link_to_awards

Filters.

Mo filter is et for this action.

Apply retroactively? (to & users)

For more details on gamification, visit the Game topic in our Help Center.

L . o
How to use your DSLR G4 B W H Q KerenRic
3 Participation € % Leaderboard
- o Sally Jnhnson * @
| & Edu| — Deee Expert 622 15
° Lol Baralan * W
v Levels Anvanced 33 0
- : ; Ken Sanders L
Levels Paints BT RBemous Advanoed 310 3
al Bzginner 10 £ = ° Jariie Powall E
15 A “nc
al Intermediate # - Advanced W5 5
4 s yivia Doboacs W W
al Advanced # @ Intermediase 260 9
Al Sxprert & - Tracy Mullen * w
Irnermediane 260 4
+ Add Phil Jackson - v
Intarmediate 240 6
Beginner level actions Nl Szon W W@
Advanced 235 3
The Tollowing sctivns arg periormed when Whis level s schizved
@ Alina Taderaso w W
Action Al Edit  Remove Intermediate 200 6
B Senc the "achicve leve” canned message JULIE EmE & - wr ¥
190 7
W Award badge Best student for game Particication Jul 18, 2018 & -
~
F 3 + Add Teams
. - Advanted Phol..
a Intermediate level actions ®
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Taking attendance

You can track student attendance for a class session, including arrival on time, arrives late, leaves early or
is absent. You can also excuse a student and include a note. You can award points for attendance by
adding one or more attendance assignments.

W B Q taren Richas

Attendance ceamisg oo B Form | @ o + Aco | 33
+ Presern A angeer @ Arcveg Lese @ Laf Eady
_ﬁ Student |¥ & ©| O] Moy7 f| Mar3 i | Apr30 P AP Apedd P Apr3 Apri i Marl3 i Merl P og
> @ Aina loderascu 00 0o W . o o - v v s v
€} sncid Baila .10 1 0. i . v . J . v . A v ¥ v v v
a Damian Bhyne . G 6 0D r A o o + A o o A
’ Daniglle *rray . o 11 . 1 . W (1] ' s s o o o s
[ { {
. Jarmes Hopper B 3| 43 | o A .y v x L] L] o o
Q) Jamie Powen © 3 0|0 v ¥ A o « o v A v
@ Jenfooens oo oo
@ Ko Sancors 1T 0|0 A v v v v v v v
€ hiarin Poppins 175 1]0] A o o « A A « v
[- BEE 10 0 oo o v ~ v o v v v
A @ Diivia NebnAca 65 1] o ] A v o o A v
@ Fhil Jzckson B2 0|0D A o 4 o v v v A
N @ Rourigo Facha oo 0|0
T.:-._-f;.:. @ ran smn oo oo

To record attendance for a session, click Add, enter the time of the class session and the details for each
student:

Slelus

MNote: Adrived Late

Left Esuly
* Optional Ausenl
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To see a summary of students’ attendance, click the Summary tab.

How to use your DSLR 4% B W B Q KarenRichards

Attendance @ cot| B

Summary B

Summary

Student On time Amivedlate . Leftearly Absent Excused

-] F(:n|+ Acd

+ Prozent A Apsem D Amwed Late O Left Early
Student VoA DD May 7 3 May3 i April i ApriQ Apr3 i aprl } Mari13 & Tdar 1 -
Q) Alina Tocsas nalo|le o o v v v v v v
€% amald Bafla w1 oo v v A v v v o v
@ Darvian Byre 66|0|D A A v o vy A v v I
@ Danizlle Murrsy a1 7 © & A o o v « v
@ = 513 2|0 v A A . [} v &
Q JsmisPowe 83| 6|0 v v A v v v A v
@ Jon Roberts 0/Q|0|0
® k= 5 B 1|00 A - o v o 2 v =] e
3|10 A J W o A F-9 b v
o oa(0|o o z v v v v v v
63 1|1 " @ A g W o A
8 3|a|o A - v v v v v ¢ A
0 a|o|o - - - - -
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Importing/Exporting class content

Our site allows you to import/export class content using Common Cartridge Format (CCF), which is the

industry Standard for import/export of class content. We also support importing classes from Moodle or
Blackboard.

For example, to import content into a class, click Admin/Import. Similarly, to export class content go to
Admin/Export.

Upload file

Select the file to upload and click Continue. You will receive a message when the upload is complete.

Automatic notification x

From: Automatic Notification
@ Apr 29, 5:50 am (less than a minute ago)

Subject: Common cartridge import complete

Your commen cartridge import is complete. To see the results, click here.

<
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Creating learning paths

A'learning path is a special kind of class that supports sections such as Class goals and Certificate goals.
A class section is one that requires the student to complete a specified class in order to complete that
section. The certificate section is considered completed when the student earns the certificate.

To add a new learning path, go to Classes in the main left bar then click Add.

University of Arts

'i!?'. teacning KB Groups  Awaros  Mews  Welsoms ¢ May 2020 s

& M T-W F F

w02 2 29 W

3 4 8 8 7 3

w1z 13 14 s
2
o

+ add

Teaching

L F- O | 1 |

4 28 3 IF o El
Tl cearbervtar Tk
To-do +
P Fix bouncing crmedls
Cast iy & 0 assignments Lo grade
a
Lkasrs
Site-wide game »
i i
Resuiries * ”
P 23 10cf 3

Select Path from the pop-up.

Add class X

da Class

Add a class
® Class template
Add a class template
= Path
Also supports class goals and certificate goals

® Path template
Add a path template

fli Existing
Add a copy of an existing class or class template
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After adding the path, you will see an overview page, complete with an Admin panel to the right. Here you

can add lessons just as in the case of conventional classes.

Mastering photography

w Q, Karen Rich

15 areg and clicking Add

Irrvite students 12 enrall themsalves using the access code [MIERSURNER or 2nroll them by visiting

For & sacizl experience, past regular updstas 2nd encoursgs discussions in the Naws ares

To configure your class faatures, visil the acivin/ Conliguie area

R Activity .
: . e 1 Rithands
Lessons th Anahcs | - A - Crezied cless Masermg phot.,
Your class is ready for content!
Admin o
- # s
- o Stylesinstrucior
B @ o Acd ‘essons oy clicking Add 21 the top of this page Within 8ach lesson acd sactions such as pages iR LAl
oF BEEignments. .. Catalog
e ‘ == conhig

Access code: DHEX-BEUL

Path

LY
T
™ Errollment: open
-]

Announcements
o None

Taday

When you add sections to lessons you will see the Goals area where you can select Class and Certificate

goals as sections.

= L ) "
Mastering photography L& B W B Q KaenRich
b Become a photographer (o]
B :
Lesson overview
Sechicns: Cofmplehon  Shown®  Unfocked a0z Motes + acd o # Fdir | ) Fieure | @ Del=ie l=sson
m
" Sections
th Thare are no sections in this lesson: Click an the kind of section fo add:
i Content
»
- B rege o Sl
2 Enibar youl An GOntent, S50 A8 TART, IManAs and vides Contant from a SCORM packane
»
= Goals
= ¢
dh Class
= Complete s pastivalar class
-ﬁ 1
Assignments
- B uiz & casay
= Take anonline yuz Respone Lo g aueslon with sorme Lext sod cptivnal attachn enls
. Ofiline o our

Anaffline assigrimant sucn as taking & 185t o rasding 2 hack
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Learning paths allow you to mix regular class sections with references to other classes and certificates
creating more powerful flows.

P

Mastering photography G B W H Q KeenRhands () v

E Become a photographer ()
T )
Lesson overview

e Sections B Competenciss Comaleton Sl Unlockes  Tags  kates # fad | o Edit [l Pewrs @ Deloe 2zzon
i £ B 1 L goust DELR
T Sections
i M Ceer | 3

B bt of cere
- ==t Sertion Hide

? Gereess of pamogronhy
.
im
=
#

¢
+ A

You can post news, enroll students, and configure the learning path. The full power of classes applies to
paths as well. They support optional completion requirements, waitlists, deactivation, child paths, sync of
paths, and more.

Mastering photography Gk W B Q KerenRickanss (f) v

~ Esggng ol

& 2 Become a photographer
Becnman
= S
Prggrahes How to use your DSLR
Dlies: Catpeton) Tag + add | @ Detere
=
i, PRGrIE T A PSSION fof EnTaying your oraft Lers T Info o
i [ @ T 17.2000-%ec 31
# B ot o pnsisL g 2020
= 2 Sorrs of proingrapy Tirtie #one Pacilic Time
.3 S & Canacs)
k-3 Instructions 2 =yle: Instructor
o B oLes i2
L Ta complete his section, complete the course showr above.
Certificats awarded
t & Exit &  Aati
- wl 2ating.
2B Category
Lessons
1. Intreduction
8 e

2 Understanding light in photography
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Communicating with users

You can communicate with your students and other users through our private messaging system. To see
your inbox, click on the message icon in the top right bar. A drop-down menu will appear that lists your
most recent messages.

0 6 .
(& B W B Q KarenRichards (37 v

Zsolt Bertalan =
Hello Karen! b ¢
517 am

Sys Admin

NEQ April Newsletter b4

n Our continuity plan and commitment to supporting ourc
" Mar13,723am
Sys Admin
NEQ March Newsletter 4
- War5 7:0Z2am

Sys Ad

4 NEO February Newsletter X

e A Ao
oys Adm

NECH laniiary MNewsleftar v

-

E Sesall o Markallread 4 MNewmessage #% Configure

To read a message, click on it. To reply to a message, click Reply, enter your response and click Send. To
delete a message, click Delete.

Message from Sys Admin x

From 'ﬂ Sys Admin @ Apr 6, 735 am (23 days ago)

Integration with MS Teams

M5 Teams

4 Reply W Forward >
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To send a message to someone, hover over their name (links to users appear in most places in the site
such as a list of students, teachers, profile pages and in the forums), click Message, then enter your
message and click Send.

G ey
G AET Q, Karen Richards '._‘f:- -

E’ Students B leachers  IAs  Darents  Administrators B | & Lsers
: Students
L
Hieme Q Grades | W Fortfolio
= [ ] Name Chsie Paths Completed  Deactwated Groups Awards Farents  Lasiwsited ¢
£l
- Il 0 1 1 1 17 19 E 147 days s00
Baths o
L o 1 3 2 1/ 32 Cniing
| "3 Blyne, Damizn 3 - 2 Z 11 40 - 22 days ago
Caizlog :I 6 Doboaca, Clivia 3 & i = 11 19 % 2 days ago
:‘ [} 0 Duvan, Tom n 1 2 7 20 1 147 days 200
SErS
Wi | & Haopper, James i - 4 1 4 23 - 7 days ago
Resources

Il Q Jackson, I*hi g i 4 ] a 37 - 43 days ago
-~ e s = B

To send a message to multiple students at once, go to the My students tab and select them from the list
then click Message.

M.Y circle “eEBE T Q Karen Richards 'B ~
ﬁ rienids My students B ty sridents’ pament B | & Users
pe My students
s QB Graces
[ Hame = Classes Groups Farents  Lastwisited ¢
[} 0 Baila, Arniold 16 17 147 days ago
Wl o Bertalzn, Zsalt 14 i online
| 3 Blyns Damian 8 11 22 days ago
J @ Dobozcs, Olivia 6 " 2 days ago
m‘tm ¥ 0 Dvan, Tom 13 7 1 147 days 200
v : Hopper, James T3 4 7 days ago
Fie:
o ¥ Q Jackson, Phi 13 ] 43 days ago
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Similarly, if your site administrator has enabled this option, you can also chat with online users.

Catalog

Student= B

p Students
Q| B Gewes | B OFanThin
[ wame= Clasues Fathz Completed - Degctivated Grouss AwvEros
- | n Ealla, Ameld 12 1 17 12
i | o T L 3 Z 7 32
i) : Hiyne, amian 4 = 2 E B Al
| ﬂ o 3 | Earen Richards
‘ : 0 I mn )
| & 7 1 4
1 @ 7 4 g
=
Fepe s i @ " 12 3 15
| ln bcGiegor, T 2 2 4
] o Mihs 1 7]
| n ¥ T a 1 2 3| Wiikeanme
] ‘ b ANlE 2 i 1 3
0 : :

You can also add users as friends:

Sally Johnson
©

LGHAETEQ

Parents L

led &

148 Gay

5 300
about 18 hows ago

22 Gays ego

Lty

You

0000

Aot

Frionds tha B S inModemn Arls from A Ly
v il rriaking. My ol Il life ph
ucer oha documertary sbout the life of sea lions.

5

Lot making. Most recently | worked as a co-pr

Awards 20 >
Certificats Course
Certificats of completicn

Sep 24,2019

Aug 13, 2078

Communication
of
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Notifications

To see all your notifications, click the notifications icon in the top right bar. A drop-down menu will appear
that lists your most recent notifications. Notifications include posts from forums you are subscribed to,
enrollments, new submissions that need grading, and more.

» 6
& & B W Q. Karen Richards (¢)

Automatic Notification

Common cartridge import complete v
Apr 28, 5:50 ar

Automatic Notification

Delete of games succeeded X
Karen Richards

Warning x

AP &3, 33 Bm

Karen Richards

Warning X

Aprz23, 1133 pm

Sally Johnson

Re: POST X

Aor 23, 452 am

James Hopper
3!—.‘ Re” How to nise vour NSIE R Class annniincement Y T
E Secall  Markall read £¥ Configure

To select which notifications are automatically emailed to you, click the Configure option. If you are
subscribed to a forum, you can reply to a posting directly from the notifications box or click “See thread” to
see the entire thread on the forum.

Notification from Sally Johnson

From: Zally Johnson on forum QUIz questions
@ Apr 30, 11:04 pm (less than a minute aga)

Subject:  Re Do you need help?

Hello!

es, | could uss & little help
Thanks!

Sally Johnson

Content Marketing Specialist

< Reply to forum
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Summary

The Getting Started Guide for Teachers provided the basic information that teachers need when they first
start using CYPHER.

Some of the topics we covered were: navigating in CYPHER, using the Help Center, creating and
configuring a class, adding lessons and assignments, enrolling students, communicating with students
and taking attendance.

If you have any additional questions, please browse the Help Center, or visit our support forum.

www.cypherlearning.com
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