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To Create a Course:

1. Click “My Area”

2. Go to “New” > “Course”

3. Click “Save As” 

4. Name Course ( example: Math Grade 7) > Save to My Area

5. Close

6. Repeat for desired number of courses

To Create Folders for Units/Topics w/ in a Course

1. Click desired course

2. Click “Plan”

3. Go to “Add Folder”

4. Name Folder (Example:  Chapter 1 Integers) > Save

5. Repeat for Desired # of folders

6. Click “Close” when finished
*Follow same process for creating folders in the “Shared Area”. Activities in this area can be viewed by all in the system but can only be modified by the original author. 
To Search for Activities (by Keyword):

1. Go to “Search/Favourites” > “Show Search”

2. Select “by keyword”

3. Enter keyword, or part of key word (less results in more)

4. Click “GO”

To Search for Activities (PI):

1. Go to “Search/Favourites” > “Show Search”

2. Select “by objective”
3. Pull down menu and click NYS Mathematics Core (HS 2007, MS 2005)
4. Click “+” next to appropriate grade level

5. Click “+” next to appropriate content band folder (example: Algebra)

6. Click “+” next to desired PI
To Search By RM Math Framework (Band and Strand)
1. Click “Shared Area” 

2. Double Click “RM Math Framework Edition Grade…”

3. Click desired “Band” 
4. Click desired “Strand”

5. Click activity topics

6. Click on desired activity

* IF you would like to save this activity go to Search by Keyword and type in activity title, follow save procedures.
To View Activities Generated by Search Results:

1. Perform either search above

2. Single-Click Title of Activity

3. Go to “Preview” to view activity > close when done

4. Go to “View Supporting Files” to see teacher directions, etc… close when done

5. Go to “Add to Favorites” if you like the activity & might want to use it

To Add Activities to Folders w/i a Course:

1. Click “+” next to “My Area”

2. Click desired course

3. Go to “Plan”

4. Go to “Search/Favourites” > Choose either “Show Search” or Show Favourites  NOTE:  If  “Show Search” is a chosen, a new search must be performed.

5. Click on [image: image1.png]


 icon next to the title of the activity & drag to appropriate folder

6. Save > Close when finished

* Follow same process for adding activities to folders in the “Shared Area”. Activities in this area can be viewed by all in the system but can only be modified by the original author.

To Delete Activities to Folders w/i a Course:

1. Click “+” next to “My Area”

2. Click desired course

3. Go to “Plan”

4. Click unwanted activity

5. Go to “Delete”
To Access Activities Stored in Folders:

1. Click “+” next to “My Area”

2. Click desired course

3. Go to “Teach”

4. Click desired activity

5. Close & log out when done

To Upload Teacher Created Activities/Materials:

1. Click “My Area”

2. Click desired course

3. Go to “New” > Resource

4. Page 1 of 6 “Resource Description” Click “Next”

5. Page 2 of 6 “Add Main File” Click “Add File, Browse, grab click document” Click “OK” “Next” 
6. Page 3 of 6 Click to add additional files click “Add File” “Next”
7. Page 4 of 6 “Learning Objectives” and performance standards tagging page-add PI’s or standards if desired and click “Next”
8. Page 5 of 6 “Strategies and Skills” add if desired, click next
9. Step 6 of 6  “Advanced Tagging”-Click if desired
10. Go to “Close”
How to Modify Easiteach Lessons Found in Kaleidos Search:

1. Follow search directions (choose an Easiteach lesson)

2. Use tool bars and resources to modify lessons as desired.

3. Click “File Save As” put in desired area (my docs, server, etc.)
4. Name it and click “Save”

5. You can now access this lesson from your desired area you saved it to and/or you can upload to your Kaleidos Folders by following (To Upload Teacher Created Activities/Materials)

NOTE:  All  steps for creating courses and folders, organizing activities, and uploading materials may also be carried out in the shared area by clicking 

“Shared Area” rather than “My Area” in order for files to be viewed by all users w/ same site ID.

