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Setting up a WatchKnow Classroom

NOTE: These instructions are best viewed on a computer screen so the user can control the
size of the text. Toggling (Alt-Tab) between instructions and WatchKnow is recommended.

REQUESTING A CLASSROOM

NOTE!

My Profile Log out

Classroom Tools x‘

Classroom Tools -

Classroom (0)

| sanger Family M

Your access level: WK Admin

Submit Classroom Request :: JoeThomas

WatchKnow Tools ~ ~  Use this form to request a WatchKnow Classroem. An example of a Classroom is here and lsam more here
To get a Classroom, simply follow these steps:

(1) fill out this form (click the info icons for help) and press Submit
(2) check your email and confirm that you have requested a subsite by pressing the link we will send

(3) someone from WatchKnow staff will review your request and, probably, approve it within 24 hours; then
4) configure and start using your site!

U Classroom Name: |yilla Park Elementary o
O subdomain:fype |

Type: Schaols (public, private, and charter) -
© Category: Schools and Teachers/Calffornia Q
© Reason for classioom: [These videos are used to supplement the materials used
in our current Peer Tutoring Program. Five teachers
manage this classroom and may assign new students
lwho join the program.

o Tool Administrator (You)'  irgt fame: [loe Last Name: [Thomas
lassroom lools -

Administrator Account: JoeThomas

© Email address of administrator: [oe@watchknow.org
Video Stats O Secondary Email Contact: [jpe thomas@ca.ousd.edu

Total Uploaded: 393 © Usenames of other [gob Richards

Sherr Johnson e

Madeline Carr

Ben Samuels

Your request has been successfully submitted. You will receive an email to confirm your request. Please check your
email and follow instructions.

Revised 11/16/10

The following instructions will guide
you through the process of
requesting a Classroom.

To set up a Classroom, you must
have a “confirmed” account.

Select My Account from the login
zone.

Click on the expander

Select Submit Classroom Request.

Complete all of the fields in the form
and select Submit.

Notes:

1. Choose a meaningful Name that
accurately reflects the user.

2. Besure to select a Category for
your Classroom

3. Consider adding other
administrators to your Classroom.

(Upon successful submission of the
Submit Classroom Request form, you
will receive this message in a new
window.)
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Setting Up a WatchKnow Classroom

WatchKnow - Classroom Request Confirmation bex |x

no-reply@watchknow.org to joe 8:23 AM (4 minutes ago) Reply

Hello from WatchKnow!

Click here to confirm your new WatchKnow classroom request:

& Click on the URL
httpc/iwww watchknow. org/SubsiteConfirmRequest. aspx?
ConfirmationToken=6a7ea0b33fc421c9fd36d98b5a3915d

Classroom Request Information

Classroom Mame: Villa Park Elementary
Subdomain: VPE

Explanation: You (or someone who input your e-mail address) submitted a WatchKnow classroom
request. Please click the above link, or copy and paste it into a browser, in order to confirm the e-mail
address you input. Until you do, we will not be able to approve your request. If you did NOT submit a
WatchKnow classroom request, please ignore this e-mail and accept our apologies.

Thanks and welcome to WatchKnow!

All the best,
WatchKnow Staff

Reply Reply to all Forward

- Thomas Edison, 1911,

Classroom Request Confirmation

Joe Thomas,

Thank you fr confirming your classreom request with WatchKnow.org!
You will recaive an email from WatchKnow once your request has been reviewsd

no-reply@watchknow.org to joe 8:42 AM (1 hour ago) Reply

Hello fram WatchKnow!
Your classroom request has been approved!
You may visit your classroom by clicking the following link:

http:/VPE watchknow.org

Go here to view a video about how to get started. Here are some text directions:

(1) Go to Setup. On that page, do the following:
a. Upload an image to serve as a logo (strongly recommended). This won't be in the preview (until
you've saved). The text Villa Park Elementary that you will see in the top left comer of your
Classroom is temporary. You can replace it with a graphical logo of your own, and please do.
b. Choose a theme or edit the colors by hand. Mote, you can use that Preview button down at the
bottom!
c. If you want to create accounts associated with your Classroom, then choose a “username
suffix” (up to five letters). For example, if your school is "Washington High School,” then you might
use “wash” as a suffix, and then if you make a student account for Jones, then the account name
will be jones-wash. It's a way to keep track of accounts you've made.
d. Review the next two options (whether you want the site listed, and whether you want the public to
be able to access it).
e. Create a subsite description. This will appear in any public listings of your site.
f. ide which groups to give the ability to edit irect mend the first choi

Revised 11/05/10

B3 videos for students to learn from. Organized

(This message will be sent to the
email box indicated on the Submit
Classroom Request form at Email
address of administrator. It will be
from “no-reply” with a title of
“WatchKnow — Classroom Request
Confirmation. Check your junk mail
box if you do not see this message
within five minutes of submitting
your Classroom request.)

Click on the URL indicated in the
email to complete the registration.

(You will receive this message in a
new browser window. At this point,
you cannot continue until you are
approved by an Administrator of the
WatchKnow Web site.)

(You message will be sent to your
registration email address after you
have been approved. It contains
additional information about how to
set up a new Classroom.)

Page | 2
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B3 videos for students to learn from. Organized

The following screens are approval
screens that a WatchKnow

WatchKnow Classroom Administrator Administrator is required to
APPROVAL SCREENS complete before a new Classroom is
approved and ready for loading with
videos.
WatchKnow Tools = On your My Accounts page, under

My Account (6

WatchKnow Tools, your Classroom
Requests menu item will indicate
that a request has been made for a
Classroom (see number in
parentheses). Select your Classroom
Requests menu item to continue.

If there is an outstanding Classroom
Filter By Classroom Request Status New */ . . g
Search Classrooms Search | [ Clear Fiers request, it will be shown in the Name
1 —— column. (The Filter By Classroom
W4 1r W PAGESIZE 1 ITEMS IN 1 PAGES
Request Status field defaults to New.)
Name Type Admin Received
g Schools (public, private, and charter) JoeThomas Nov 17, 2010 Click on the requestor’s name.
WA Tr P | 1 ITEMS AGE

This form will display. Ensure all

Classroom Name: Villa Park Reason for Classroom: These videos are used to supplement the
" Elementary materials used in our current Peer Tutoring H
Subdomain: VPE Program. Five teachers manage this fIEIdS are CompletEd and appear
. . classroom and may assign new students .
Type: Schoals (public whao join the program approprlate-

private, and charter)
Primary Admin JoeThomas
Primary Admin Email: joe@watchknow.org  Secondary Admin Email: joethomas1018@gmail.com Select Approve.
Admins JoeThomas

[ Deny I [ Cancel

Upon approval, the screen will
refresh and the Classroom will no
longer be in the table. (There may be
Filter By Classroom Request Status New - . .
Y Search | [ Clear Fillers others pending approval still
populating the table.)

MHaTrH PA ZE: [ 50 TEMS IN 1 PAGES
Name Type Admin Received Your approval has been successful.
N records to display Inform the Classroom administrator
IR PAGE SIZE: [ 50 ITEMSIN 1 PAGES

(through your normal channels) that
they may begin working in their
Classroom!

Revised 11/05/10 Page | 3



Setting Up a WatchKnow Classroom

SETTING UP A NEW CLASSROOM

no-reply@watchknow.org to joe 8:42 AM (1 hour ago) Reply

Hello from WatchKnow!
Your classroom request has been approved!
You may visit your classroom by clicking the following link:

http://VPE watchknow.org
Go here to view a video about how to get started. Here are some text directions:

(1) Go to Setup. On that page, do the following:
a. Upload an image to serve as a logo (strongly recommended). This won't be in the preview (until
you've saved). The text Villa Park Elementary that you will see in the top left comer of your
Classroom is temporary. You can replace it with a graphical logo of your own, and please do.
b. Choose a theme or edit the colors by hand. Note, you can use that Preview button down at the
bottom!
c. If you want to create accounts associated with your Classroom, then choose a “username
suffix” {up to five letters). For example, if your school is "Washington High School.” then you might
use “wash” as a suffix, and then if you make a student account for Jones, then the account name
will be jones-wash. It's a way to keep track of accounts you've made.
d. Review the next two options (whether you want the site listed, and whether you want the public to
be able to access it).
e. Create a subsite description. This will appear in any public listings of your site.
f. ide which groups to give the ability to edit ect mend the first choi

My Account (s [My Profile Log out

Classroom Tools X‘

Classroom Tools hdl

it C

Classroom (0)
|V|Ha Park Elementary 'l

Your access level: WK Admin

Revised 11/05/10

B3 videos for students to learn from. Organized

The following screens are used to set
up the Classroom.

(Upon approval, you will receive this
message in your (registration) email
inbox. It contains information about
how to set up a new Classroom. This
is your signal that you may begin
setting up your Classroom.)

Log in and select My Account from
the login zone.

Click on the expander.

Select Setup.
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Setting Up a WatchKnow Classroom

Classroom Name: ‘Villa Park Elementary

& Classroom Logo: ‘ Ch\fakepath\VPE Logo.png . Select

(Maximum width is 250 pixels wide by 100 pixels tall. f you upload an image
exceeding these limits, it will be automatically scaled to fit.)
O Color Theme: Blye 2 -

O Primary Color: |gg ~ | @ Font Color: -

I
& Secondary Color: - | @ Font Color: g~

I
@& Content Font Color: |gg ~

& Content Link Color g ~

@ Username Suffix:
@ List classroom in directory?: @ Yes @ Mo
@ Public Access?. @ Yes @ Mo e

& Classroom description: |Peer Tutoring Program materials

© Directory Edit Ability: @ Classroom Panelists & Admins

@ Classroom Admins Only
© Same as WatchKnow

Cancel ] [ Save ]

5] Preview Classroom

Villa Park Elementary A ém
ClassT

[ School Accessible

Add Categories from WatchKnow

O Favorites (4)

O Your First Category (0)
O Unsorted Videos (0)

Display in parentheses:
Videos in this category and all subsEl

Close All Hot Spots

Welcome,

My Account
Manage Classry

Home WatchKnow Home Aboutv Change Log Edit Queue Add Video
Search Villa Park Elementary ¥ || Search Get Your Own Cl¢
B Our Direct Recently Most Highest
[ED AT M Posted Viewed Rated
Age Filter 3-18
K e I

]

Revised 11/05/10

Complete all of the fields in the form
and select Preview.

Notes:

1. Personalize your Classroom by
importing a logo that’s relevant.

2. Select a theme for your color
scheme or customize one.

3. Determine how visible you want
your Classroom to be

4. Choose whom you want to be able
to edit your Classroom.

Review your color selections to
ensure they meet your preferences.
(The log will not display until you
select the Save button.)

If you are satisfied, close the window
and select the Save button to save
your choices.
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VPE f@\ Villa Park Elementary

OUSD pSa

& Classroom was successfully updated.

Classroom Name: yilla Park Elementary

& Classroom Logo:| Select

(Maximum width is 250 pixels wide by 100 pixels tall. If you upload an image
exceeding these limits, it will be automatically scaled to fit.)

ousD /

© Color Theme: Select one, or define your own colors -
@ Primary Color - & Font Color -
0 Secondary Color: - | ‘@ Font Color: -
@ Content Font Color g ~

& Content Link Color g =

@ Username Suffix:

O List classroom in directory?: @ Yes @ No

U Public Access?: @ Yes @ No

O Classroom description: |Peer Tutering Program materials

O Directory Edit Ability. @ Classroom Panelists & Admins
© Classroom Admins Only

© Same as WatchKnow

Cancel ] [ Preview H Save]

Revised 11/05/10
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Upon saving your choices, the Setup
window will refresh with your
selections. Your customized graphic
logo (IF you have uploaded one) will
appear in the upper-left corner of the
window and display beneath the
Classroom Logo: section in the form.

If you choose NOT to upload a
customized graphic logo, the name of
your Classroom will appear in the
upper-left corner of the window
instead.

The message “Classroom was
successfully updated.” will display at
the top of the form.
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The following screens are used by
SETTING UP USERS the Classroom Administrator to set
up users in a Classroom.

Classroom Tools sy~ Click on the expander.

Classroom Tools - Select Create Accounts.
Submit Classraom Request

Classroom (0)

[villa Park Elementary -

Your access level: WK Admin

Select a radio button from the top of
Villa Park Elementary the form indicating your preference

: Select a type for all accounts. for account type. All accounts
‘// created on this screen will be of that

© Al Student Accounts © All Smple Accounts © All Confimned Accounts selected type. (All Student Accounts

Account Type Username Password Email Address  First Name  Last Name is a good ChOiCE.)

@ Student © Simple © Confirmed
@ Student © Simple © Confirmed

@ Student © Simple © Confirmed

After select the type of account
desired, editable fields will open up.
Enter Usernames and Passwords for
Enter Username and Password. :
< = all expected users of this Classroom.
Usernames must be unique.

Account Type Username First Name  Last Name

@ Student © Simple © Confirmed | |Karinas llue |

© Student © Simple © Confirmed  |RobertL yellow

@ Student O Simple © Confirmed  |KennyG ’W

© Student © Simple & Confirmed  |ShakiraM mauve

® Student © Simple © Confirmed  |LennyP carmine

® Student @ Simple © Confirmed ’— ’—
WM

(Provide these Usernames and
Passwords to your users so they may
log on and begin using your
Classroom.)

Congratulations! You may now populate the new Classroom with videos!
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