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Aztec

'l,'l ““

Welcome to Aztec Software Learning System. The Learning System provides educators with all the
tools needed to ensure success within our software. The Aztec Software Guide will help you
understand the features and functions needed to navigate through the Learning System.

You can use any modern browser that supports HTML-5. Here is a list of compatible browsers:

Firefox 115 and higher Google Chrome 109 and higher
Safari 16 and higher Edge 109 and higher
Getting Started

To access the Aztec Learning System, administrators, teachers, and students will use this URL
to login to Aztec Software: https://plus.aztecsoftware.com

Aztec = Software

(.
Welcome

Please Login

Password I m

Forgot Password? Need Confirmation?

e
- e

I lUsername or Key O] I

Your organization will receive an email with a default username and password. The designated
person will be able to create additional users in the Learning System.
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Administration Dashboard

The Dashboard is optimized for a snapshot of classrooms and classroom insights at a glance.

On the top left side of the screen, you will see a drop-down menu with all the high-level features
and functions within the system.

= Dashboard FSR - Training
% Dashboard s @ J
Admin Center
H Class Center
I School Library
3 Lecture Center ' Authentication Information @
@ Score Essay Last System Logout Previous Login Duration
# Baok Store Find Q (> 02/19/2024 2:39 pm ®© 2 Mins
+ Logout . .
Aztec's GED® Prep Solution Starts: 03/04/19 Essay Scoring Insights
GED 4 Teachers 39 Students Ends: OPEN
e Graded Ungraded
01 L/ 1]
Aztec’s Foundations Solution Starts: 01/27/20
Foundations 3 Teachers 17 Students Ends: OPEN e
Aztec’s Fundamentals Series Starts: 08/30/20 Filter Al
Pt 1 Teachers 23 Students Ends: OPEN
License
Aztec’s Pharmacy Technician Training Series Starts: 06/08/23 Feature Allows access to the new Ul for Students. 06/01/2025 8:00 pm
e 3 Teachers 21 Students Ends: OPEN
Feature Allows access to the new Ul for Students. 02/27/2025 12:29 pm
Steck-Vaughn's Pre GED® Starts: 06/30/23
2 Teachers 9 Students Ends: OPEN Learning Plan 10 Concurrent Access 01/01/2025 7:00 pm
Template Aztec’s Fundamentals Series
Azieck @ 000047 @EN-

You can also view more data insights on your organization by clicking the Insights tab on the
main Dashboard. This area will show you insights data on the following areas:

e Event Calendar
e School Insights

o Includes data on total users, licenses, classrooms, events, etc.

o Interactive based (you can click on bar graph titles to hide/include in the graph).
e Classroom Details

o Activity Times

o Number/Type of Activities Started
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Admin Center

The Admin Center will be where the administrator and teacher can find the following areas
under Administration: Users, Enroliments, Classes, Announcements, Tags, Reports, as
well as other options in the Configuration tab. (Depending on your role, this view may be
limited).

i% Admin Center / Administration / Users

Administration Configuration

Users Enrollments

Classes Announcements Tags Reports

Users

= Admin Center

i Admin Center / Administration / Users

Administration Configuration

Enrollments Classes Announcements Tags Reports

When creating a User in the Learning System, you will need to assign them a role. The role will
determine what the user can do (you can select multiple roles for one user).

Student Users - If you are creating a student, only select the Student role. Do not select any
additional roles.

The roles available are (see Aztec PLUS Roles Chart at the end of this document):

e Admin: Includes all of the administrative features. Our recommendation is that only one
or two people should be assigned this role.

e Advanced Teacher: Gives the ability to enroll students into your own class. Once
enrolled into your assigned class, then this user can edit that student.

o Essay Grader: Gives the ability to score essays.

o Registrar: Gives the ability to add and edit users, as well as add/drop from enroliments.
Can also deactivate and delete users.

o Report Viewer: Gives the ability to run school-wide reports.

7
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¢ Student: Can login and work on the available content the teacher has assigned
(students should only be given this role).

¢ System Options: Gives access to high level options that are system wide. This includes
the enablement of external links, password changes, default time zone and social
setting, firewall settings and creation of certificates (this Role should only be given to
someone that understands what features the organization should have access to).

e Tag Editor: Gives the ability to create and edit tags.

e Teacher: Gives the ability to view students associated with their class (must also have
the Registrar role to add/edit students and enroll and drop from classes)

Adding a New User

to create a new user.

Enter a username.
e The username will be used to login to the Learning System.
e This field is letters and/or numbers or a combination of both and must be unique
to Aztec.
3. Enter password/password confirmation.
o Password is 8 — 20 letters and/or numbers or a combination of both.
4. Tags — Select a tag (if applicable)
5. Roles — must be assigned to a user.
e A combination of roles will allow access to different features.
6. Click Create User on the bottom right when completed.

.

Editing a User
To edit a single user, click the # icon next to the username.

Click the [ icon to edit.

This is where you could make any changes to a user’s profile, including resetting a password.

Managing Users: Deactivate, Restore, Erase, Export Users, and Import CSV

CSV/Excel Rules

| [® Export H A Import CSV/Excel

| [# New il Deactivate

| * Erase

| 3 Restore

Deactivate: This feature allows for the user data to be stored in the system, but the user(s)
cannot login.

Restore: This feature allows you to restore the deactivated user(s). Any restored student users
would have to be re-enrolled into a class at that time.

Erase: This feature will delete the user from the Learning System, with no way to recover the
data or the user. You will be asked to confirm your deletion choice and type in a one-time code
to erase a user.

Editing of Multiple Users: You can select a group of users at once by clicking the box to the left
of the multiple usernames.
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l [ New || T Deactivate || && Restore || <® Erase l [ Export ” & Import CSV/Excel | @ CSV/Excel Rules
MARK  USER NAME *  FULL NAME
O y E' Filter
e, 080923demostudent CI® 080923 demo student
B 081023demostudent I 081023 demo student

Export Users: This feature allows you to export data to an Excel file. It will include all users
currently in the system.

Import CSV: The importing of a student roster can be done here. Click the & C5V/Excel Rules
icon, to display CSV file requirements.

User Icons
For more options in user management, click the g icon to the left of the username to reveal all
user icons available.

2B EF =00

Masquerading
Allows you to login as another user in the Learning System. The purpose of masquerading is to
gain access to their user experience, without having to know their password.

While masquerading, any clicks, progress, or changes made will NOT be saved. It will have no
effect on the user you are masquerading as. You will not be able to masquerade if a user is
currently online.

@@’E@ﬂd

Real Time Monitoring

View a snapshot of student’s screen in 10 second intervals. This feature is only available while
the student is logged in. Communicating with the student via chat messages is also available
from this screen.

.%@'E@ud

Edit User
The edit icon allows the editing of the user’s information (password, tag, etc).
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G [Z] ESRnREa.

View Learning Plan
A quick way of viewing a student’s learning profile at a glance. This will display exam scores,
percentage of progress of their learning lessons, drill scores, etc.

é@@’lﬁlud

Deactivate
When deactivating students, this feature allows for the user data to be stored in the system, but
the user(s) cannot login.

é@@'ﬁua

Restore

Once a student has been deactivated, this feature allows for the user to be restored in the
system again. Any student restored to the system must also be re-enrolled into their class(es) to
see past data.

© E.;. o

Rebuild Learning Profile
Used as a maintenance tool when something has changed in the student’s learning plan. Only
used if the red label “Rebuild Required” appears.

2o = alg]e

Erase

This feature will delete the user from the Learning System, with ho way to recover the data or
the user. You will be asked to confirm your deletion choice and type in a one-time code to erase
a user.

g@rgarmug

Enrollments

This area allows you to enroll or un-enroll students in and out of class(es).
10
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You can enroll a single student or multiple students into class(es) at one time.

= Admin Center

i1 Admin Center / Administration / Users

Administration Configuration

Users Enrollments Classes Announcements Tags Reports

Filter students by a tag to find a group of students.

O Add/Drop Enrollments

l B Export Enrollments ‘ Shaw: 5 v
MARK  USER HAME - e $ cusses \ ¢ - :
ter Filt

Filter |Ql Filte Q‘

Single Student Enrollment
The ®& icon next to the username will reveal additional icons.

Click on the [ icon.

1. The Modify Enroliments screen will appear.

2. Click the drop-down menu to see a list of all available classes (you can also begin to
type a class name to help narrow your search).

3. Select one or more classes for the student (if applicable).

Group of Students Enrollment
Click the check box next to the usernames you would like to enroll.

-

MARK USER NAME FULL NAME

O | ' Filter

B, 081023demostudent 081023 demo student

B, 9723teststudent 9723 test student

The Add/Drop Enrollments button | © Add/brop Enroliments | will become available once the box(es)
are checked.

1. The Modify Enroliments screen will appear.

2. Click the drop-down menu to see a list of all available classes (you can also begin to
type a class name to help narrow your search).

3. Select one or more classes for the group of students (if applicable).

11
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Un-Enroll Students

Use the search field to type a student’s name or filter students by a tag. This will help with
finding student(s) easier.

You can un-enroll a single student or multiple students at one time.

Single User Un-Enroll
The ®& icon next to the username will reveal additional icons.

Click the & icon.

1. The Modify Enroliments screen will appear.
2. Click on the X of each class(es) you wish to un-enroll the student(s).

Group Un-Enroll
1. Click the check box next to the usernames you would like to un-enroll.

-

MARK USER NAME FULL NAME

O ' — Filter

B, 081023demostudent 081023 demo student

B, 9723teststudent 9723 test student

The Add/Drop Enrollments button [ © aadrorop Envoliments | il hecome available once the box(es)
are checked.

2. The Modify Enrollments screen will appear.
3. Click on the X of each class(es) you wish to un-enroll the group of students.

Classes

This area allows you to create and manage your classes and content. The Administrator can
create new classes with several customization options available. This includes classroom
title/name, a description such as a topic, or goal hours. You can add additional teachers to
share access.

The ability to upload files or ePubs (if purchased) is also available.

12
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= Admin Center

i1 Admin Center / Administration / Users

Administration Configuration

Users Enrollments Announcements Tags Reports

A list of all classes will appear in this area. The Teacher and Advanced Teacher role does
NOT have the ability to create classes, so the Admin must do this for them. As an Admin, you
must also have the Teacher role to assign yourself to a class. Please contact your FSR to
assist with any additional needs you may have with setting up classes for your organization.

New Class

Click on to create a new class.

New Class Details
Under Settings:

Name: Fill out the name of the class.
Description: Write a description of your class.

Goal Hours: Recommend the number of hours daily you would like the student to spend working
in this specific class.

Teachers: Use the drop-down to select all the teachers associated with this class.
Icon: Choose an icon for your class.

Grading Scale Override: Choose only if you wish to customize how the exam banding labels are
displayed (Aztec default passing score is 80% in most cases).

Override Calculator: Choose the type of calculator to be displayed in the classroom.

You will also choose from a variety of options to enable or allow certain features depending on
your preference.

Under Files and Options:

Sorting Preference: Allows you to sort priority for student classroom list (higher number sorts
first).

Video Set: Default or Kaplan (based upon what you have purchased).

a. DO NOT select Kaplan if you did not purchase it. The class will not work as intended.

Library Files: Choose a document to upload to this class. You will need to upload the document
to the School Library prior to creating classes.

13
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Books: Choose an ePub to be attached to the class (if applicable).

Start Date: Choose the date on which students can start accessing the classroom (default is the
day of class creation).

Enable Auto Updates: When set, your classroom will automatically be updated to the most
current version. Do NOT use this feature if you have a customized classroom.

Adding Content to Classes
Under Learning:

To select the content of your class, click on _ under the Learning tab.
Check the box(es) to the left of the Unit and/or Lessons you would like to delete from the class.

Then click to remove them. *This feature is only available if you have a Class
Customization license.

When finished, click Save.

Editing an Existing Class
Click the #z icon next to the class session to reveal additional icons.

The [# icon allows you to edit or make changes to the class.

EZlo o

The (@ icon allows you to clone a class. It will create a duplicate class, but it must be renamed.

z [0] @

The ¢ icon allows you to erase a class, however, this will delete the class permanently.

@@@|

Tags

Creating a tag will help you filter groups of students within specific screens. When students are
tagged, it can be useful when managing a group of students, adding students to classes as a
group, or running reports for a group.

Attaching the tag to a student(s) is located within the Users tab when creating or editing a
student profile. You can attach multiple tags to a student.

14

AztecEnhanced 4-24



= Admin Center

% Admin Center / Administration / Users

Administration Configuration

Users Enrollments Classes Announcements Reports

To create a new tag, click the icon. When creating tags, type the name of the tag.
Then, click the “Yes, Create this Tag” button.

The %z icon next to the tag will reveal additional icons.

The # icon allows you to edit or make changes to the tag. All users attached to the tag will
remain tagged.

A

The ¢ icon allows you to erase a tag. This will delete the tag permanently.

s

Announcements

Announcements are used to inform students and/or staff of topics of interest from the
organization.

= Admin Center

i1 Admin Center / Administration / Users

Administration Configuration

Users Enrollments Classes Tags Reports
(] New Announcement @ Labels

‘ & Move to Trash H [l Empty Trash

15

AztecEnhanced 4-24



The announcement can be created to only be viewed by:

e School Announcement or Classroom Announcement

Readable by: All users or user assigned specified roles:

Admins
Teachers
Staff
Students

Expiration Date: Choose date and time of announcement expiration. You may also choose an
optional reminder to notify recipients 15 minutes prior to expiration.

Subject: Type the title of your message that will be viewable to all recipients.

Labels: (Optional) Choose a label to group similar announcements together (must create the
label prior to selecting for your current announcement).

‘ & Move to Trash H [l Empty Trash

Labels: (Optional) Create colored labels to group similar announcements together.

[ New Announcement

School Reports

The Reports screen will give you detailed information about an individual student or a group of
students. The user must have the Report Viewer role to view all reports.

All reports generated will be found in the Notifications envelope icon as well as in the
Generated Reports view on the Reports screen. All reports can also be exported.

B3 Notifications 5

(@] Reports: Student Time n Task Report 03/06/24

Reports
Once areport is generated, a pop-up message will appear. Click View Results to view the
report now.

16
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Report Generated

Your report is ready. Would you like to view it now?

View Results

Run a Report

To run a report, follow these general guidelines (there may be more options available depending
on the type of report you choose to run):

1. Choose Report Type (see detailed descriptions of each report below).
2. Select student(s) name(s) OR
3. Select a Tag (optional). The tag will limit available students. (If using a tag, you do not

have to select any students, the system will run a report on all students with the tag you
selected).

4. Select a class(es) (if applicable).

5. Select the time interval (if applicable).

6. Select the activities you would like to include in your report (if applicable).

7. Optional — You can choose to save this report as a favorite or run a favorite report

instead.

8. When finished, click Generate Report.
Report Type Filters
Use a Favorite hoose a favorite B OR N .

To remove a favorite please check under Edit Profile ” o

Options Exclusions
Starting Ending Day Update
O Leaming

O orit/Flash EAdd Exelusion
A

Save as Favorite

Save as Favorite [

This report will be saved as a favarite or will update an existing favorite when set

Inclusions

Options

© Ranged Summary O Daily Summary O Ranged Compressed Summary
Che d for

Save a Report

To save a report, type a name for the report you would like to save in the Save As Favorite
field. Once the report is run, it will save and can be found here in your Notifications as well as
in the Generated Reports view on the Reports screen. The next time you need the report, it will
be available in the Use a Favorite drop-down in Report Type.

17
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Reminders for teachers to inform their students:
e At the end of all exams, click Submit Test.
e When exiting the program, the students must click the Logout button on the top right or
in the drop-down menu on the left.
¢ The ability of students to follow these directions will reflect the accuracy of certain
reports.

Student Time on Task

The Student Time on Task report provides a summary of a student’s time spent on certain
activities. This report is typically used for distance learning, calculating all the student’s hours
within the date range and categories selected. This report allows you to exempt specific days
and times of in-class hours for an easier way to evaluate the student’s out-of-class time spent
within the Learning System. This report does not include menu time.

¢ Ranged Summary — Shows student name, total active time, and total time spent in each
specific activity.

o Daily Summary — Shows date, student name, total active time, and time spent in each
specific activity by date.

¢ Ranged Compressed Summary — Shows condensed time ranges for learning, exams,
and drills.

Student Activity Detail

The Student Activity Detail report displays a snapshot of all the details of an individual
student’s progress. The report will show the complete history of a student’s scoring and
progress percentages within the selected time frame. This report displays detailed student
scores, percentage of progress in selected activities, and time data in the following areas:
pretests, posttests, practice tests, essays, learning, and drills. This report also shows total active
time spent in the Learning System, not including menu time.

Each area includes details in:

Date and time of first usage/access/completion
Name of classroom

Name of exam/unit/lesson (as applicable)
Duration

Results (progress or accuracy)

Total active time

Actions taken (as applicable)

Student Activity Overview

The Student Activity Overview report will display a snapshot of the student’s cumulative time
spent in a selected class. It will show exams taken, whether the minimum score has been met,
and exam results. It will also show completed learning, waivers, and how those activities were
waived.

This report will show student data in the following areas (as applicable):

18
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Practice Tests

Final Exams

Pretests

Post Tests or Unit Tests
Essay Test

Lessons

Waived Activities

The exams section of this report will show:

Date

If the minimum score was met

Current percentage score

Previous percentage score (if applicable)
Percentage of improvement (if applicable)

Student Attendance

The Student Attendance report provides a snapshot of a student’s time spent in the Learning
System between specific date ranges and times of the day. It will display the day and date, login
and logout times, and duration. At the top of the report, it will display the overall total time the
student spent in the system between the dates selected. This report will calculate time from
when they login to the Learning System to when they logout (which includes menu time).

This report will show student time in the following areas:

Day and date
Login time
Logout time
Duration
Total Time

Class Activity Summary

The Class Activity Summary report will display a snapshot of minimum and maximum test
scores, class average test scores, and total time spent in various activities within a selected
class. This report will measure the averages of all the students in pretests, post tests, practice
tests, essay tests, and drills in a selected class. It will also show the number of times an activity
has been taken, as well as how many unique students have taken that activity. This report does
not include menu time.

This report will show data in the following areas:

Pretests

Post Test or Unit Tests
Practice Tests

Final Exams

Essay Tests

Learning Time

Drills
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Classroom Login

The Classroom Login report provides a snapshot of a group of students’ times by date in
the selected class. This report will calculate time from when the student enters the class to
when they exit the class (which includes menu time).

e Summarized — Shows total successful/rejected logins and total duration of time spent in
the selected class.

o Detailed — Shows day, date, total usage, and duration of time for each student in the
selected class.

Student Flash Knowledge (only available to clients with GED Flash)

The Student Flash Knowledge report shows student data per each GED standard according to
the activities completed in GED Flash subjects. This report can be run on one student or a
group of students and will show data in the following areas:

e Items correct or incorrect
e Percentage scoring

Learning Key Redemption (only available to Admins)

The Learning Key Redemption report only applies to those organizations who have purchased
Learning Redemption Keys. This report allows Admins to see which assigned redemption keys
have been redeemed in your organization. The report will show data in the following areas:

Name of Class

Date Redeemed

Key Redeemed
Username of Student

Communication Log (only available to Admins)

The Communication Log report shows all communication between teacher and student that
has been logged in the Aztec Learning System. The report includes any notifications,
announcements, and alerts that have been sent between teachers and students. The report will
also show data in the following areas:

e Date
e Action
e From/To

o Message Sent

Grading Report (only available to classes within the Class Center)

The Grading Report shows a snapshot of student exam data within a particular class. It will
show the student’s completed exams as well as their last 3 scores on that exam (if taken
multiple times).
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Configuration

This is where the Admin will find areas such as Logged in User and Grading. If the Admin is
also given the System Options role, more options will also be available here.

Logged In User

Displays the username and the IP address a student is logged in from. The Admin can force a
student to log-off by clicking the icon next to the student username.

¥ Admin Center / Configuration / Logged in User

Administration  Configuration

Logged in User | Grading

[ ' Refresh

USER NAME $  IDLETWE $  LAST OMUINE 2

[a]

FSR.AdmIn®73.198.170.37 [ 3 1 a few seconds 1:48:48 pm

evodemo1@73.198.170.37 I Never 1:48:47 pm

Grading

This area will allow you to change the grading scale used for exams in an entire class. Contact
your Aztec FSR (Field Service Representative) for more details.

Class Center

The Class Center displays all the available classes. Teachers can only view classes they are
attached to. In addition, you can also access classroom insights to help understand student data
and assign remediation to the students.

To access a specific class, click on the class from the Admin Dashboard (you can click on the
name of the class, class logo, or click “View Classrooms” classrooms for a full list of all assigned
classes):

= Dashboard PSR

% Dashboard

Admin Classrooms @

[

Ends: OPEN

an Training Series Starts: 06/08/23
Ends: OPEN

Starts: 06/30/23
Ends: OPEN

Espariol Starts: 08/10/2
ers 5 Students Ends: OPEN

izt Locasonseres - Engin S———
N 2 Toachers 3 Smuderns Ende: 0PN
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You can also access the Class Center by clicking on the Dashboard drop-down at any time to
reveal the drop-down menu:

= Dashboard

4% Dashboard

#°% Admin Center

B Class Center

[ School Library

¢ Score Essay

™ Book Store

=+ Logout

SED.

O Lecture Center

|

Find

Aztec’s GED® Prep Solution Starts: 03/04/19
4 Teachers 38 Students Ends: OPEN

FSR

The Class Center will be where the administrator and assigned teacher can find the following
areas: Teaching, Settings, and Reporting.

Teaching: Activity, Class Scores, Student Scores, Progress, Improvements, Assignments

Settings: Resources, Learning Views, Quick Tags, Manual Options

Reporting: Roster, Reports

= Class Center

89 Aztec’s GED® Prep Solution

Teaching Settings

Reporting

l < Class Scores

l % Student Scores

of Progress l & Improvements l (> Assignments l

The class you entered will default to the Teaching tab and will have high level class activity
displayed on the initial page. You can filter this on most screens by the last 7, 14, 30, 90 days of
activity. You can also filter on any screen by using the Quick Filter (must have Quick Tags

setup ahead of time).

To switch to the 90-day view, click on the toggle next to 30 Days, as shown below:

4 Back <2 Refresh Quick Filter j
¥ Back ' Refresh Quick Filter j
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You can use data insights within the Class Center to further plan your students’ next steps
within a class. You will see the following features within most of the Class Center tabs:

Assignments

Used to direct students to complete an activity inside the learning plan. Once the student logs
in, they will be notified of their new assignment. Teachers can also enable notifications for when
the student completes the assignment.

You can choose to give an assignment to a single student or group of students. If you are
working with a group of students, you can also create a new Quick Tag for that group (see
Quick Tag description below for more details).

You can create Assignments from multiple tabs in Class Center where student data is listed (we
recommend doing this from either the Student Scores or Roster tabs).

To create an assignment:

1. Check the student(s) you wish to give an assignment to.
2. Check the box to the left of each username.
3. Click on the” New Assignment” icon as shown below.

@ Roster

24 New Quick Tag [E) New Assignment | Z' Export Roster

MARK STUDENT
[ Filter

g, evo student1

g Paul Student

A new window will open with available assignments to give. Select a due date.
Open a unit by clicking the title.

Select the learning lessons and/or corresponding drills you wish to assign.
Optional: Write a note or give directions to your student.

Optional: Blocking and Notifications can be set by checking the appropriate box.
When finished, click “Create Assignments.”

© oNo G A
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Create Assignment

Due Date I Blocking
- When set, the student will be blocked from any further progress till this assignment is dane, once its overdue
B | 03/14/2024 v

Assignment Due Dale Notification

- When set, you will receive a notification when the student completes the assignment.

Please complete the lesson and drilll Try your best!

Optional not-{QENZET

Click the header to expand the choices for that section, use the boxes to indicate the assighment.

I Practice Tests ] i Quantitative Problem Solving with Data and Statistics

I Central Ideas and Themes I Algebraic Problem Solving with Expressions

Learning:Main Idea and Themz Development Algebraic Problem Solving with Equations

() Learning:Point of View and Author’s Purpose

Drills:Main Idea and Theme Development

[ Learning:Supporting Ideas [ Algebraic Problem Solving with Graphs and Functions
() Drills:Point of View and Authar’s Purpose l

Science Skills

O Drills:Supporting |deas

Blocking

When enabled, the student will be blocked from any further progress in their learning plan until
this assignment is done, or once it is past the due date. Only check this box if you want to shut
off access to all other activities once the due date passes.

Notification

When enabled, any teachers assigned to this class will receive a notification that the student
has completed the assignment(s).

Quick Tags
Teachers can use data insights to help group like students together for remediation purposes.
This is intended for temporary use while students complete their remediation.

You can create Quick Tags from multiple tabs in Class Center where student data is listed (we
recommend doing this from the Roster tab).

To create a Quick Tag:

1. Find the student names you wish to group in a Quick Tag.
2. Check the box next to the left of each username.
3. Click on the “New Quick Tag” icon as shown below.

FIMew Quick Tag B Hew Assignment

MARK  STUDENT

O Filter

@ StudentBethany 2020
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4. Create the name for your Quick Tag and choose when you would like it to expire. When

finished, click “Create Quick Tag”.

Create Quick Tag

Tag Hame

PM Scores 03/07/2024 11:27 am

Expires (Days)

Create Quick Tag

5. You can view and manage your Quick Tags under the Settings tab under Quick Tags.

2 Aztec's GED® Prep Solution
Quick Tags
- o & ceso s
a| Q Filter
8 Low Scores Pl * 2120 testing student, Plus Student 5 020

6. You can even choose to give an assignment to a Quick Tag by clicking the gear icon
and choosing the “New Assignment” icon as shown below:

32 Aztec’s GED® Prep Solution

- RIS
() Resources @ Learning Vie J © Quick Tags ‘ Manual Option

Quick Tags
AME w  CREATED BY B REATE! : N
‘ Q ‘ Q il
@p Post Test Scores Lower than 70! EVOTeacher 02/22/2024 Greg Student, Steve Student, Alan Student, mm student
@ actice Test Scores EVOTeacher 02/22/2024 Greg Stud Student, Colin Student, Laura Student, mm student, Alan Student
Og Greg and Steve EVOTeacher 02/22/2024 Greg Student, Steve Student
Banding

In the Class Scores tab, you will see sub-grouping of students based on the test score results.
When the results for a group of students are completed, this provides the teacher a quick way to
assign remediation to that group (which can be done through making a Quick Tag or creating an

assignment for them as described above).
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Bands

l I Create Quick Tag l [ Create Assignment

Band # of Students

0

Partially Ready 2

4

Classroom Activity
Class Activity displays a shapshot of student actions performed within the class with time

stamps.

49 Aztec’s GED® Prep Solution

@ Student Activity

Filter

02/27/2024 1:54 pm

02/21/2024 1:41 pm

02/21/2024 1:41 pm

Total Events by Day

Teaching Settings Reporting
- Activity 57 Class Scores ‘ W Student Scores of Progress H & Improvements ‘ ‘ (> Assignments
@ Insights
Active Date Range  Last 30 Days

— — e I——_____ N __| —_— | — e
Show: 5 v | C'Refresh BExport
* war $ o« ®
[o]
080923 demo student Sesslon: Aztec’s GEDD Frep Solution Classroom Unenrollment by FSR admin
reg student Session: Aztec’s GEDE Prep Solution Classroom Exitad
(Greg Student Session: Aztec's GED® Prep Solution Classroom Unenrollment
Greg Student Exam: Quantitative Solving with Rational Numbers Post Test Activity Exited
Greg Student Exam: Quantitative Problem Solving with Rational Numbers Post Test Activity Completed
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Classroom Scores
Displays the number of students who completed test(s), then averages those scores. You can
filter by Practice Tests, Pre and Post Tests, and Essay Tests.

= Class Center

8 Aztec’s GED® Prep Solution

Teaching Settings Reporting

v¢ Class Scores l W Student Scores

This area will provide detailed information in the following areas: Average Scoring, Knowledge
Area Passing Rate, Scoring Bands/Details, and Knowledge Breakdown.

l & Improvements H (> Assignments l

l o2 Progress

st seores || <tpropes || 2 moraement

@Practice Test Readiness

setiv ot [ 120050

Average Scoring Knowledge Area Passing Rate ©

ot Ready iz Practice Test - Aztec's GEDD Reasoning Through Language Arts sort | Descending + ermage s

ot Ready e Bractice Test - ATtec’s GED® athematial Reasoning

ot Tasted L Practice Test - Aziec's GEDE Sclence

ot Tasted o Practice Test - AZtec's GED® Soxlal Studies

Banding is based on the students’ scores. The results will automatically place the student in a
band that allows the teacher to determine the next steps for remediation.

A teacher can then create a Quick Tag and/or an Assignment for a group of students in a
selected band.

© Details
Scores Bands Tested/Not Tested
Avg Score 24% S
(Not Reacy) | e Tested Not Tested
High 0% Band # of Students % of Students 6 3 2
. 16% 84%
= y s

Student Scores

Displays each student’s points/max, percentage, and band organized by the following
categories: Practice tests, Tests, Drills/Flash, and Essays.
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®ssck O Retresn 30 Days | Quick Ftter | =

S [ey— ry— o T

X sTUDENT & mos oarE v TET & ponTsmax % percn &

@ Greg Student FSR 0272172024 B Aztec’s GEDE Reasoning Through Language Arts 322 1ax Nat Ready

@ steve student FSR 02/20/2024 B aztec's GED® Mal

atical Reasoning B/a6 " Not Ready

@ steve Student FSR 02/20/2024 B aztec’s GED® Rea

12 Through Language Arts 5022 2 ot Ready

@ colin Student FSR 02/19/2024 B aztec’s GED 2146 26% Nat Ready

@ Colin Student FSR 02/19/2024 B Aztecs GED® Reasoning Thraugh Language Arts 2140 0% Partially Ready

Clicking on the blue icons next to a student’s test or name will give you additional information.

e Question Mark icon @ contains both current and historical data on the student.
e Review Exam icon B displays actual questions/answers from a specific exam to review.

Progress
Displays percentage of class progress completed and last login for this class.

= Class Center

8 Aztec’s GED® Prep Solution

Teaching Settings Reporting

‘ M- Activity H 7 Class Scores

‘ ¥ Student Scores

‘ (& Assignments

‘ & Improvements

Clicking on the gear icon next to any student username will reveal the following icons:

Masquerade: Allows you to login as another user in the Learning System. The purpose of
masquerading is to gain access to their user experience, without having to know their password.
You will not be able to masquerade if a user is currently online.

While masquerading, any clicks, progress, or changes made will NOT be saved. It will have no
effect on the user you are masquerading as. You will not be able to masquerade if a user is
currently online.

|i = u 8

View Learning Profile: Allows for modification of the students learning plan (waive or reset
activities).

3 B

Q
=3

[%]
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To waive or reset an activity:

1. Click on the “View Learning Profile” icon.
2. Choose which activity you wish to waive or reset.
3. Click either “Waive” or “Reset” Experience.
a. Waiving an activity will allow the student to bypass that item.
b. Resetting the activity will erase any time or past scoring data associated with that
activity. The activity will appear as though the student has never accessed it
before.

Quantitative Problem Solving with Rational Numbers

Post Test - Quantitative Problem Solving with Rational Numbers © Not Started
Pretest - Quantitative Problem Solving with Rational Numbers ~  Completed

Mumber Properties and Forms 13 In Progress (0%)
Humbers ®© HNot Started

Rebuild Learning Plan: Used as a maintenance tool when something has changed in the student’s
learning plan. Only used if the red label “Rebuild Required” appears.

02—,4—\@

= o= e

View Scoring Details: Contains both current and historical data on the student.

Sy
—

Improvements

Displays test scores and any positive or negative percentage changes if multiple tests were
submitted. Also shows comparative pre and post test scores side by side.

it

o]
=

Can be filtered by Practice Tests, Pre and Post Tests, Drills/Flash, and Essay Tests.

Question Mark (® contains both current and historical data on the student.
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= Class Center FSR - Training

O aztec’s GED® Prep Solution

Teaching  Settings  Reporting #Back O Refresh 30 Days | Quick Fitter | =

I Activity ] ¥ Class Scores H o Student Scores l o Progress ‘ AlImprovements
Practice Tests Drils/Flash | Essay Tests

@ Post/Pre Tests

Pcreate Quick Tag H B Create Assignment [ Z2Export Scores

Show: 20 v

FreTesting

MARK  STUDENT $  SUBJECT/UNIT ¢ TEsT S oare - SCORE $  BaND TME ©  DaTE SCORE BAND TIME HCHANGE &
e [@] | [a] [ e \ w [
Greg Student (@ Unit: Quantitative Problem Solving Quantitative Problem Solving 02/21/2024 1:41 36% Partially Ready 00:06:28 02/21/2024 1:34 0% Not 00:00:07 +36%
with Rational Numbers with Rational Numbers pm pm Ready
Greg Student @ Unit: Central Ideas and Themes Central Ideas and Themes 02/21/2024 1:25 35% Partially Ready 00:02:20 02/21/2024 1:22 0% Not 00:00:08 +35%
pm pm Ready

Assignments
Displays students’ assignments that have been created with due dates and completion dates.
You can also modify existing assignments in this area.

To create an assignment, see the above description which can be used in these additional tabs:
Class Scores, Students Scores, Progress, Roster and Quick Tag.

To modify an existing assignment:

1. Search for the student/assignment you wish to modify.

2. Click on the icon next to the student username (depending on what you wish to do):
a. Click on the trash icon @ to delete the assignment.
b. Click on the clock icon @ to extend the due date of the assignment.
c. Click on the lock icon & to turn blocking on or off for the assignment.

3. Follow the instructions in the corresponding pop-up message.

O Aztec’s GED® Prep Solution = O
Teaching  Settings  Reporting o Back 2 Refresh %0 Days [ Quick Filter | =
oy || @i 4 EES - |
@ Assignment Insights
© Assignments
£ Export Assignments || Erase Checked
T s 1 s - s LeTE s
Q it e Q Filter Filter
FSR Greg EOA& #Main Idea and Theme Development Learning 03/08/2024 Never
FSR Greg aes Main Idea and Theme Development Drill 03/08/2024 Never

Resources

This area gives you the ability to upload documents, ePubs, or pre-recorded lecture videos to
your current classroom for student use (as applicable according to what products you have
access to).
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FSR - Training

2 Aztec’s GED® Prep Solution

Teaching |Settings | Reporting ®Back O Refresh 30 Days | Quick Filter
ources 1 Learning Views [ © Quick Tags "\ Manual Options

@ Student Views

@ Learning Views ’
.

EARNING VIEW & CREATED BY -

) e &

Default System 09/06/2023 Default All Visible

AST MODIFIED $  wore

Learning Views

Learning views are a way for teachers to customize what activities a student sees within their
enrolled classroom. Teachers can create a template or “view” for a student or group of students
without making any changes to the actual classroom content. Teachers can allow students to
see all content and some students to only see specific content, depending on their academic
needs.

The top area will show all current Student Views. “Default” view refers to what is normally visible
within the classroom.

= Class Center FSR - Training

== Aztec’s GED® Prep Solution

Teaching | Settings| Reporting ®Back L Refresh 30 Days | Quick Filter | =

© Student Views

Show: 5

By New Quick Tag || B New assignment || & Attach View || &' Export Progress Data ‘
WARK  STUDENT $ mes ATTACH VIEW é
0 Filter .Q} Filte ile Iil
g Washington Student Default
0 ®g training2.test training2.test Default
g Student CO Default
g joe hall Jones Advanced GED Math
Bg FSR Student Davis,PM,Remote Unit 1 Lessons and Unit 2 Drills

To create a new learning view:

1. Scroll down to “Learning Views” and click “New View.”

2. Type in the Name of your View.

3. Check ONLY the boxes of those activities you would like to be HIDDEN from the
students’ view. (For example, if you only want students to only see the first unit, then
click the boxes next to all other activities in the other units).

4. To hide an ENTIRE unit, click the box next to “Hide this Folder and its children”.

Continue to hide activities/units/subjects as needed.

6. Click “Save” when finished.

o
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Creating View

ame

Note

GED RLA - Unit 1 - Central Ideas and Themes

v New Note

Publicly visible name of this view,

Optional note

I Click a checkbor to indicate an item s to be hidden. [ Roset View
l Subject: Aztec's GED® Reasoning Through Language Arts ‘
() Hide this Folder and its children
Practice Test - Aztec’s GED® Reasoning Through Language Arts [ Unit: Analyzing Texts l
Hide this Folder and its children
Unit: Central Ideas and Themes ] Pretest - Analyzing Texts
(J Hide this Folder and its children Lesson Drill
() Pretest - Central Ideas and Themes The Structure of Texts The Structure of Texts
Losson orill Interpreting Words and Phrases Interpreting Words and Phrases
[ Main Idea and Theme Development [ Main Idea and Theme Development Comparing Texts Comparing Texts
(] Point of View and Author’s Purpose [ Point of View and Author’s Purpose Analyzing Arguments Analyzing Arguments
[ Supporting Ideas [ Supporting Ideas
Post Test - Analyzing Texts
To attach a new view to a student:
1. Check the box next to the username of the student you wish to attach a view to.
H 13 H b
2. Click on the “Attach View” button.
= Class Center FSR - Training
O .
2> Aztec’s GED® Prep Solution
Teaching - Reporting
[ © Quick Tags [ ™I manual Options
© Student Views ‘
Bs New Quick Tag “ B New Assignment ]I ¥ Attach View I «> Export Progress Data ]
MARK ~ STUDENT $ TGS ATTACH VIEW
O Filter El Filter Filter
. By Washington Student Default

3. Use the drop-down menu to choose which view you would like to attach.
4. Click “Attach View” when finished.

Attach View

Choose the view you wish to attach

GED RLA - Unit 1 - Central Ideas and Themes =
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Quick Tags
Quick Tags use data insights to help group like students together for remediation purposes. This
is for temporary use while students complete their remediation.

This area displays the list of Quick Tags created. It itemizes who it was created by, when the
Quick Tags were created, the students that were assigned to that Quick Tag, and when it
expires.

F5R - Training
3 Aztec’s GED® Prep Solution =

Teaching Reporting 4 Back < Refresh @) 30 Days | Quick Filter ‘ v|

O Resources ‘ & Learning Views © Quick Tags ‘ "\ Manual Options

Quick Tags

Nane - cReATEDSY & cemmon & stuoeas 4 oomson s
‘ Q ] I | Q| | Fiteer I = ‘ Q

@ Post Test Scores Lower than 70% EVOTeacher 02/22/2024 Greg Student, Steve Student, Alan Student, mm student 05/22/2024 12:13 pm

Bg Low Practice Test Scores EVOTeacher 02/22/2024 Greg Student, Steve Student, Colin Student, Laura Student, mm student, Alan Student 05/22/2024 12:12 pm

To create a Quick Tag, see the above description which can be used to create Quick Tags from
multiple tabs in Class Center where student data is listed (we recommend doing this from the
Roster tab).

Manual Options

This area will allow you to set the Tab Visibility for your classrooms. Use the drop-down menus
to choose to hide certain tabs in your classroom or choose a tab that you wish to have as an
initial landing page. These changes will affect all students in your classroom. Click “Save” when
finished making changes.

FSR - Training

55 Aztec’s GED® Prep Solution |
Teaching  Settings  Reporting Wy Back ¥ Refresh 30 Days ‘
Dsources ][ @icoming views ][ auick Tgs

@ Manual Test Configurations

©fTab Visiblity'

et stugent Landing |

[ Class Home v : 1

Save

Roster
Displays class list and attendance insights, specific to the class you entered.
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al Aztec’s GED® Prep Solution

Teaching Settings  Reporting

Masquerade: Allows you to login as another user in the Learning System. The purpose of
masquerading is to gain access to their user experience, without having to know their password.
You will not be able to masquerade if a user is currently online.

While masquerading, any clicks, progress, or changes made will NOT be saved. It will have no
effect on the user you are masquerading as.

EEE

View Scoring Details: Contains both current and historical data on the student.

A8l @

Attach View: Allows you to attach a pre-existing learning view to a student in the class (see
details about Learning Views above).

2 e[d

Classroom Reports

These reports are focused only on the class you entered. For a description, please refer to the
above reports area for details.

= Class Center

#l Aztec’s GED® Prep Solution

Teaching Settings Reporting
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Score Essay

This tab gives the teacher the ability to score essays or extended response questions from
students (not all series have essay questions or extended response questions).

4 Dashboard

i°% Admin Center
E Class Center
i\ School Library

O Lecture Center

™ Book Store

= lLogout

To score an essay:.

1. Click on the gear icon ®g next to the student username.

FSR - Training

& Score Essay

Ungraded [JRCIENER]

(o |

STUDENT $  cLassroOM $ sumwTTEDON #  quesTion s

evo student! Aztec’s GED® Prep Solution 03/22724, 1:39 pm GED-RLA-ER-2-01

2. Click on the “Grade Question” icon (& to grade the student’s essay.

FSR - Training

& Score Essay

Ungraded Graded

SRefresh I
STUDENT & cLassROOM #  SUBMITTED ON $  quesTion s

A-
E nt1 Aztec’s GED® Prep Solution 03/22/24, 1:39 pm GED-RLA-ER-2-01
oy

3. You will be able to review the original directions/questions presented to the student
along with any passages that were provided. You will also be able to read the student’s
essay in this area.
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Grade Essay

Student reponse is highlighted below, in black and green.

© Question

Instructions
Read

+ On the page 2 tab above, you will read twa texts presenting different views on the same topic

+ Both writers argue that their position on the issue is corract.
Plan
+ Analyze the two texts to determine which writer presents the stronger case.
+ Develop your own argument in which you explain how one position is better supported than the other.
+ Include relevant and specific evidence from bath seurces to sUppart your argument.
Write
+ Type your response in the box on the right

* Your response should be approximately 4 to 7 paragraphs of 3 ta 7 sentences each.
+ Remember to allow a few minutes to review and edit your response.

You have up to 45 minutes for reading, planning, writing, and editing your response

Keyboard Help: Use shift + tab to leave the edit box and navigate back to the controls,

Here is my essay

4. Using the provided rubric, give your student’s essay an appropriate score, assign any
remediation (if needed) and give feedback.
5. When finished, hit the “Submit Score” button.

+ demanstrates inconsistent sentence structure; may contain some repetitive, choppy, rambling, or awkward sentences that may detract from clarity; demonstrates inconsistent control over skills 1-5 as listed
in the first bullet under Trait 3, Score Point 2 above

+ demnstrates incansistent control of basic conventions with specific regard to skills 1-7 as listed in the second bullet under Trait 3, Score Point 2 above

may contain frequent errors in and conventions that i interfere with comprehension; standard usage is at a minimally acceptable level of appropriateness for on-demand draft writing

demenstrates consistently flawed sentence structure such that meaning may be obscured; demonstrates minimal control over skills 1-5 as listed in the first bullet under Trait 3, Score Point 2 above
* demonstrates minimal control of basic conventions with specific regard to skills 1-7 as listed in the second bullet under Trait 3, Score Point 2 above
contains severe and frequent errors in mechanics and conventions that interfere with comprehension; overall, standard usage is at an unacceptable level for on-demand draft writing

OR

* response is insufficient to demonstrate level of mastery over conventions and usage

Scoring Results

Points Earned Feedback For Student

IE X 'l Great Job)} v

Assigned Remediation

I s | Feedoci to provide tothe students

The question is only considered passed if there are no remediation(s) assigned. When you assign a remediation, the score shall be set to 0,

and the test will be in the not passed state,

Cancel

Students will be able to review any feedback you give in their Activity Scores area. Please note
that if any remediation is assigned, it will bring their rubric score down to 0.

School Library

This area gives the ability for an Administrator or Teacher to upload documents for staff or
student use.

As an Admin, you can also edit permissions as to which types of users have access to these
files (either staff or all users). You can also choose to delete a file as needed.
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IR School Library

Remaining Space: 4.3G8 s | L click or Drag and Drop file to add to the library J

Filte ’ te
B 93.9KB POF 03/22/2024 All Users.
odc  Aztec Enhanced Student Handout - Internet. pdf

To upload a file, choose the “Click or Drag and Drop file to add to the library” icon.

Once uploaded, you can either download the file by choosing the &, icon or set the permissions
by choosing the ® icon.

To add a file to a class for student use, once the file has been uploaded to the School Library,
you can attach it to any class within Class Center via the Resources tab under Settings.
Students will be able to see the document under the Handouts tab in their classroom. Teachers
will also be able to assign any handouts for students to view when creating assignments.

Certificates

Admins can create certificate templates which can be granted by teachers to students. There
are multiple sample templates available to choose from. Once the sample template is generated
by the Admin, the certificate is available for teachers to access and grant to students. Students
will see the generated certificate appear on their Student Dashboard, which can later be
downloaded and printed (if applicable).

Admins must also have the System Options role to utilize Certificates. Please contact your
Field Service Representative to receive access to this feature and to receive additional
information.

Lecture

Aztec Lecture allows instructors to utilize any Aztec content, or content currently being used in
the classrooms, to provide online instruction across all delivery modalities. If you have
purchased this additional feature, please contact your Field Service Representative for more
information.
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Aztec User Roles Chart

*Note that roles with an asterisk can be combined with the Teacher or Advanced
Teacher roles to create a customized staff user profile based on the features you would
like them to have. Students should always only have the “Student” role.

e L

Teacher Grader Viewer Editor | Options
Add and Edit All Users / - - / - - - -
Enroll Students in Any Class - -
Enroll/Edit Students in Assigned Class
Create/Assign a Class

View an Announcement

Create an Announcement

<<
SN VN

Manage Options System Wide

Create/Edit a Tag System Wide

Run a School-Wide Report

Run a Report in an Assigned Class

View Activity in an Assigned Class

View Scores in an Assigned Class

Create an Assighment in an Assigned Class
Create a Quick Tag in an Assigned Class
Can Masquerade as a Student

Can Real-Time Monitor Students
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Ay Y
AN NAND N N N N

Score Essays
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